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McClintock Middle School

McClintock Middle School’s primary educational focus is to promote and ensure the intellectual, social, physical, and cultural development of students.  The total school staff is challenged to provide a diverse curriculum to meet the needs of the whole child in an atmosphere that is conducive to learning.  We are totally committed to providing each student with the best possible education that will enable him/her to function as a competent citizen who will be able to enjoy a satisfying quality of life.

Our Mission Statement:

We, the staff, parents, and community of McClintock School, believing that all students can learn, are dedicated to providing a safe, respectful, and nurturing environment that stimulates and challenges all individuals to realize their academic, social, and emotional potential.

Our Beliefs:

· All staff members will have high expectations for all students.

· Each student will be valued as an individual.

· We will commit ourselves to continuous improvement.

· Instruction will address varied learning styles to maximize student achievement.

· A safe, orderly and physically appealing environment will be provided to all students.
· All stake holders will share in the responsibility for advancing the school’s mission.

· Staff and students will have access to current educational practices and technology.

Teachers, administrators, student support staff, parents and the community share the responsibility for advancing our school’s mission.

RESPONSIBILITIES OF PERSONNEL

ANDREW THIEL – PRINCIPAL

SHAWN SINCLAIR-SLAKK – 6th GRADE ASSISTANT PRINCIPAL

FREDIA WATKINS – 7th GRADE ASSISTANT PRINCIPAL

SYLVESTER MAXEY – 8th GRADE ASSISTANT PRINCIPAL

GLORIA MCKENZIE – ACADEMIC FACILITATOR

REBECCA FELDER – MATH FACILITATOR
RONNIE ARMSTRONG – ATHLETIC DIRECTOR
	Sr. Admin. Secretary
	Debbie Smith
	Head Custodian
	Andrew Strong

	Secretary
	Lynn Dulin
	Resource Officer
	Officer Gary Bell

	Secretary
	Tamara Aguilar
	Cafeteria Manager
	Sherry Stinson

	Attendance Secretary
	Debbie Campbell
	School Nurse
	Julie Blythe

	Guidance Secretary
	Debbie Moore
	Speech Therapist
	Phyllis Kerendian


MEDIA SPECIALIST


Dianne Stokes

Lori Williams – Media Assistant
COUNSELORS / STUDENT SERVICES

Em Covington – 6th - 7th Grade Counselor / Test Coordinator
Crystal Waites – 7th - 8th Grade Counselor / Testing Assistant
Diane Glover – Dropout Prevention Coordinator
Amy Slice – Psychologist
Joe Salluzzi- Psychotherapist

Marianne Haul - CT
Joe Ingram – Behavior Modification Technician
Shay Berger – PBIS Coach

McClintock Middle School
Administrative Responsibilities

Principal





           Andrew Thiel
	· Day-to-day Operation
	· Evaluation and Supervision

	· Community/Business Partnership
	· Electives

	· School Improvement Plan
	· Staff Development

	· PTA
	· Leadership Team

	· Booster Club
	· Newsletter

	· Inventory
	· Advisory

	· Substitutes
	· Safe Schools/Security

	· Custodians/Facilities
	· Budget/Finance

	· Secretarial Staff
	· Campus Supervision

	· Attendance
	· Athletic Activities

	· Everything else not listed here
	


Assistant Principals

6th Grade – Shawn Slakk              7th Grade –Fredia Watkins         8th Grade –Sylvester Maxey
	· Discipline, teacher supervision and evaluation, attendance, LEA, intervention team
	· Discipline, teacher supervision and evaluation, attendance, LEA, intervention team
	· Discipline, teacher  supervision and evaluation, attendance, LEA, intervention team

	· Extracurricular supervision
	· Extracurricular supervision
	· Extracurricular supervision

	· Upper C supervision and afternoon dismissal on bus lot 
	· E and C Hall supervision and

bus lot in the afternoon
	· H and A Hall supervision and bus lot morning and afternoon

	· Supervise 6th grade lunches and exercise period
	· Supervise 7th grade lunches and exercise period
	· Supervise 8th grade lunches and exercise period

	· 6th grade scheduling
	· 7th grade scheduling
	· 8th grade scheduling

	· Middle School transition
	· Saturday School
	· School Inventory

	· Report Cards/Scan Sheets
	· Lockers
	· Fire and tornado drills

	· Duty rosters
	· Duty rosters
	· Duty rosters

	· Textbooks

· Other duties as assigned by the principal
	· Field trips

· Mentoring / New Teacher Support

· Other duties as assigned by the principal
	· Transportation

· Other duties as assigned by the principal


Academic Facilitator- Gloria McKenzie

Math Facilitator – Rebecca Felder

Assistant test coordinator



Assistant test coordinator
Classroom observations



Classroom observations
Learning compacts




NC Standard Course of Study (Math/Sci)
Mentoring program




New teacher support
NC Standard Course of Study (LA/SS)

Quarterly data analysis
New teacher support




Other duties as assigned by the principal
Quarterly data analysis

Other duties as assigned by the principal


	
NAME
	SECRETARIAL DUTIES 2006-2007



	Debbie Smith, Sr. Admin. Secretary

· Collect/Count/ Deposit Money

· Bookkeeping

· School Budget/Teacher Allotment

· Payroll (Administrative, Teacher,

       Teacher Assistant, Substitute,  

       Special, Community Use of  

       Schools, Extended Day, Principal’s)

· Order Supplies 

· Postage Machine

· Public Relations

· Receptionist as Required

· Other duties as assigned by the principal


	Debbie Moore, Guidance Secretary

· Guidance Receptionist/Parent Contact

· Student Entry/Withdrawal

· 10 Day Statistical Reports

· Student Registration

· Student Medication

· PMR

· Cum Folders (Incoming/Outgoing)

· Kardex

· Student Schedule Entries/Grades

· Copy/Distribution of Correspondence

· Other duties as assigned by the principal



	Debbie Campbell, Attendance Secretary

· Student Attendance/Parent Contact

· Tardies and Early Dismissals

· Attendance Letters

· Discipline Report

· OSS/ISS notification letters

· Answer Phones/Distribute Messages

· Obtains substitutes for teachers daily 

·  Makes deposits as needed

· Other duties as assigned by the principal


	Tamara Aguilar, Secretary

· Receptionist/Parent Contact

· Distribution of Mail

· Supply Stock Requests

· Weekly Bulletin

· Copy/Distribution of Correspondence

· Monthly Fire Drill Report

· Base Communications

· Other duties as assigned by the principal



	Lynn Dulin, Secretary

· Receptionist/Parent Contact/Answers Phone

· Collects Free/Reduced Lunch Applications

· Master Calendar

· Maintenance Requests

· SWIS Entry

· Assist with Testing

· Distribute Faxes

· Bagpipe Blast

· Other duties as assigned by the principal


	



STUDENT ORGANIZATIONS
	Art Club

	Cheerleaders

Chess Club

	Ecology Club

	Environmental Club

	Executive Council

	CECNC

	CYC

	Science Bowl

	MAP

Monogram Club

	National Junior Honor Society

	Odyssey of the Mind

PEP Club

	Right Moves Boys

	Right Moves Girls

	SAVE


SUPPORT ORGANIZATIONS                               ACTIVITIES/COMPETITIONS

	McKinney Vento / 504 Contact – Em Covington AVID 
Character Education 

Drop Out Prevention

FBLA 

First Responders

Intervention Team 

Kids Voting

Kinder Mourn

Literacy Committee
Peer Mediation

PTA 

School Leadership Team

Social Committee
United Way

Vertical Teaming (LA)

Vertical Teaming (Math)

TV Studio


	African Festival
Algebra Competition
Battle of the Books
Duke Power Energy Bowl 
Geography Bee 
International Week
Latin Dance Club
MAC 
Math Counts
NAL
National Geography Week
Reflections
Science Olympiad
Spelling Bee 
Step Team
ATHLETICS

Baseball
Basketball Boys
Basketball Girls
Football
Golf 

Scorekeeper
Soccer Boys
Soccer Girls
Softball
Track Girls
Track Boys
Volleyball



McClintock Middle School

Duty Assignments 2006-2007

The teacher workday this year is from 8:00 a.m. until 4:00 p.m.  All teachers are on Morning Duty the first six days and last week of school.  Morning duty begins at 8:10 a.m.  Students will be dismissed according to groups over the PA system.  The teacher workday ends at 4:00 p.m. if all students have been called for dismissal, or as otherwise directed.

