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Welcome!

We would like to welcome you to the Everton R-III School District.  We hope that you find the enclosed information to be beneficial as you begin your year with us.  We believe you will find our faculty, staff and administration to be helpful and friendly.  If, at anytime, we can make your time with us more pleasant, please contact us.



                             Professional Growth and Development Committee

Beginning of the Year Information

1-1 Diagnostic Testing:

DRA – Individual Developmental Reading Assessments should be administered at the beginning of each year (no later than the end of August) to all first through eighth grade students, and a second time by the end of March.  Following administration, an Individual Reading Plan will then be written in conjunction with the parents for any student scoring one year or more below grade level. 


Math – At the beginning and the end of school, the Title I math teacher will assist classroom teachers in administering the Math Diagnostic and Interventions test to determine the needs of the students. (Applicable to elementary and middle school teachers)


SAT 10 – In late September or early October you will be administering the Stanford-10 Achievement Test.  You will be receiving updates on this in faculty meetings prior to the testing dates.  The results will help identify areas of concern and assist the teacher in planning learning experiences for the class.


MAP – Results of the Communication Arts and Math sections will arrive in the fall with specific content breakdown of data to help in planning classroom instruction.

1-2 Syllabi


Every teacher will be responsible for creating a syllabus. High School teachers need to create one for each class he/she teaches.  Elementary teachers may create one covering all subject areas. Syllabi should contain and/or explain the course’s units, major objectives, and any assignment policies and attendance policies you may have (within the frameworks of the student handbook).  You should attach a signature sheet for parents, so you have verification that they have received this important information.  Turn in a copy of your syllabi to the principal’s office by the end of the first week of school.

1-3 Meet the Teacher Night:


Within the first couple of weeks of school, an open house will be held so that parents can come in and meet their children’s teacher(s).  On this night you will have an opportunity to meet and speak with your student’s families.  This is an excellent time for you to give your syllabi to the parents that lists your rules, expectations and guidelines.  It is also a good idea to give them a class schedule [for elementary teachers].  Parent sign-in sheets can be found in the “Forms” file on the handbook disk.  For elementary teachers, this is an excellent time to start scheduling parent volunteers for carnival and parent-teacher conferences.  Many high school teachers offer extra credit for participation to encourage attendance.  Turn in a copy of your attendance sign-in sheet to the office.

1-4 Ordering Supplies


General office supplies are ordered and kept in the elementary office.  For special items, a budget is allotted for each of the teachers.  This amount may vary from year to year with the changes in funding.  A purchase order must be pre-approved before purchasing any supplies.  Approval may take a few days, so don’t procrastinate. After approval, get a purchase order number from the high school secretary and place your order or pick up items.  Purchase order forms can be found in the “Forms” file on the handbook disk.   Give receipts, or packing slip for shipped items, for any items to Linda Mallory in the Superintendent’s office within three (3) days of your purchase, including the PO number on the receipt. 

1-5 First Day of School


There are many sources of great information about tips for the 1st day of school.  Harry K. Wong’s First Days of School and Rutherford’s Why I Didn’t Learn this in College are excellent resources for information to start off a successful year.  These books, as well as numerous other resources, can be found in the professional section of the library.

Common Procedures
2-1 Teacher Arrival and Departure Times 


Faculty members should arrive NO LATER than 8:00 a.m. and remain until 3:45 p.m. unless special arrangements are made with the principal.  This will allow additional planning time, conferencing with mentors or parents, and faculty meetings.

Have your classroom open and be there when buses arrive (8:05 a.m.).  All students must be under adult supervision at all times.  Students should not be in the halls or classrooms prior to 8:05.  The school day concludes at 3:12 for students.

2-2 Parking

Parking is available along the south side of the school building.  Students are to park in the lot to the north of the high school wing or along the west side of the building along the high school wing.

2-3 Breakfast:

Many families prefer to have their children eat breakfast at school.  Upon arrival those students who are participating in the breakfast program should stop at their homeroom to deposit their belongings, and then proceed directly to the lunchroom.  The cafeteria stops serving breakfast at 8:20.  Students should return promptly to their room when they have finished eating.  

