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Common and Everyday Information

1-1  Record Keeping - Lunch Count:

[image: image7.wmf]Lunch count is to be taken at the beginning of first hour class each day.  The count should placed at the bottom of the attendance slip for first hour and placed on the clip outside your classroom door to be picked up by the secretary.  The cafeteria personnel will distribute a menu to the teachers at the beginning of each month.  Add yourself separately to the lunch count.  For example, if ten students are eating lunch plus the teacher put 10+1 on the lunch count sheet.

You will be issued a lunch card at the beginning of the year.  Faculty members may pay for their lunches in the high school office.  All lunches must be paid for in advance.  Keep track of your balance as there is a no charge policy.  Lunch cards must be presented in the cafeteria each time.

1-2  Record Keeping - Attendance

Teachers need to complete one attendance slip for first hour.  On another attendance slip, they need to keep record of all other absences for the day, again attendance slips should be clipped outside your door where they will be added to each subsequent hour.  

You also need to keep the attendance record in your grade book and on the computer grade program.  Attendance incentives are given at the end of the year, so please try to be very accurate with these records.  

If a student arrives at school after the morning bell, they must report to the office and sign in.  They will be given a blue admit slip to present to the teacher.  

Students will also need an admit slip if they were absent the previous day.  The secretary will mark whether it was an excused or unexcused absence.  Students have two (2) days to complete work for each excused day of absence.  You need to sign the slip on the line for your class period and return it to the student.  If you have the student last hour, hang it outside the classroom door on the clip.

After three [3] tardies, please notify the principal.  Three [3] tardies constitutes an absence and the student will have earned a detention with the principal.  Report each sequence of three tardies.  If a student misses twenty [20] or more minutes, they are considered absent for the class.  

1-3  Schedule


The bell for the junior and senior high is a ding-dong.  Do not release students to go to lockers, etc. until after the bell sounds.  Students have four minutes between classes.  On ½ days we alternate the schedule participating in morning classes (1-4th hours) one time and then afternoon hours (4th-7th) on the next ½ day to prevent the loss of the same classes during these days.  


Plan your time well, varying instructional practices and working throughout the entire period.  Do not allow students down time to visit rather than work.

[image: image8.wmf]1-4  Record Keeping - Accounts

High School teachers are given a classroom budget and may also have one or more accounts to maintain for clubs, activities, etc.  Please maintain your own records as the bookkeeper will not be able to give you regular updates on how much you have in your account.  Remember, NEVER go over your budget!

1-5  End of Day Dismissal

Students are dismissed at the final bell.  Bus students are held back while the elementary students board the buses.  Remember the elementary bell is one ding, the junior and senior high bell is a ding-dong.  If you have separate desks and chairs, please stack the chairs prior to leaving the room for the day. 
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Periodic or Special Occasions

2-1  Early Dismissal of Students:

A student must have a dated, signed note of approval from a parent or guardian to leave the premises during the school day.  They also must sign out at the office prior to leaving the building.  If they do not have written permission to leave, the parent or guardian must come to the office to sign them out.   The office must issue a slip for the student to leave your room.
2-2  Sponsors:

Most Junior and Senior high school teachers sponsor a class and /or an organization. Seventh through tenth grades have one sponsor each while juniors and seniors have three sponsors due to the increase in responsibilities.  Specific duties for each age group will be given at a later time.  Student Council is responsible for Homecoming, while seniors plan the prom.  A stipend is paid for some activities throughout the year.  You will receive a club and class meeting schedule shortly after school begins. 

2-3  Semester Finals:

Semester finals are to be given in all high school and junior high classes at the end of the second and fourth quarters.  These are usually given on alternating hours over a two to three day period.  Times will be designated for this testing at a later time.  All Final Tests should be at least ½ MAP related assessments.  All tests should be turned into Mr. Winton for approval prior to administration.

Students with one absence and an A, or no absences and a B average in each class will be exempt from all finals and will not be required to attend school on those days.
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End of the Year

3-1  Academic Awards

You may wish to give academic awards.  These awards are usually at the teacher's discretion, however, please use common sense and limit the number.  If you would like certificates, letters and/or pins, please speak to the high school secretary around the beginning of fourth quarter to allow time to compile and make orders to obtain these items in time for the awards assembly.

3-2  Awards Assembly

On the last day of the year, an awards assembly is held.  Academic awards from teachers are presented, as well as some scholarships, attendance and honor roll awards and other forms of recognition of students for various reasons.  More details will be given prior to the assembly. 
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