Duty Posts:
6th grade waiting area



7th grade waiting area



8th grade waiting area



Cafeteria



Media Center (a.m. / p.m.)



Grand Central



G Hall Doors



Other stations as designated by administration

1st Quarter Duty

6 K. Dixon, S. Foushee, A. Swartz, D. Murrell

7 K. Kirkpatrick, G. Ritchie, A. Avinger, H. Chambers

8 S. Fountain, E. Wickman, J. Brewer, T. Marshall

Roamers:  W. Pinson, F. Konczal (A days), S. Hall (B days)

2nd Quarter Duty

6 R. Kelly, S. Barberio, S. Trent

7 L. Hall, L. Hatley, K. McKinney

8 M. Stratford, C. Bone, K. Hill

Roamers:  C. Vetter, N. Little

3rd Quarter Duty

6 D. Castle, B. Kane, P. Machayo
7 W. Chancellor, M. Dalpe, H. Hunter

8 T. Johnson, T. Hunter, W. Meredith

Roamers:  E. Garcia, S. Muhammad

4th Quarter Duty

6 D. Morris, D. Harper, S. Hoilett

7 F Primm, D. Sanborn, EC Resource
8 B. Smith, K. Griesser, L. Brinson 

Roamers:  O. Alston, P. Anderson

Year Long Assignments:

Cafeteria (a.m.):
R. Armstrong, J. Ingram, G. Bell, R. Jackson, R. Baker, M. Cuthbertson)
Media (a.m.):  L. Fergison, G. McKenzie, D. Stokes

Dismissal Central:  D. Shell, C. Alban

Grand Central:  R. Felder, J. Mason

Buses:  T. Burkhart (a.m.), O. Robinson (a.m.), K. Grier (p.m.) G. Bell (p.m.)


McClintock Middle School

2006-2007
Lead Teachers

LA 6 – Alison Swartz

LA 7 – Kathie McKinney

LA 8 – Tanji Marshall

Math 6 – Dawn Shell

Math 7 – Hastie Chambers

Math 8 – Madie Stratford

Direct Instruction – Jane Brewer

Science – Frances Primm

Social Studies – Sue Trent

Department Chairs
Math – Hastie Chambers
Language Arts – Tanji Marshall
Social Studies – Sue Trent
Science – Frances Primm


GENERAL INFORMATION

Teachers at McClintock are expected to have a thorough working knowledge of the subjects they teach, develop a good rapport with students, parents, and colleagues, demonstrate a willingness to help in the improvement of the total school program, and use a variety of methods designed to motivate and stimulate their students in the learning process.

DAILY SCHEDULE

McClintock Middle School operates on an A/B Day Block Schedule with a 9th block.  The Student Day begins at 8:45 a.m. and ends at 3:45 p.m. The Teacher Workday is from 8:00 a.m. until 4:00 p.m.  Teachers who are going to be tardy for work must call the main office so that your colleagues can be informed.  If you are tardy for work and do not call the main office, a written reprimand will be placed in your employee record.  Do not be habitually tardy, as it will jeopardize your employment.
TEACHER SIGN IN AND OUT

Staff members who must leave before the day is over (for emergency purposes or any other reason) are required to sign out in the sign out book, which is maintained in the senior administrative secretary’s office.  Staff members are required to get a grade level administrator or the principal’s permission before leaving the building.  Please make personal appointments after school hours.  Staff members may be required to sign-in in the mornings prior to the beginning of the teacher workday if necessary, as determined by the principal.
TEACHER EXPECTATIONS

You can’t make a first impression twice. Therefore, all teachers will present their expectations to students in writing on August 25th.  Grading, Behavior Guidelines and Course Outline must be a part of teacher expectations.  This document can be prepared by teams.  Quarterly syllabi should be given to students. Changes do occur, but the syllabi give parents an idea of upcoming expectations and grades.
LESSON CONTENT AND PRESENTATION

Teachers are expected to have sound, engaging lessons in every class on every day based on the N.C. Standard Course of Study.  In order to have a strong instructional program, a variety of teaching methods and activities should be included in lessons everyday.  Handouts, workbook pages, and paper/seat work should support well-planned lessons AND BE USED MINIMALLY!  The use of School Tools to post assignments, quizzes, and tests is strongly encouraged. Active involvement of students in the learning process increases their interest and reduces discipline problems.  Lesson plans are expected to be written.  Checks of plan books will occur at the principal’s discretion.
PARENT COMMUNICATION

Teachers are expected to communicate with parents frequently.  Report good news and success of students.  Elicit help from parents to improve behavior, study habits, and general academic excellence.  Call home when a student has missed 3 days or when he is getting close to being absent over the three-day limit.  Call home when a student’s behavior is unacceptable or changes dramatically.  Call home when a student fails to turn in a major project, does not complete several homework assignments, fails a big test, or drops 1 to 2 grades below previous grade.  Do not wait to report the grades on the report card when it is too late for the student to recover. Contact logs are required of each teacher.  Any teacher who has a student removed from his or her class is required to contact that child’s parent within 24 hours.
LEGAL RESPONSIBILITY OF CLASSROOM SUPERVISION

Teachers are legally responsible for the supervision of their classes when students are present.  A teacher should never leave the classroom unattended unless absolutely necessary and then should ask a neighboring teacher to check the class for him/her.  You may call the office for assistance.  Campus security associates cannot supervise classes.
EXTRA DUTIES AND/OR SUPERVISION

All teachers and staff are expected to assume extra duties outside the classroom.  Be sure to include these duties in your instructions for substitutes.  These include:

· being at your door outside the classroom before school and during all class changes
· assisting with the monitoring of students during lunch/exercise period and dismissal
· assisting with extra-curricular activities.  New teachers may participate in extra-curricular activities if their requests are put in writing to the principal.
HALL PASSES

Students are not permitted in the halls during class periods unless in possession of a hall pass from their classroom teacher.  Students who have a bathroom emergency will be given a hall pass.  The price for this service will be a simple 5-10 minute detention with the teacher whose class is being missed.   No students should be out for any reason for the first and last ten minutes of each class period.  Each teacher will be issued TWO hall passes.   This is in case one student is using a hall pass for a bathroom emergency and another student is called to the main office.   It is the teacher’s responsibility to keep the hall passes in a safe, secure place.  It is the responsibility of the student to secure a pass before leaving the classroom.  Students should not be released from class except in emergencies or when called to the main office.  Only one student should be excused from class at a time.

SCHEDULE CHANGES

Schedule changes will be kept to a minimum.  Schedule change forms are available in the Guidance Office.  Schedule changes will be accommodated provided that space is available and no teacher is overburdened.  Parents must be notified of the changes within 24 hours of the change becoming effective.
GRADING AND REPORTING

Teachers are expected to communicate their grading system to students at the beginning of the school year.  Grade reporting dates will be provided each quarter by the principal.  All grades are REQUIRED to be kept on an electronic database system that is compatible with the new NCWise system that we will use beginning in November.  All teachers will be trained on NCWise during first quarter.
ATTENDANCE REPORTING

1. Attendance reporting is the responsibility of the classroom teacher.

2. Attendance reporting is recorded in grade books and with a card system provided by the office.

3. The detailed process is located in this handbook.

4. The system will change when NCWise is activated for middle schools in November.

TELEPHONE USE

Office phones are for official school business and emergency purposes only and are not to be abused by students and or staff.  