2-4 Hall Duty 

It is important that all teachers exercise consistent control while on hall duty.  Such consistency will help our students to better understand and comply with the guidelines set by our school.  Noise level, horseplay and running should be monitored at all times in the hallways.  No student should be in the hallways prior to the 8:05 bell, and should leave after school unless participating in a supervised activity. 

a.  elementary - You are in direct control of your students any time they travel through the halls.  Please insist that they walk in a quiet manner to prevent interruptions to other classes.
b. high school- Two teachers will be on hall duty before school each day on a weekly rotational schedule. Junior and Senior High students should be in the cafeteria, library or the gym before school and in the cafeteria or library during the lunch hour. Students must sign out of the cafeteria and sign in at the library.  Elementary classes are in session, so students should not be in the elementary hall, restrooms or hallway adjacent to them.  All teachers should step into the hall between classes and actively supervise student conduct in the area of their classroom.
2-5 Lunch Duty

Teachers will be on lunch duty on a weekly rotational schedule.  This schedule will be followed only in the event that an administrator is unavailable for lunchroom supervision.

2-6 Discipline

For a classroom to have an effective learning environment, honest and fair discipline is a must.  Consistency is a key component in achieving effective discipline.  It is important that you set your guidelines at the beginning of the year.  Be firm, be fair and students will respect you for it.

Your principal will discuss guidelines (usually common sense) on when it is appropriate to send a student to the office. There should be documentation as to the problem and if practical, what was done in trying to remedy the situation.  Discipline forms are available for this purpose.  Send the completed form with the student and use the intercom to let the office know to expect the student.  Always remember parent contact is critical.  Most parents want to be informed when there is a problem.  

One last note – take care of the small things and you won’t have to deal with the big things.

2-7 Liability

Supervise your students at all times.  Do not leave them alone in the classroom!  You are liable if an accident occurs in your classroom, and you have left students unsupervised.  Do not take the risk!  If an emergency arises, use the intercom to call the office to have someone relieve you.

2-8 Publicity

There are numerous exciting learning opportunities taking place within our school.  Be sure to notify local papers of upcoming events and recent accomplishments for which our students and/or faculty should be recognized.  The Greenfield Vedette and the Ash Grove Commonwealth are usually quite cooperative and are often willing to publish articles and pictures.  Digital photographs may be attached to an email and transmitted to both publications.  Send articles to the Commonwealth  at editor@crosscountrytime.com and the Vedette address is greenfieldvedettegraphics@mchsi.com    Both publications are willing to come to the school to photograph special events if notified well in advance.

2-9  Use of the Workroom

The workroom is provided for faculty use only.  Students are NOT to be in the workroom for any reason.  If you are needed, they may knock on the door and ask for you.  Students are NOT to use ANY of the equipment found in the workroom (e.g. laminator, copier, paper cutter, etc.)

2-10 Hall Passes

Teachers are requested to keep students in the classroom, but occasionally it becomes necessary for a student to leave the room to run an errand, go to the bathroom, etc.  At these times, please be diligent in the use of hall passes, as this should help keep students from wandering around the halls and disturbing other classes.

2-11  Computer Lab Usage

There is a computer lab available for your students to use.  There are approximately 25 computers for your use. You need to sign up in advance to use the lab. There is a chart outside the lab door for this purpose.   The Internet is also available in all the classrooms, however no students should be allowed to go online without having first turned in an internet usage agreement signed by the student’s parent or guardian.  A school e-mail address should be assigned to you in the first days of school.  Students are NOT to use e-mail, chat rooms and other questionable sites.  The school has Cybersitter, but you should still be closely monitoring student activity online.  Report any breech of the Internet policy to the principal.