Telephones are provided at various locations in the school for teacher use.  These should be used primarily for school purposes such as calling parents.  Line 6, the FAX line, should not be used.

Long distance calls must be made on the phones in the main office. A Long Distance log is available in the Senior Administrative Secretary’s office should you need to make a long distance phone call for school purposes. Long distance phone calls for personal use are not acceptable, emergencies excepting. Please note that many calls require a toll fee, i.e. Gastonia, Concord and S.C. locations, etc.

CUSTODIAL SERVICES

Teachers are to make sure that their rooms are in good order before leaving school.  This will include making sure all windows are closed and locked securely and that all window shades are closed and adjusted evenly to the bottom of the window.  Fans and lights should be turned off.
Mr. Andrew Strong, Head Custodian, and all custodians work under the supervision of the principal.  All needs concerning their services should be addressed to the office except in an emergency situation.  Requests should be in writing (email is best) to expedite their completion.  Many of these requests require district maintenance. You can email requests directly to the Senior Administrative Secretary or your  grade-level administrator.
CARE OF EQUIPMENT AND FACILITIES

Teachers must encourage students to take care of the equipment, furniture and facilities in their rooms and throughout the school.  Vandalism can be a very expensive problem.  Careful monitoring and insistence on taking care of all items will reduce the loss of equipment and damage to our facilities.  Heating/AC units are damaged when students put trash and debris in the grates.  Arrange student desks away from windows.

ROOM INVENTORY

Teachers should keep an accurate inventory of all furniture and equipment in their rooms and be able to account for it at all times.  Do not move equipment and furniture from one room to another room without specific permission from the MMIS coordinator.  Unwanted furniture should not be placed in the hallways. 
Mr. Strong, the Head Custodian, should be notified when an item needs to be removed.  Obsolete equipment and other items should be handled through the administrator in charge of inventory.  Keep a careful list of any items that are removed and be prepared to show evidence of the location of all items.

School equipment should not be removed from the building without prior permission from the administration.  Equipment should not be taken home nor used for non-school related activities without permission.  At the beginning and end of the school year, every teacher will be required to do a complete inventory of all furniture and equipment in his/her room.
TEXTBOOKS

An administrator will distribute textbooks.  Teachers are responsible to see that all books issued to them are not abused or lost.  Teachers should code all textbooks as to their condition when books are issued and mark books in an identifiable way so that when they are found they can be returned to individual teachers.  Number each textbook and record to whom each has been assigned so that students can be held accountable when books are collected in the spring.   Students must reimburse the school for lost or damaged books.  At the end of each quarter every teacher will be required to account for all books and do a textbook inventory. 
ROLL/GRADE BOOK AND PLAN BOOK

Each teacher is supplied with a grade/attendance book and a plan book for use during the school year.  Teachers should keep accurate attendance records and grades in the approved electronic database.  The plan book should be used for daily lesson plans and be available in an accessible location in case of an emergency.  Good planning helps to improve the instruction and reduces discipline problems.  
Please bring your grade and lesson plan book to all pre-observation and post-conferences with your respective grade level administrator.  Both books may be reviewed frequently.  

SUPPLIES

Requests for supplies should be made at least ONE DAY in advance of needs.  Request forms are in the copy room.  Orders will be filled at the end of the school day so items requested one day would be available by the next day.  Chalk, paper clips, poster board, pencils, construction paper, ribbons, staples, etc., are available.  Please be considerate and aware of costs when ordering supplies and order only the number of items you currently need.  Construction paper and paper for bulletin boards and other office supplies, including referral forms, regular absentee sheets, etc., are to be picked up by the teacher before school in the morning or during the planning period.  Please do not send a student to the office for these supplies during the day.  The principal is on record having said that he will shift monies to get all teachers everything that they NEED to be successful in the classroom.  Unfortunately, you may not be able to get everything that you WANT.
MAIL BOXES

Mailboxes are located in the workroom.  Please check your box at the BEGINNING and END of each day and AT LUNCH.  DO NOT allow a student to check your mailbox.  Students are not allowed to put items into or remove items from the boxes.  Check the floor area in front of the mailboxes for packages and items too large to fit in the box.

TELEPHONE MESSAGES

Teachers will be notified immediately regarding emergency calls.  Other non-emergency telephone messages will be put into mailboxes.  Telephones are available in the teachers’ lounge for use by teachers. Dr. Gorman has mandated that ALL CMS staff return phone calls within 24 hours or one working day!
FIRE AND SANITATION INSPECTION

The principal, district maintenance office, the local health department and fire marshal hold inspections of the buildings periodically.  All areas of the building are subject to inspection.  Teachers are to keep all closets, wardrobes, and supply areas in neat order.  Classrooms should always be tidy.  Fire drills will be conducted monthly.

E-MAIL

All CMS staff members are required to have an active e-mail account.  Much of the school information will be processed through email.  Dr. Gorman has mandated that all CMS staff return all emails within 24 hours or one working day.
KEYS

Please keep ALL KEYS SECURE at all times.  Students should not be given access to your keys for any reason.  Persons who have master keys should be especially aware of security issues.  All master key holders must be approved by the principal.  At the end of the school year, an envelope and tag will be provided for the return of all keys.  These should be labeled carefully.  If keys are lost or stolen, notify the office immediately.

FACULTY SOCIAL DUES

A Hospitality Committee Representative sends cards and/or flowers in the event of illness or death of a faculty member or a member of their immediate family.  Please contact a Hospitality Member when you have knowledge of such an event.   The committee encourages all staff to pay their social dues, which supports the activities planned and implemented during the school year.


TELEPHONE COMMUNICATION

A telephone communication system enables the school to provide additional contact to parents.  This automated system can call each home to announce school events.  You may use this system to announce school-wide functions. All items for the automated system must be approved by the principal.
SCHOOL PUBLICATIONS

The Scotsman is the school yearbook.  The book is sold at the beginning of the school year and at the end of the school year.  Teachers are expected to have a picture made for this book when school pictures are taken.  The Bagpipe Blast (Parent Newsletter) will be mailed home each month.  The Weekly Bulletin is published to inform staff of school activities. Students are notified of school activities for the upcoming week through advisory and afternoon announcements.  Submit your announcements to the office by 2:00 p.m. of the previous day. 

DRESS CODE

Appropriate professional dress is expected each school day. Denim pants, shorts, and printed t-shirts are not appropriate unless it is a special occasion with prior approval by the principal.  Warm-up suits and sweatsuits may only be worn by full-time PE teachers.  Teacher workday dress can be more casual but must be appropriate to meet the public.  Teachers may wear a “nice pair of jeans” on Fridays (or whatever is the last teaching day of the week) as long as they also wear a McClintock shirt.

PERMANENT RECORDS – See Ms. Moore
Cumulative Record Folders are filed in the guidance office according to grade level.  Report any missing folders to the registrar.  These folders are confidential and must be kept in the guidance office at all times.  If a teacher needs to take the folders, they must be checked out from Ms. Moore and returned back to her immediately after use.  Under no circumstances should these be left in a classroom, taken home, or left in an unsecured area.

Kardex forms are filed in the guidance office according to grade level.  Kardex forms are also confidential and should remain in the guidance office in a secured area. 

STUDENT INFORMATION SHEETS

Advisory teachers should provide an information sheet to collect personal information for every student in their advisory.  This information should check for names, addresses, phone numbers, emergency phone numbers and other information needed for Kardex and permanent records.  This information sheet will be provided by the office and should be updated periodically throughout the school year.  A copy will be maintained in the office.

LUNCH PROCEDURES

Teachers are expected to escort students to and from the cafeteria in a quiet and orderly fashion.  Students should also be escorted to the restroom at this time.  The master schedule reflects the lunch time of all grade levels.

EXERCISE PERIOD

It is North Carolina law that ALL middle school students receive no less than 30 minutes every school day to participate in a “moderate to vigorous” physical activity.  This may not be given in time increments of less than ten minutes.  This is REQUIRED, even when it’s raining.  Each team will determine how best to meet this requirement during the designated exercise period.