2-12  Record Keeping – Lesson Plans 

Teachers should have their plan books ready for inspection at any time.  Teachers are expected to place the curriculum strands for the objectives they are covering in their plans.  In addition, all teachers should be doing at least one (1) activity a week that provides practice with MAP-like skills and knowledge. 

2-13  Record Keeping - Progress Reports

Grades MUST BE KEPT in your grade book and on the Grade Quick program on your computer.  Keep these up to date.

Progress Reports, using the Grade Quick program are sent home with the students at the midpoint of each quarter to keep parents informed on the progress of the students.  You will be given a list of dates upon which progress reports will need to be sent home with the students.  Use the format that includes a parent signature line on the form and require that students return it with a parent signature.  Save the signed reports for your documentation files.   

A copy of the mid-term summary report reflecting the grades to date of all of your students will need to be given to the principal or secretary. Also turn in a summary list of all grades at the end of each quarters. 

 2-14 Record Keeping – Grade Cards

Grade Cards are created in the office.  You will need to utilize the Grade Quick computer program to create a report, using the summary report with terms, for each subject/class you teach to be turned into the office.  You will be given notification of the deadlines for turning in the quarter grades to the office.  It is expected that you maintain these records on a floppy disk for security.  It is advised that you create a back-up disk in case of damage, etc.

2-15  Record Keeping -  Teacher Absences 

If you know you are going to need a substitute ahead of time, you will need to fill out an absence form and turn it into Mr. Winton ASAP.  Request forms are available in both offices.  This procedure applies even if you are away with students, and are not taking personal or sick leave, or attending a professional workshop.  If you were out due to illness, you will need to fill out this paperwork promptly upon your return to work.  You will find this form in the "forms" folder on your handbook disk.

 2-16  Record Keeping – Professional Portfolio

You will need to keep a professional portfolio that contains a Professional Development plan, goals and strategies for meeting your goals, records of in-services, certification, observations and other school related activities.  Keep certificates of all in-service workshops you attend as verification of your attendance.  Also record each one on your Professional Log and keep it in your portfolio.  This sheet is submitted to the PDC committee who files your total number of hours of participation with DESE to meet your certification requirements. You will find a sample Table of contents for a portfolio on your disk. Traditionally plans have been due to the office for school board review in March.  Your mentor will be able to give you guidance throughout the year concerning your portfolio.  It is advised that you NOT procrastinate in gathering your documentation.  

2-17  Record Keeping – Teacher Observation

The principal will come in for various informal observations throughout the year as well as a formal observation.  Non-evaluative observations will also be coordinated with your mentor during your first two years of teaching to help you fine-tune your professional growth.

2-18 Teachers' Leave

a. sick days

If you are sick and need to stay home a day, please call as soon as possible. All teachers should call the principal no later than 6:30 in the morning, as he has to arrange for a substitute. [you will fill out your form upon your return]  Be sure to have your emergency substitute file ready in case you are unexpectedly absent.  Each teacher has ten sick days per year.  These may be accumulated to a total of thirty days. 
b. personal days

     It is understood that there might be times when you will need to be gone for personal 

reasons.  It is asked that you give as much notice [by having filled out your form] as possible, so a substitute can be arranged.  Two of your sick leave days may be used for personal days.   

c. professional development days

If you are going to a workshop or other form of in-service, please notify the principal [with your filled out form] as soon as you know of your upcoming absence (when you receive approval from the PDC).  The Professional Development Committee is NOT responsible for arranging for substitutes (even if they are paying for the conference and/or substitute).

           d.  sick leave pool

Each teacher donates one sick leave day to the pool when they begin at our district.  This pool is then used to compensate any teacher who has a catastrophic illness and must miss school for an extended time period.  Specific details and application procedures will be available upon request. 

2-19  Preparation for Substitutes

It is imperative that you prepare well for substitutes!  You should make sure to leave documentation that explains attendance, lunch, duty and other procedures. Be sure to include student lists, seating charts and a daily schedule. If you have a student with special needs such as medication to take at a given time, visual problems requiring special seating, etc. be sure to denote this as well.  

It is important to leave alternate or additional assignments to aid the sub in maintaining order.  It is expected that you prepare a sub folder with the elements listed above and turn it in to the office in case you are absent unexpectedly.  In the “Forms” file on your handbook disk, you will find an information page you can fill out for a sub, a general district-wide information page for a sub and a questionnaire to obtain feedback about your class(es) while you were gone.

2-20  Special Education Inquiries

If you believe a child would be a candidate to receive services from the Special Education staff, (learning disability, emotional disturbance, speech problems, gross or fine motor skills, etc.) you must first speak with the Special Education teacher.  It is important that you do so as soon as possible. The Special Education teacher will be able to assist you with the necessary forms, intervention strategies for helping the child, as well as assistance in talking with the student’s parents.  Talking with the appropriate personnel will save you time, and unnecessary stress.  DO NOT talk to the parent about your concerns of needing testing before consulting the Special Education teacher as this begins time constraints as to the testing process.  

2-21 Tutoring

Traditionally there has been an after-school tutoring program.  Teachers interested in tutoring students will need to speak with Mr. Winton.  It is possible that there might be a small stipend to those teachers who tutor after school (depending on budget allotments). However, all teachers are encouraged to provide extra help to those students who could benefit from it.  If you choose to participate in the formal tutoring program, please maintain a logbook.

2-22 Grading Scale

See the elementary and high school student handbooks for the grading scale applicable for your grade level and/or class.


2-23 Classroom Volunteers:

We are fortunate to have many parents who are willing to assist with classroom activities.  Remember though, that all activities should be directly tied to the curriculum and not be designed to merely provide an opportunity for them to be involved in the classroom, and should not be on a daily basis.  Volunteers can be utilized to work with students who need extra help, such as listening to students read, or supervising the use of the computer or learning centers.  These activities must be teacher directed as the individuals may not be left in charge of your class.  They may also perform secretarial duties such as copying work and cut out letters for bulletin boards.  A volunteer should NOT be used to grade student work, average grades, or enter grades into your grade book .  Be sure to have all volunteers check in at the office for a visitor’s pass.

2-24 Cadets

Juniors and seniors who have a sufficient number of credit hours to meet state standards may apply to work one class period as a cadet for a teacher.  Students will be given a grade by the cooperating teacher for their performance in working with the class.  General guidelines follow below:


1. Cadets are not to be left alone with the class.

2. The student is to be counted absent, tardy, etc. just like for any other subject.

3. If it is necessary for the cadet to leave the room, he/she must have a pass as usual.

4. Cadets should be encouraged to take responsibility in the classroom.  They can do 

    many things, such as:  assist students, listen to students read, teach lessons*, grade 

    papers (teacher should check for accuracy.)**,  file, clean, help with class control


5. Cadets should NOT be sent to the faculty workroom to copy papers, laminate, etc. 

*  Please, encourage your cadets to prepare and teach labs and lessons.

**Cadets should not record grades in the grade book, average grades, or enter  

   grades on the computer.

2-25 Leaving your Room for the Day

At the end of each school day, be sure to turn off the lights, fans, close any open windows.  If you are in the high school, please put chairs on top of the desks to facilitate cleaning. If you are in the elementary, put the chairs on top of the desks before taking your students to their “specials” classes.  Please lock your door.  If you are in the high school, please make sure that in the winter months the radiators are turned on before you leave, or heat will not reach your classroom.

2-26  General Courtesy Guidelines

(a)   Be sure you do not interrupt anyone’s class, and do not allow anyone to interrupt  
        yours [students, staff or parents].
(b)   No smoking on school grounds at any time.
(c)   When you use the faculty work room, please clean up after yourself.  A refrigerator  
        is provided for your convenience in the concession stand, but make sure to remove 

        items in a timely manner.  The key to the stand is available in the elementary and 

        high school offices.
2-27  Game/Concession Duties

Another duty of all staff is gate and/or concessions.  At the beginning of the year you will receive a schedule listing who is assigned to what dates of home games.  If you are unable to do this duty on the dates given, you will need to find a replacement. Teachers are given a small appreciation stipend for their time. See the "forms" section of the handbook disk for information and responsibilities of performing Gate and/or Concession duties.