TEACHER ATTENDANCE AND DAILY WORK SCHEDULE

Teachers are expected to be at school unless they are sick, attending a workshop, or on personal leave.  School hours for teachers are from 8:00 a.m. until 4:00 p.m.  Request for Absence forms should be turned in to the administrative secretary prior to the absence.

TYPES OF LEAVE

SICK LEAVE:  This leave should be used when a teacher is ill.  It may be used for doctor and dentist appointments  during the school day.  It may also be used when a child or immediate family member is ill.  It is also recommended for when a mental health day comes calling.  It cannot be used for extended weekends and personal business needs.

PERSONAL LEAVE:  Two days personal leave are allowed to each full-time faculty member annually.  This leave should be used for personal reasons other than sick leave.  A Leave of Absence form must be filled out and submitted to the principal one week in advance of a personal leave day.  A payroll deduction will be made from your salary to cover the expense of the substitute.  Examples of this type of leave are: going to the Wachovia championship, being out of town for a Panthers game, etc.
ANNUAL LEAVE:  Teachers may take annual leave only when students are not at school.  Annual leave days earned are based on longevity.  Note:  New teachers DO NOT have extra annual leave days.  (The ten days are built into the calendar automatically at Winter and Spring Break.  These are marked with an “O” on the school calendar.)

SUBSTITUTES

When a teacher must be absent from school, he/she should inform the administrator and administrative secretary, and SOS.  In an emergency, the SOS system will assign a substitute.


STEPS:

1. Call SOS and indicate when you will be absent, as soon as you know your absence is imminent.
2. Call the school or the substitute coordinator and principal to tell them that you will not be at school.

3. Provide lesson plans, which will keep the students actively, engaged and assure good behavior.

NOTE:  Do not expect your classes to be covered by a substitute unless you notify the office ahead of time.  A call to SOS does not guarantee a substitute.

As a general rule it is good practice to collect the names and phone numbers of those whom you would like to substitute in your class.

Personnel are not automatically excused early from work for business activities, social functions, or as a general rule, personal convenience.

PLANS FOR SUBSTITUTES

Teachers are responsible for providing lesson plans for all classes when they are absent. All lesson plans are kept by the Academic and Math Facilitators.  Please keep the following information in mind.

GUIDELINES:

1. Lesson plans should include enough materials and activities to keep the students engaged the entire class period
2. An up-to-date roll and seating chart should be available for every class.

3. The lesson plan should be constructed so it can be followed easily by the substitute.

4. Meaningful and varied activities should be included to assure that learning continues.

5. A neighboring teacher and responsible student should be designated so the substitute can obtain help if necessary.

6. Misbehavior by students when a substitute is present should be dealt with appropriately when the teacher returns.  (Keep in at lunch, keep after school, call parent, require cleaning of the classroom, and in extreme cases, a referral to the office.)

7. Any assignment given when a substitute is present should be graded so students will understand they are accountable for the work regardless of who is present in the teacher role.

EXCUSING PERSONNEL EARLY (Policy 4151.01)

Under special circumstances, personnel may be excused without a payroll notation provided satisfactory arrangements can be made to continue the employee’s responsibilities for the remainder of the day.  It is the teacher’s responsibility to get coverage for his/her classes. A leave form must be filled out and signed by the grade level administrator.  These forms are turned in to the principal.   The principal must approve the request.

Reasons for which an employee might be excused early include:

1. Personal illness

2. Family illness

3. Medical or dental appointment of an emergency nature

4. Community function of general interest and benefit to the school and the entire community

5. Wedding or funeral of a relative or close friend 

6. Visitation to homes of students enrolled in the teacher’s classes

7. Workshop or professional meeting

PLANNING PERIODS

All teams at McClintock have common planning periods.  Every Monday, the Academic Facilitator will meet with each grade level’s Language Arts and Social Studies teachers to plan for the coming week.  Every Monday, the Math Facilitator will meet with each grade level’s Math and Science teachers to plan for the coming week.  Teachers are expected to use planning periods for grading papers, preparing lessons and materials, and other school business.  Teachers should not leave campus during planning periods.  A planning period is not considered free time; it should be used constructively to improve teaching and learning activities.
TEACHER WORKDAYS

Teachers must sign in on teacher workdays by 10:00 a.m.  Teachers should sign in on the sheet located in the main office area. Please note: the sign in sheet will determine whether or not you are paid for the workday. When leaving campus to go to lunch, another school, and a workshop or for any other purpose, the teacher should sign out on the sign out sheet in the main office.

Children, visitors and pets should not be brought to school on teacher workdays.  These are considered regular employment days and should be used to prepare for future days, grading papers, preparing grades, filing, general housekeeping, and other activities which will improve instruction.

FACULTY MEETINGS
Faculty meetings will be held WHEN NECESSARY on Wednesday afternoons. All faculty members, including coaches,  are expected to be present at all meetings.  Faculty members should NOT make other commitments for Wednesday afternoons.  If you cannot attend a faculty meeting, you must contact an administrator BEFORE the meeting and also notify the chairperson if a committee or department meeting is scheduled.   Department meetings as well as in-services will also be scheduled on Wednesdays.

MONEY HANDLING
All money received must be receipted and turned in to the financial office.  All money spent must be requested through the financial office.  Checks must be requested at least two days in advance.  Reimbursements must be accompanied by store receipts.  See items 5 and 8 on FUND RAISING ACTIVITIES and the MONEY HANDLING section of this handbook.  Any questions regarding the handling of monies should be directed to the financial secretary.

RECEIPT BOOK AND MONEY ENVELOPE

When a faculty member collects monies from a student, he/she is to immediately write that student a receipt from the school issued receipt book.

On the day the money is collected at the earliest convenient time, the teacher is to total up all receipts written, count all monies collected, fill out a teacher turn-in form with copies of yellow receipts from your receipt book attached to the back, put money in the brown money envelope, and turn both  into the financial secretary.  Money should never be held overnight.  All monies should be receipted and turned in ASAP, preferably before 12:00 noon.  Only teachers are allowed to turn in money – not students.  The date on the receipt must be the SAME date as the day the money is turned in to the office.  DO NOT CHANGE DATES ON RECEIPTS.

The money envelope will initialed by the financial secretary and returned to the teacher to be used again.  The next day the teacher will receive a school receipt. These receipts should be kept in a safe place, as they will be needed when proofing the receipt book at the end of the school year.

VOUCHER

A financial allotment form must be used to request money for any purpose.  When asking for a reimbursement, the original receipt must be attached to the back of the financial allotment form.  Please allow three days for the processing of a check.

FUND RAISING AT THE MIDDLE SCHOOL AND HIGH SCHOOL

1. All fund raising activities for middle schools and high schools are to be approved by the principal in accordance with policy #5135 and these regulations.

2. All student clubs and school organizations shall submit during the first month their anticipated fund raising activities to the principal with projected revenues and expenditures.  The request must be submitted to the Regional Assistant Superintendent for quality assurance for final approval.  If approved, these activities will be incorporated into the school budget.

3. The following fund raising activities are recommended to encourage community, club, class, or school participation:  Art festivals, carnivals, dances, car washes, barbecues, concerts, films and student/faculty games.

FUND RAISING ACTIVITIES

The use of instructional time for the purposes of fund raising shall not take place unless the principal has approved.

The principal, via the appropriate form, must approve all fund raising.  Fundraising activities must be planned and submitted by September 22, 2005.  