2-28 Library Media Center Resources

Our library has a variety of resources available to you and your students.  Of course there are a variety of fiction, non-fiction and resource books for students and staff to check out.  The LMC also has numerous book sets (a number of copies of a single title) and video selections for teacher check out as well as a DVD player, a laser disk player, digital cameras, a video camera, a listening center, and a smart board, among other items.  If you are planning to use any of the teacher resources, please let the librarian know as soon as possible in advance as other teachers may also be wanting to schedule for the same equipment.

2-29 Professionalism

  
As a teacher, you are a professional and are expected to dress and act as one.  It is imperative that we utilize the greatest of discretion as we deal with our students, their parents, our colleagues and other community members.  Remember that you are a unique and vital portion of the Everton faculty, and are expected to treat other staff members with equal respect.  If a problem arises with a student, a parent or another staff member; please first attempt to resolve the conflict yourself.  If this has no positive effect, follow the chain of command of discussing the situation with the principal and then the superintendent if necessary.

Periodic or Special Occasions

3-1 Videos

Although videos and DVDs can be a great educational tool, they can also be a source of controversy.  Please do not show ANY video unless you have previewed it.  The administration requests teachers to complete a video request form for any video we plan to show and have it approved before being shown in class.  Please turn these in more than one day before you are showing the video.  Video request forms can be found in the "forms" section of the handbook disk.

3-2 Staff Development Days

All faculty members are expected to be in attendance at all staff development days.  We are fortunate to have these days contracted into the school year, and if you should be absent, then it will count as a personal day.  Be sure to complete the appropriate absentee form if you are not present on one of these days.  A half day is also scheduled at the end of each quarter for completing grading and entering grades in the grade program.

3-3 Student of the Month

Criteria for selection will be presented at a later time.

3-4 Newsletter Articles

One of the technology classes creates a quarterly newsletter for the community.  Teachers are encouraged to write a short article about the happenings in their classes.  Teachers will receive notice of the due dates for each publication.  Teachers hand in their articles on a disk on or before the deadline if they wish to have their article included.  Your disk will be returned for use prior to the next issue. 

3-5 Parent-Teacher Conferences:

There are usually two times a year that teachers schedule formal conferences with the parents.  The first occurs in mid October directly following the first quarter.  Many teachers choose to keep the report cards and discuss them at the first meeting.  The second round usually is scheduled for the end of the third quarter (the middle of March). Please make a conscious effort to arrange a conference with every student’s parents.  At a minimum you should make every effort to conference with parents of any student who has a C or below.  There is a handy conference form available to use as a summary of topics you wish to cover as well as providing room for you to document parent input and discussions that were made. If you are a beginning teacher, your mentor or another experienced teacher should be speaking with you about ways to conference with parents.  Parent sign–in sheets can be found in the ”Forms” file on the handbook disk.  Please turn in a copy of this list to the principal’s office.  We would, however like to encourage you to keep a line of communication open with the parents. There are duplicate parent communication forms available for this use in the offices.  Phone calls and notes are excellent and convenient ways of keeping parents informed. 

3-6 Honor Roll


Every quarter and semester, students have the opportunity to be a member of the all A or the A-B Honor Roll.  Assemblies will be held to honor these individuals at the end of each semester.

3-7 Professional Development Opportunities

Faculty members wishing to attend workshops may apply for funding by completing a Professional Development Request form.  These forms must be turned in to a PDC member by the Friday before the 2nd Tuesday of the month.  This form can be found in the “forms” folder on your handbook disk or in the faculty workroom.  This must be filled out and approved prior to registering for the workshop.  NO Workshop will be paid for without prior written approval.  Workshops must meet the goals of the CSIP and PDC.  In addition, they should also pertain directly to your field of teaching to be considered.  You are responsible for making arrangements for all registration, travel and lodging; as well as obtaining purchase orders for these expenses.  Upon your return, you will be expected to share information and strategies you received with other faculty members (in a formal setting) within two weeks of your return.