PURCHASING OF MATERIALS AND ITEMS FOR CLASSROOM USE

Prior approval is needed to purchase materials and items for classroom use.  A limited purchase order must be filled out and approved by your department head before any item is purchased.  Failure to receive prior and proper approval could result in not being reimbursed for your expenditures.  You should, however, shop at Classroom Central on Wilkinson Blvd. for free classroom supplies.  You get three free shopping trips per year there.
ATTENDANCE PROCEDURES

The attendance cards will be kept and updated by the attendance secretary.  Each advisory teacher will be responsible for the attendance sheet that will be marked and updated for a twenty-day period (one school month).  The teacher will mark the sheet and turn it in on a daily basis.  You will receive the sheets back every afternoon for the next day’s attendance.  The sheets will be kept on file at the end of the school month.  A new sheet will be placed in your mailbox for the next twenty-day month.

PLEASE DO NOT ALLOW STUDENTS TO COMPLETE THE ATTENDANCE SHEET.

When a student returns from an absence, he/she should bring a note from home.  Please complete an Absence Excuse Form and attach it to the note.  Please put these notes with your attendance daily so they can be kept on file in the office.  The only part of the Absence Form that you need to complete is Student Name, Date Absent, Reason, and Advisory Teachers Name.  If the child does not bring in a note from home, DO NOT complete a form.  **It is very important that the attendance secretary receive these notes.

Please check the daily attendance bulletin for discrepancies and notify the attendance secretary if there are any questions or concerns.

Instructions for Attendance

Attendance is not taken the first day of school.  Only your 10-day report will be completed on that day.  Attendance starts on Day 2.  A calendar to match the school month days to actual calendar dates will be printed on the back of your monthly attendance sheet.

If a child is absent, mark an “A” or “X” beside their name.  If everyone is present, please indicate by writing “100%” in the column or the bottom or the column for that day.  If the column is left blank, the attendance will be double checked with the teacher for accuracy.

Remember to complete an Absence Excuse Form if a child turns in a note for being absent.  You must turn in the notes to Debbie Campbell.  Attach the note and Absence Excuse Form to your attendance (paperclip it to the attendance sheet) before submitting it to the office. 

STUDENT CHECK-IN PROCEDURES
All students arriving on campus after 9:00 a.m. or returning after checking out must sign-in in the Main Office.  They will be given an Admit to Class pass to be given to the teacher.  In case of a late bus, an announcement will be made and, if necessary, a pass will be given to the student(s).
STUDENT CHECK-OUT PROCEDURES
Students leaving campus during the school day must have written permission from their parent or guardian and present this note to the secretary in the Main Office before school.  These notes from parents must include a legitimate reason for early dismissal, and the signature of a parent or guardian, plus a contact number.  The main office personnel will sometimes confirm the note and issue a permission slip, which must be shown to the teachers whose classes are affected by the early dismissal.  At the time of dismissal, the student must go back to the office and sign-out in the Early Dismissal book before leaving campus.

In case of sudden illness or other emergency, a student should get a note from the teacher and go to the office for check-out.  This type of sudden illness or emergency should occur very infrequently.  The office personnel will call the parent and get permission for the student to leave campus.

Any student leaving campus without permission is subject to I.S.S. or further conferences administered by the grade-level administrator.

Classroom teachers cannot grant permission for students to leave campus; only office personnel or an administrator can do so.

REQUIREMENTS TO BE COUNTED PRESENT
A student must attend over one-half of the school day to be counted present on the official school attendance cards.  (The general cut off time is 12:15 p.m..)  A student must attend more than one-half of a class period to be counted present in the class.

VERIFICATION OF STUDENT’S ABSENCE
When a student is absent from class, the teacher must verify if the absence is legitimate.  The daily attendance bulletin is published by lunchtime each day and placed in teachers’ mailboxes.  A list of students who are absent or who have arrived late or checked-out early will appear on the attendance bulletin and on the back of the daily bulletin the next morning.  Teachers should use these two lists to verify that a student has been legitimately absent from class and not cutting.  If a student’s name does not appear on one of these lists, the teacher should consider the absence a class cut and report it to the grade-level administrator on a Disciplinary Referral form (5131.70).

CHILD ABUSE AND NEGLECT
All school employees are required by law to report known or suspected cases of child abuse or neglect.  As soon as the employee becomes aware of or suspects that a child has been abused or neglected, he/she must make a verbal report, in person or by telephone, to the Department of Social Services, Child Welfare Division and to the school principal regarding the known or suspected abuse or neglect.  This verbal report must be followed by a written report if requested by the Department of Social Services.  The report should include as much of the following information as is known:

a. Name and address of the child

b. Name and address of the child’s parents or other caretakers

c. The age of the child

d. The present whereabouts of the child if not at the home address

e. The nature and extent of the child’s injury or condition resulting from abuse or neglect

f. Any other information, which might be useful.

Lack of any of the above information must not deter the reporting.

FREE AND REDUCED MEALS
APPLICATIONS

Applications for all students eligible for free or reduced meals and free milk, based on family income and number-in-family criteria must be completed by answering all items.  These forms will be distributed through advisory during the first ten days of school.  They also may be obtained from the main office.  After completion by the student’s family, the form must be turned in to the main office or advisory teacher.  The application will be reviewed by the designee for approval or rejection. Within ten working days, parent/guardians and students will be notified individually of the acceptance or denial of the application.  Students will be issued a lunch number to receive free or reduced meals immediately upon the establishment of their eligibility.
POSITIVE DISCIPLINE PLAN
The Discipline Plan reflects the staff’s philosophy in order for learning to take place in a safe and orderly environment.  During the first week of school, the staff provides the student body with the Charlotte-Mecklenburg School and McClintock Middle School rules via:

· Student Rights and Responsibilities Handbook (Code of Conduct)

· Grade level assemblies

· Classroom sessions followed by a test

· Signed “Charlotte-Mecklenburg Schools Safe School Pledge”  by student and parent

A copy of the system’s Code of Conduct is provided to students and parents.


Rules for Physical Engagement
[one page insert]

TEACHER RESPONSIBILITIES FOR MAINTAINING BEHAVIOR
Teachers are ultimately responsible for maintaining discipline in the classroom.  This includes the development and implementation of a classroom behavior management plan that includes a progressive approach to discipline.

Teachers are expected to be fair and consistent implementing the consequences for inappropriate behavior as follows:

1. Verbal warning to students

2. Phone call home

3. ASD

4. Parent conferences

5. Office referral

It should be understood that in extreme instances of misconduct the above steps might not always be possible.

NOTE:  Teachers are ultimately responsible for maintaining discipline in the classroom so as to create an environment that is conducive to learning.  Classroom rules and consequences should be posted in each classroom where they are clearly visible.  Initially teachers are responsible for communicating with parents any problems encountered with students.

The grade level team serves as an excellent forum for addressing behavior problems and should be utilized to the fullest extent.  Each team should keep documentation of discipline problems that occur with students on the team.  This is particularly important when the school has exhausted all means to address inappropriate behavior and an alternative setting is recommended for the student.*

*Students recommended for an alternative setting based on Rule 9 must have evidence of a wide variety of school interventions documented prior to requesting the due process hearing.  

· Teachers are expected to be consistent and fair in monitoring classroom behavior and student movement in the hallways.  Please stand at the classroom door during class changes.

· Teachers are also expected to escort their classes in the hallways on the way to the cafeteria, the media center, and assemblies.  When escorting students in the hallways, the teacher should be particularly sensitive to the noise level as a courtesy to colleagues.

· Duty rotations and posts have been assigned to ensure the safety of students and the integrity of the overall school climate.  Teachers are expected to be diligent in performing these duties.  When on duty, teachers should circulate the assigned area.

Teachers are expected to maintain the highest professional standard when dealing with students in general and particularly with discipline issues.  It may be tempting to “come down to their level” but nothing can be gained from doing so.

Note:  When writing disciplinary referrals, please be complete with details and as specific as possible about the incident.  Copies are usually mailed home to parent.  Some referrals may be better addressed to counselors.

If a teacher has exhausted all possible resources and must have a student removed from the classroom the following should be done:

· Call the office for a security associate to come for the student

· Prepare an office referral for the security associate to bring with the student

· Only one student’s name per referral.