3-8 Class Parties

All class parties in the elementary or high school MUST be pre-approved by a member of administration.

3-9 Christmas Program

The music department holds a Christmas program every year.  After the program, PTSO  declares the winners of the “Miss Merry Christmas” Candidates and escorts.  Santa visits and has bags of treats for the students following the PTSO presentation.  Elementary teachers need to be present to supervise their students during the program and practices.  Practices will be scheduled to interrupt a minimal amount of class instructional time.

3-10 Carnival:

Every fall (usually early November) the PTSO holds a carnival as it’s primary a fundraiser.  Every grade or class has a booth.  Elementary teachers and parent volunteers man their booth during the evening. It is normal to ask parents to volunteer to help out during the 1st set of parent-teacher conferences.  High school students and sponsors man class booths. A sponsor or parent volunteer must be present at the booth at all times.  Students sign up for work times during their class meeting scheduled before the carnival.  A sign-up sheet can be found in the “Forms” file on the handbook disk.  Junior and Senior high students also create “theme baskets” to be raffled off during the carnival.  It is the responsibility of the class and sponsor to collect the items and arrange them in a basket in an attractive manner.

3-11  Emergency Procedures

ALL WARNING AND INSTRUCTIONS MUST BE POSTED IN EACH CLASSROOM!


Each classroom has a crisis handbook detailing procedures for a variety of possible emergencies.  In addition, each classroom would have a “crisis flip chart” located in the room with simple procedures noted.  Also be sure your emergency exit map is posted with the routes you are to take in each instance.

Fire

1. the signal for fire or drill is SHORT, INTERMITTENT RINGS
2. close doors and windows [only if feasible, in your judgement]

3. take the grade book or use the class list to call roll

4. Send students through the nearest available exit.  

5. Students should proceed in a single file line through the hall or doorway in an efficient manner.  Students should not be talking.

6. Instruct students to go to the designated "safe place" it should be approx. 300 feet from the school building, avoiding street and traffic areas to aid in the arrival of emergency vehicles.

7. If it is not possible to use the exiting procedures, use whatever exit is necessary to protect students and self from injury.

8. Call roll and report missing students immediately to the principal
9. Do NOT allow students to leave the area until further instructions are given or the all clear signal has been given.

Tornado

1. The signal for a tornado or drill is an announcement over the intercom or a hand bell may be used in case of power outage.

2. All classes in the high school wing will proceed to the music room and adjacent hallway.  K-4 students will proceed to the elementary restrooms.  Students in rooms between the 5th grade room and the business lab will take shelter against the wall on the south side of the hall immediately outside the Superintendent's office, closing the emergency doors at the east end of this hallway.

3. All students should duck and cover.

4. Take gradebook, and as soon as students are settled, take roll.  Report any missing students to the principal immediately.
5. All personnel should remain calm and firm.  Methods should be used to prevent panic.

6. An all clear signal will be issued to the staff when appropriate.

Lockdown

1. The signal for a lockdown situation or drill is an intercom announcement.

2. Instruct students to go to a corner of the room where they cannot be seen through the door glass.  

3. Lock the door, if you see students in the hall, bring them into your classroom and use the intercom to inform the office that they are in your room.

4. Draw the shades. 

5. Take roll, report any missing students immediately.
Earthquake

1. The signal for an earthquake or drill is LONG, INTERMITTENT RINGS.

2. Stay put, and stay calm.

3. If indoors, crouch under a desk or heavy table.  Stay away from windows.

4. If outdoors, stand away from buildings, trees and power lines

5. An all-clear signal will be given when appropriate.  Take roll immediately, report missing students.
Bomb Threat

1.  The signal for a bomb threat or drill is blasts from an air horn.

2.  Take the grade book or use the class list to call roll.

3. Send students through the nearest available exit.  

4. Students should proceed in a single file line through the hall or doorway in an efficient manner.  Students should not be talking.