· Only the name of the student being referred should appear on the referral.  All other students should be listed as “a student”… (This will help ensure confidentiality for our students.)

· Be sure to document all previous attempts at interventions. 

At no time should students be placed in the hall for disciplinary reasons or sent to the office without an escort and referral. Students should NEVER be touched unless in self-defense.
BEFORE AND AFTER SCHOOL DETENTION
· Students at McClintock may be assigned before-school and after-school detention at the teacher’s discretion for infractions of classroom and/or school rules.  When assigning ASD it is imperative that the ASD form is completed and a parent contacted.  Be sure to document contacts and parental consent. 
· ASD procedures will be determined by each team.  ASD may be held on any school day.  Teams may decide to have a pre-determined date for ASD and have it staffed on a rotating basis.  Your principal believes that ASD is most effective when it is held by the assigned teacher, as close to the infraction date as possible.  Teachers should let students know what they are expected to bring for ASD.  Students should understand that ASD is a consequence for inappropriate behavior and not a social time.  Teachers must enforce this expectation.  Teacher conducting ASD should be prepared to provide work for hose who do not bring assignements. 
· Parents must be contacted at least 24 hours in advance when ASD is being assigned.  Mailed written notification should be used as a last resort, as we cannot assure that parents will receive this notification.  A phone call is the preferred contact.

· Students who fail to complete their ASD assignment will automatically be assigned a day of ISS by the administrator.  It would be helpful to make students aware of this situation when contact is made.  

An after-school detention form is included at the end of this discipline plan section.  The standard form should be used by all teachers and must be completed in it entirety.

TIME OUT
Students who disrupt the teacher/learning process may do so for a number of reasons.  It is in the best interest of the teacher to attempt to figure out why the student is being disruptive.  In many cases, students act out in class to disguise academic deficiencies.  In other cases their behavior is intended to impress peers and/or to draw attention to themselves.  Whatever the cause, classroom disruptions will not be tolerated and will be dealt with in a manner that will allow learning to continue.  Teachers may elect to time-out students in another teacher’s class on that team.  However, the following option is also available:

· Teachers may contact the office for assistance and a security associate will come to the classroom and remove the student.  The student will be taken to the ISS room for the duration of the class period.

· The parent of the student will be contacted to let the parent know that the student if being placed in time-out.

· The ISS monitor will keep a time-out log.  When a student has been placed in time-out three times, the team or the teacher should work with the grade level administrator to schedule a required parent conference.

· Only one student may be sent to time-out at a time from any particular classroom.  No 

· exceptions.  Disruptive behavior usually begins with one student and should not be allowed to escalate to a point where removing several students from class becomes necessary.

· Teachers must keep in mind that space in the ISS room is limited and therefore, the teacher’s ability to exercise the time-out option is also limited.

Tardies
· 1st Tardy – Warning

· 2nd Tardy – Phone Contact Home

· 3rd Tardy – After School Detention/Parent Contact

· 4th Tardy – 2 Days After School Detention/Parent Contact

· 5th Tardy – Referral to Administration for Excessive Tardies/In-School Suspension

PREVENTIVE DISCIPLINE MEASURES FOR CLASSROOM TEACHERS
There are a number of simple things that teachers can do to impact appropriate and orderly behavior in their classrooms.

1. As you stand at your door during class changes, make it a point to greet students in a positive manner (especially those who tend to be troublesome in your classes.)  This says to students, “I’m aware of you.”  Hallway behavior often spills over into your classroom.  Prevent this for yourself and other teachers by being at your door when students are entering and leaving your classroom and being alert to students’ actions.

2. Establish a routine in your classroom to get students seated and settled.  Focusing activities that include journal writing, warm-up problems, self-directed reviews, and brief current event activities help to get students focused and involved in an instructional mode.  A class that gets “out of hand” during the first few minutes of class is a challenge for the best of teachers.

3. Begin and end class on time every day.  Plan for this to happen.

4. Refrain from shouting or raising your voice when dealing with students.  This lets students know that you are willing to compete with them for the floor, thereby leveling the paying field and, in most cases, escalating the situation.  Use signals to focus students’ attention instead of shouting (i.e., flicking lights, raised hand, etc.)...
5. Students should be actively involved in the learning process as much as possible.  Strategies such as cooperative learning, inquiry, discovery, class meetings, etc., must become part of your teaching repertoire to meet the needs of heterogeneous groups.  However, before attempting to engage students in activities that involve interaction, it is important to know that students may not be behaviorally ready for these activities and the rigorous standards that should be applied.  You may have to lay some groundwork before this can happen.

6. Work with your team and administrators to develop an efficient, non-cumbersome way to document inappropriate behaviors.  Nothing speaks louder than consistent documentation when attempting to portray behavioral patterns.  

7. Don’t get so bogged down in dealing with inappropriate behaviors that you forget to reinforce positive behaviors.  By keeping a balance between the two, your classroom climate will be healthier for both teacher and students.

8. Your classroom rules should be posted in a highly visible place and must include sequential, escalating consequences that are applied consistently.  

9. Plan special activities within your team or grade level that is structured to develop a sense of team and cohesion between student and teacher.  However, “free time” or “free days” in the classroom setting is not acceptable use of instructional time.  
10. Try to deal with discipline matters in the classroom yourself.  When you turn the problem over to an administrator too quickly you are giving away control in your classroom.  Students must perceive the classroom teacher as being in charge of the classroom. 

11. When middle school students are unengaged, their tendency is to be disruptive.  The solution to this is simple:  Keep students engaged in appropriate learning activities at all times.
12. Mutual respect is a right of both students and teachers.  When teachers are disrespectful to students, it is neither fair not logical to expect students to show respect in return.


In-School Suspension
1. The In-School Suspension Program (ISS) is a disciplinary measure for students which is used to:  (a) establish and maintain an atmosphere conducive to learning in the secondary schools, (b) prevent a vital loss of classroom learning time and ultimately failing a class or dropping out of school, and (c) limit the transferal of school-related problems to the community.  There are only two measures of control more severe that the ISS program:  out-of-school suspension (OSS) and exclusion; therefore, in-school suspension should be used to deal with exceptional misbehavior, that is behavior that would otherwise warrant out-of-school suspension, rather than common misbehaviors.

2. A staff member will be assigned to the ISS program. 
3. At the beginning of the day, a Security Associate will pick up those students who have been assigned ISS escort them to the ISS classroom.  Do Not allow students to take themselves to the ISS classroom.
4. Breaks and lunch are to taken at a time so that students in the program are not with students in the regular school program.  Therefore, all ISS students will have bag lunches and eat in the ISS room.

5. The principal or assistant principals are the only persons that can assign students to ISS.

6. All teachers are expected to send ISS student’s make-up work or assignments upon notification of the student’s assignment to ISS.

7. Absences from school will not affect the ISS assignment.

EXPECTATIONS FOR SAFE SCHOOLS AUDIT
When our safe schools audits take place, every staff member is expected to know and communicate the following:

--All teachers issued and reviewed the Rights and Responsibilities Handbook during the first six days of school

--All teachers monitor hallways by standing at their door during the entire class change (if the classroom is empty and the door is locked, nobody needs to be at the door)

--The Safe Schools Accountability Team is comprised of the entire administrative team and anybody with a radio

--The crisis box is in main office

--Lock Down procedures with codewords (“This is a lockdown.  Proceed accordingly.”) and how to respond (pull in kids, shut and lock doors, turn off lights, close blinds, move to a safe corner)

McClintock Middle School Dress Code 2006-2007
In accordance with Charlotte-Mecklenburg Schools, the following dress code for students at McClintock has been established:

1. Students are required to wear shoes at all times for health and safety reasons.

2. Students are required to wear shirts at all times.

3. Abusive, suggestive or profane language, symbols of illegal drugs, or any other words, symbols or slogans that disrupt the learning environment may not be worn on clothing or as jewelry.