5. Instruct students to go to the designated "safe place". It should be approx. 300 feet from the school building, avoiding street and traffic areas to aid in the arrival of emergency vehicles.

6. If it is not possible to use the exiting procedures, use whatever exit is necessary to protect students and self from injury.

7. Call roll and report missing students immediately to the principal.
8. Do NOT allow students to leave the area until further instructions are given or the all clear signal has been given.

3-12 First Aid Guide
BLEEDING (Severe)
Stop bleeding immediately by pressing firmly with fingers or palm of a VINYL/LATEX GLOVED hand directly over the cut or wound.  Take the student to the nurse’s office immediately.  If unable to transport student, sent for assistance.

.ANIMAL BITES
Capture animal if at all possible, or get good description of the animal to report to Animal Control Officers.

BROKEN BONES
DO NOT MOVE STUDENT if broken back, neck or leg is suspected.  In these instances, students should remain on playground until school nurse or ambulance arrives.  Notify nurse immediately and cover student with coat or blanket if needed.

BROKEN TEETH
Find the tooth or partial tooth and send with student to the office. 

CHOKING
Stand behind the person; wrap arms around waist.  Grasp fist with other hand and place against the abdomen slightly above the navel: below rib cage.  Press fist into the abdomen with a quick upward thrust.  Repeat procedure if necessary.

CONVULSION
Do not try to restrain the movements of student but do try to prevent any injury by moving them away from a dangerous area.  Loosen clothing.  Do NOT force mouth open and do NOT force anything between teeth.  Make sure head is tilted so the tongue is not blocking the airway.  When seizure is over escort student to the office.

HEAD INJURY
Student should be escorted to office if conscious and able to walk.  School office should be notified if the student loses consciousness from a fall or blow to the head.  If student remains unconscious, notify office and DO NOT ATTEMPT TO MOVE STUDENT.

HEAT STROKE
Take student to cool environment as quickly as possible.  If unable to transport student, send for assistance immediately.  

INSECT BITE 
Send student to office for treatment

UNCONSCIOUSNESS
The student may be unconscious for many reasons (diabetes, head injury, high fever, allergic reactions, etc. ) DO NOT ATTEMPT TO MOVE STUDENT.  Notify office immediately
3-13 Homecoming

Homecoming is usually held in February.  The Student Council in the high school sponsors spirit days.  They count spirit points for grades 9-12 for participation in various “theme” dress days.  In addition, each class in the high school participates in a poster contest.  Do NOT allow any student to leave your class to work on homecoming events unless you receive a request from the sponsor.

3-14 Maintenance Request Forms

If there is something that needs to be fixed in your room, please complete a maintenance request form and submit it to the principal..  It is the duty of classroom teachers to fill these request forms out, as the janitorial and maintenance staff may not notice these problems in their routine work in the classrooms.  These forms help ensure all needed repairs are completed in a timely and efficient manner.  A maintenance request form can be found in the “Forms” file on the handbook disk.  Be sure to mark the form appropriately if the situation poses a safety hazard so the problem can be alleviated immediately.

3-15 Field Trips

Due to funding issues, each elementary class may or may not be allowed a field trip during the school year.  The administration requests that this trip be one that supports some aspect of your curriculum.  Smaller classes are asked to participate in a joint trip to save on transportation costs.  Teachers are asked to complete a field trip request form to be given to the principal and the transportation director for approval.  Field trip request forms can be found in the “Forms” file on the handbook disk.  Due to state liability issues, only two (2) parents will be able to go on the bus with the students.  Others may accompany the group in their own vehicles.  Teachers may wish to give the homeroom captain first choice of going on the bus, and hold a drawing for the other vacancy.   Before going on a field trip or activity in the high school, students should have received permission from all of their teachers.  Be sure to take appropriate emergency information with you in case of injury.  If a child takes medication on a regular basis be sure to take it with you!