4. All clothing must be worn in an appropriate and tasteful manner as originally intended by the designer.  For example, belts, if worn must be worn around waistband; shirts or headbands will not be worn with straps down, shirts must be buttoned so chest is not exposed.

5. The following items will NOT be worn at school:

· Bedroom shoes

· Pajamas

· Pants worn below the waist or showing clothing beneath the main outerwear.

· Shorts/skirts above the fingertips when standing erect with shoulders relaxed.  (This means that shorts, skirts and dresses must be approximately knee length.)

· Shirts exposing the stomach, being excessively tight, see-through or low-cut in the front or in the back.

· Cut-off shirts, midriffs, tank tops, basketball jerseys, tops with spaghetti straps, halter tops, sleeveless shirts/dresses/tops of any kind.

· Headgear (scarves, bandannas, headbands, stocking caps hoods, hats, towels, sunglasses, doo-rags, and combs)

· Long chains/necklaces

· Flip flops 

Extreme styles in clothing and grooming may be detrimental to the maintenance of discipline and morale in school.  If not properly dressed, students are subject to being sent home.


Detention Letter

Date__________________

Dear Parent/Guardian,

_____________________________________ has been assigned After School Detention in Room _____ on ___________, 

____/____/_200___ from 3:45 to 4:30 p.m. for the following reason(s):

· It is the parent/guardian’s responsibility to provide transportation home.

· If you are unable to pick up your child by 4:30, please indicate the following alternative that you will check for your child:

· My child will ride the city bus home (parent is responsible for cost)

· My child will leave with __________________________________ (name of friend or family member)

· My child will walk home

· Other__________________________________________________________________________

   ___________________________________________________________________________

· Your child will be expected to bring school assignments and necessary materials (paper, pencil and text) to the detention room.  This time provides an extended learning period.

Please sign and return this form to me by the day of the detention.  If you have any questions, please contact me or the grade level administrator at McClintock Middle School.  The phone number is 980- 343-6425.

Sincerely,

__________________________                   

__________________________ 

Teacher





 Assistant Principal

_____________________________

________________________________________
Student’s Signature



Parent/Guardian Signature

INCLEMENT WEATHER
Note from your principal:  If schools are cancelled because of inclement weather and the roads are too dangerous for you to come to school, then DO NOT come to school!  You can make arrangements with your principal on how to make up that day.
The decision to close schools or to delay opening them will be made no later than 5:30 a.m.  If possible, the decision will be made the evening before.

Tune in to area radio and television stations for the announcement or contact a neighbor who can listen for you.  DO NOT CALL schools, the Education Center or the news media.

Generally, all Charlotte-Mecklenburg Schools will be affected by the decision, not just schools in areas of the county where weather conditions are most severe.

If no announcement is made, assume that schools will operate on a normal schedule.

Weather conditions sometimes worsen during the day after children have arrived at school.  If early dismissal of schools is necessary, local radio and television stations will make the announcement.  DO NOT CALL schools, the Education Center or the news media.  Working parents are advised to make arrangements for child care on days when schools must be dismissed early.

If school is canceled or dismissed early, all activities for students, including CMS after-school activities and after-school enrichment programs will be canceled.  A school telephone tree is established to contact staff members.

CODE   A, B, C, D
CODE A:  Optional Teacher Workday.  On an optional teacher workday called because of inclement weather, all 10, 11 and 12 month employees will report to work, use annual leave, use personal leave (teachers) or take the day without pay.

In addition to the above options, ten-month employees (i.e. teachers, teacher assistants, ten-month secretaries, etc.) may choose not to work on an optional teacher workday caused by inclement weather and make up the time on specified make-up days only.  The specified make-up days are scheduled annually and usually occur within the first five days following the end of the teacher calendar.  Employees should not select the make-up option unless they can commit to work on the specified make-up days.  Employees who select the make-up option and do not work will be charged for a day without pay and will not be able to use sick leave or annual leave.  Eleven and twelve-month employees do not have a make-up option.  Nine-month employees will take the day without pay.

CODE B:  Required Annual Leave Day.  On a required annual leave day called because of inclement weather, all 11 and 12-month employees will report to work, use annual leave or can take the day without pay.  Nine-month employees will use available annual leave or take the day without pay.

Ten-month employees not subject to required annual leave days (i.e. secretaries) follow the option of 11 and 12-month employees.  Ten-month employees subject to required annual leave days (i.e. teachers, teacher assistants) are required to use annual leave on this day.  Employees who are required to take leave do not have a make-up option for the required day.

CODE C:  Essential Personnel Only.  Code C indicates extremely hazardous weather and is reserved for rare instances designated as emergency circumstances by the Superintendent.  Only essential personnel designated by the Superintendent or his designee are to report to work, provided they are able to travel safely.

Special Note to Staff With Less Than Two Years’ Experience.  Teachers and teacher assistants who are employed the first day of the school year and work the entire year will earn ten days of annual leave in the year.  All ten days earned are scheduled in the calendar on specific dates as mandatory, built-in annual leave days.  To avoid a negative annual leave balance and a pay deduction at year-end, these employees should report to work on all optional workdays.  In the event of inclement weather only, a designated make-up day is usually an option after the end of school.

New ten-month employees who begin work after the first day of the school year should also work on all optional workdays.  However, a pay deduction will occur at year-end if the employee has not had an opportunity to earn at the least the number of required annual leave days taken based on the late date of hire.

Refer to the Job Title and Position Information Report to determine individual staff status, if questions arise regarding special staff.
CMS MIDDLE SCHOOL HOMEWORK PHILOSOPHY

In the middle school grades, one of the main ways that many parents will be able to become directly involved in encouraging the educational process of their adolescent children is through homework.  Homework can be a vital link between the school and the family.  It can have positive effects on achievement and character development.

The schools in the middle believe that the main purpose of homework is to increase student academic achievement.  We believe that homework assignments that are carefully structured by teachers and are meaningful to students can have an important influence on student achievement.  Homework should be a natural extension of classroom experience and an important opportunity for students to practice and further develop all levels of thinking skills.  The mere assigning of routine homework will not enhance student achievement, study habits or sense of responsibility but carefully constructed, academically appropriate and purposeful assignments can contribute to positive learning experiences.  Students are expected to complete assigned homework.  Teachers are expected to work cooperatively with their team and department members in the assigning of homework and in the development of evaluation criteria.

Students will not have sufficient time to complete homework during school, so parents should be alert to any student who claims to have none or to have done it all.  Parents who have concerns about student homework should contact the teacher first.  If the concern persists, contact the grade level administrator and if still unresolved, alert the principal.  The teacher should always be your first contact in individual classroom instructional matters.  And finally, we believe that although our middle schools may vary according to student demographics and individual differences and needs, the following guidelines are to be considered as we develop more specific and site-based homework policies:

· Homework should reinforce prior learning and be explained when assigned.

· Homework should serve as additional time for independent practice.

· Students should feel comfortable working alone on homework assignments.

· Homework should be assigned Monday-Thursday but should not, as a rule, exceed 30 minutes per subject.

· Time suggestions are guidelines, and variations may occur.  Teachers are encouraged to experiment with a wide range of motivational assignments.  Long range assignments are not to be considered in conflict with the general guidelines herein described.

· Team members should work together to plan weekly homework guidelines.

· Special Education students are subject to all homework guidelines; however, particular flexibility may be required on the part of Special Education and regular teachers in determining appropriate homework assignments for each individual student.

· All homework must be marked graded, checked or otherwise appropriately recognized.  Homework that is collected by a teacher should be corrected and returned.

· The satisfactory completion of homework assignments, or lack thereof, should be a factor included in the calculation of student grades.

· Teams should send home a testing schedule and work together to minimize assignments when major tests occur.

· Parents should be notified if homework is not being completed.

GRADING SYSTEM:  MIDDLE SCHOOLS
[two page insert]




SCAN SHEETS

Scan sheets will be placed in teachers’ boxes by an administrator.  These are to be bubbled in with a number 2 pencil.  Great care and accuracy should be exercised to assure accurate report cards.  When we move to NC Wise, scan sheets will no longer be used!
SCAN SHEETS ARE DUE ON THE DATE AND TIME ANNOUNCED.  Teachers should make every effort to turn in their grades by the deadline.  Failure to do so holds up the entire report card process.

REPORT CARD SCHEDULE 2006-2007
Please mark these on your personal calendar and plan your instruction/assessment accordingly.

First Quarter - 39 Days

Begins:  August 25, 2006
Ends: October 20, 2006
Progress reports-September 21-22 

Report cards to students – November 7, 2006
Second Quarter - 51 Days

Begins: October 25, 2006
Ends:  January 19, 2007
Progress reports- December 1
Report cards to students – February 5, 2007
Third Quarter - 46 Days

Begins: January 23, 2007
Ends: March 22, 2007
Progress reports-February 20-21
Fourth Quarter - 48 Days

Begins: April 13, 2006 Ends:  June 9, 2006
Progress reports- May 5-8
PROMOTION AND RETENTION OF PUPILS

MIDDLE SCHOOL PLACEMENT

The principal of the school is ultimately responsible for placement of all students provided there is no conflict with P.L. 94-142 or local Board of Education policies and administrative regulations.

The teacher is responsible for early identification of any student having learning difficulties.  He/She is to inform the student and parent of these difficulties and to seek the assistance of appropriate resource personnel.

SCHEDULE CHANGES

Schedule changes must be made through the Guidance Office.  Students should fill out a request for an appointment and wait to be contacted by the guidance counselor. Forms for schedule change must be signed by the principal before the schedule change may take place.
All grade changes must be made by the teacher through the guidance grade level counselor.  Grade change forms are located in the guidance office. The forms must be signed by the principal prior to the grade change takes place.
RETENTIONS

Retentions will not be discussed unless all resources have been exhausted (i.e., SSST, team discussions, parents, and appropriate grade level counselor).  (Beginning the 2000 - 01 school year, social promotion will no longer exist.)


Quarterly Observation Schedule
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MEDIA CENTER

The media center staff is here to assist you in implementing your program.  The services offered are as follows:

1. Overheads, TVs, and VCRs may be checked out for the entire school year.

2. A laminating machine, Docu-Binding system,  Ellison Letter Cutter,  electric stapler, paper cutter,

and a  3-hole punch are available for teacher use in the media center workroom.

3. DVD players, LCD projectors, Digital Camcorders, CD Boom Boxes, and Tape Players are available

for daily checkout. This equipment is in great demand.                            

4. Classroom loans of all types of media (novel sets, dictionaries, almanacs, encyclopedias) -- please give at least two days notice.

5. Magazines may be checked out overnight and over the weekend by faculty.

6. Reserve library space for groups of more than five students.  The sign-up schedules for the media center and computer lab are located in the media center office. Please state purpose of visit on the schedule.
7. Computers are available for staff and student use.
8. The Learnstar Interactive Learning System and Mobile Computer Labs are available for use in the media center. Please schedule their use on the media center sign-up sheet.

In order to better serve the school, the media staff requests that you:

1. Put requests in writing for needed items, especially when sending the request by a student.

2. Return all A-V materials and kits to the media center, be sure all pieces are returned, including extension cords, manuals, directions, connectors, tops and carts

3. Rewind all videos and tapes and remove from the equipment before returning.

4. Allow students to come to the media center only when they have a note and a definite assignment.

5. Investigate with the media center personnel to be sure adequate materials are available BEFORE making class assignments.

6. Request that materials be put on reserve for class projects at least two days in advance.

Request materials and items you think are needed in the media center.  When funds are available they will make every effort to order them.

FIELD TRIPS

Curriculum related field trips are encouraged.  A Field Trip Request Form must be completed and approved before a trip is taken.  The staff member planning the trip must secure adequate supervision.  All monies collected must be receipted and submitted to the Administrative Secretary.

SAFETY AUDITS

Safety audits are conducted each month.  The audit team checks to ensure that students are properly supervised and they know the Rights and Responsibility Handbook.

North Carolina Teacher Performance Appraisal Instrument (TPAI)
The Initial Licensure Program is designed to offer the necessary support for an individual’s professional growth during the initial years of employment.  You will be observed by your mentor, administrator or other support team members.  You will receive feedback regarding your use of effective teaching practices from your mentor or other team members.  The functions are as follows:

Function I.  Management of Instructional Time
1.1 Teacher has materials, supplies and equipment for each lesson ready at the start of the lesson or instructional    activity.

1.2 Teacher gets the class stated quickly.

1.3 Teacher gets the student on task quickly at beginning of each lesson or instructional activity.

1.4 Teacher maintains a high level of student time-on task.

Function II.  Management of Student Behavior
2.1 Teacher has established a set of rules and procedures that govern the handling of routine administrative matters.

2.2 Teacher has established a set of rules and procedures that govern the student’s verbal participation and talk during different types of activities – whole-class instruction, small group’s instruction, and so forth.

2.3 Teacher has established a set of rules and procedures that govern student movement in the classroom during different types of instructional and non-instructional activities.

2.4 Teacher frequently monitors the behavior of all students during whole-class, small group, and seat work activities.

2.5 Teacher stops inappropriate behavior promptly and consistently, yet maintains the dignity of the student.

Function III.  Instructional Presentation

1.1 Teacher begins lesson or instructional activity with a review of previous material.

1.2 Teacher introduces the lesson or instructional activity and specifies learning objectives when appropriate.

1.3 Teacher speaks fluently and precisely.

1.4 Teacher presents the lesson or instructional activity using concepts and language understandable to the students.

1.5 Teacher provides relevant examples and demonstrations to illustrate concepts and skills.

1.6 Teacher assigns tasks that students handles with a high rate of success.

1.7 Teacher asks appropriate levels of questions which students handle with a high rate of success.

1.8 Teacher conducts lessons at a brisk pace, slowing presentations when necessary avoiding unnecessary slowdowns.

1.9 Teacher makes transitions between lessons and between instructional activities within lessons smoothly and efficiently.

1.10  Teacher makes sure that the assignment is clear.

1.11  Teacher summarizes the main point(s) of the lesson at the end of the lesson or instructional activity.

Function IV.  Instructional Monitoring of Student Performance
4.1 Teacher maintains clear, firm, and reasonable work standards and due dates.

4.2 Teacher circulates during class work to check all students’ performance.

4.3 Teacher routinely uses oral, written, and other work products to check student progress.

4.4 Teacher poses questions clearly and one at a time.

Function V.  Instructional Feedback
5.1 Teacher provides feedback on the correctness or incorrectness of in-class work to encourage student growth.

5.2 Teacher regularly provides prompt feedback on assigned out-of-class work.

5.3 Teacher affirms a correct oral answer appropriately and moves on.

5.4 Teacher provides sustaining feedback after an incorrect response or no response be probing, repeating the question, giving a clue or simply allowing more time.

Function VI. Facilitation of Instruction
6.1 Teacher has an instructional plan that is compatible with the school and system-wide curriculum     goals.

5.2 Teacher uses diagnostic information obtained from tests and other assessment procedures to develop and revise        objects or tasks.

5.3 Teacher maintains accurate records to document student performance

5.4 Teacher has instructional plan that matches and aligns objectives, learning strategies, assessment, and student needs at the appropriate level of difficulty.

5.5 Teacher uses available human and material resources to support the instructional program.

Function VII.  Communication with the Educational Environment
7.1 Teacher treats all students in a fair and equitable manner

7.2 Interacts effectively with students, co-workers, parents, and community.

Function VIII.  Performing Non-Instructional Duties
8.1 Teacher carries out non-instructional duties as assigned or as need is perceived

8.2 Teacher adheres to established laws, policies, rules, and regulations

8.3 Teacher follows a plan for professional development and demonstrates evidence of growth.
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Student Assessment Calendar
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