3-16  District Testing 

Every fall, in late September or early October, the students take the Stanford – 9 Test.  In addition, In the spring the MAP test is also given to grades three through eight (3-8) and designated grades in high school.  The counselor or the principal will be giving you the tests and monitoring that the proper security measures have been taken. More specific information will be given to you in a faculty meeting prior to the testing.  MAP type questions should be used throughout the year to help students be prepared for success.

3-17 Missouri School Improvement Program (MSIP)

The Missouri School Improvement Program is designed to assist schools in analyzing their success in numerous areas.  Our school was fully accredited during our third round MSIP review in February of 2006.  Committees of individuals from the community, faculty and staff complete this evaluation process.  All faculty members participate on one or more of these committees.  The School Improvement Team (SIT) serves as chairpersons to these committees.


There are standards provided by the Missouri Department of Elementary and Secondary Education (DESE) by which the school evaluates this progress within the following areas:
Instructional Design and Practices:


curriculum


assessment

Instructional programs



instructional resources
instructional climate
safe schools

professional development
library media

guidance and counseling

Differentiated Instruction:


individuals with disabilities
gifted education
career education


preschool


parent education
community education


state and federal programs

School Services:


Comprehensive school improvement


board policies


Financial responsibility
facilities and safety
health

food services


transportation

In addition to the self-study process, which is completed every five years, a team of educators visits the school every five years to examine this progress and make constructive suggestions for improvements to insure student success.

3-18 Comprehensive School Improvement Plan (CSIP)


The CSIP plan consists of Goals for our school for the next five year as well as strategies for reaching these goals.  All programs of the school must be tied to the CSIP.  The plan is reviewed annually to analyze progress in meeting our goals as well as plan for future progress to insure student success.  Currently our six goals encompass the following areas:

· Student Achievement

· Reading Achievement

· Persistence to Graduation

· Post High School Achievement

· Facilities and Maintenance

· Math, Science and Technology Achievement


The committee is actively committed to achievement of our goals.  The committee consists of teachers, administrators, parents, community leaders and business people, school board members, and students. 

3-19 Fund Raising

All fund-raising must be approved by the administration prior to making arrangements with promotional companies.  Ask the principal for a fund raising request form (not available on disk or in forms section of handbook).  Fund raising is not encouraged, especially by the younger students.  See the enclosed list of steps that must be completed after you are approved for a fundraiser.

3-20 Organizations

Everton has opportunities for teachers to be involved in various community and professional organizations including, but not limited to:

a. PTSO-Parent Teacher Student Organization

Everton has a chapter of the PTSO [Parent, Teacher, Student Organization] They hold meetings on the first Monday of the month except January in the library. Babysitting is provided.  PTSO does a variety of projects for the school, and it is strongly encouraged that you make an effort to attend some of these meetings as well as encouraging your class parents to attend..

b. CTA – Community Teachers Association

This is a local (school) organization dedicated to local teacher and staff interests.

c. MSTA – Missouri State Teachers Association

This is a state organization dedicated to serving the interests of teachers. – although people are eligible to join the NEA or MNEA, there is no active district association currently

End of the Year Information

4-1 Inventory 

In the fall, teachers should receive a copy of an inventory of the items in his/her assigned classroom in both hard copy and disk form.  Any new items (e.g. textbooks, manipulatives, etc.) received should be entered into the inventory and returned to the office.  At the end of the year, teachers should again receive the classroom inventory to be updated and returned to the appropriate office.

4-2 Check-Out Procedures


Before leaving for the summer, teachers are expected to check out from the principal’s office.  This involves completing and returning the classroom inventory, zeroing out your lunch account, turning in your grade book and grades on disk, making sure all library books, filing your Professional Development Growth Log with the PDC and other materials are returned to the appropriate locations.  If a teacher is not returning, keys will also need to be turned in at the office.  There will be a check-out form with a check list of things to conclude before leaving for the summer which must be signed by the principal before you are dismissed for the summer.
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