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Introduction

This handbook has been compiled with the hope that it will answer or clarify questions staff members may have concerning procedures and expectations at North Omak Elementary School.  Please check with your principal if you have any questions or ideas for topics which should be included in future publications.

Beginning of the Year Suggestions

See that your area is ready with appropriate equipment, artwork, pictures, and other resources to give your classroom a cheerful inviting appearance for the first day of school.

A policy manual is housed in each school office and may be reviewed by staff in order to become acquainted with policies and procedures.


Be sure your certificate is in force. It should be on file at the District Office.  Become acquainted with other staff in the building.  Attend team meetings called by grade level chairpersons and building principal.  Locate your mailbox and be sure to check it daily.  Check your Microsoft Mail for daily bulletins.


Prepare very carefully for the first week.  Turn in to the office your class schedule.  Your class list will be issued before school begins.  Be sure to obtain copies of all schedules, highlight your responsibilities.  Review the school discipline plan.


Review Beginning of the Year Checklist - (Appendix A; pages 11, 12)

School Day

The normal student school day is 8:10-2:40.  Certificated staff will be at Scjhool at 7:30 each day and leave at 3:30. If a staff member is delayed or must leave early, please arrange that with the principal and the office staff.  Teachers and certificated substitutes alike are expected to be on time and complete their full day.  At various times, the school day may be adjusted for special activities.  Classified personnel are assigned varying hours but are expected to be on time as assigned. In cases of weather-related late start mornings, staff is required to arrive at school as soon as safely possible.

BUILDING PROCEDURES
Building Learning Leadership Team


The Building Learning Leadership Team (BLLT) is made up of representatives from all areas, including grade levels, support staff, and classified staff.  Decisions are made on what is taking place in the building. The BLLT will assign and develop ad hoc committees that will meet to work on individual projects and then report back to the BLLT.  Decisions not made by BLLT are personnel and budget decisions which are made by the principal.

Building Maintenance and Appearance

We are truly fortunate to have such well-kept buildings.  As custodians of these buildings which really belong to our patrons and children, we must be committed to taking the best care of them as we possibly can.  All staff is expected to keep all areas of the building neat and clean.  If you use something, put it away.  If you make a mess, clean it up.  If you use a cup, wash it and put it away.  In like manner, we are models for our students.  The organization of your personal desk and your teaching materials is important.  There is adequate storage space for materials in our buildings so rooms should always reflect a tidy appearance.  Each grade level is responsible for keeping “shared storage space” materials well organized and the area clean.


We are fortunate to have an excellent custodial staff.  Custodians’ work is difficult and extremely important.  Through our cooperation in all matters affecting the cleanliness and maintenance of our building, we expect you to help our custodians by doing the following:
· See that children do these tasks daily:


Pick up paper from the floor before leaving in the afternoon


Clear the tops off all desks


Put up all chairs


Keep crayons off the floor at all times


Clean sinks


Dust window sills
· Use white board cleaner periodically.

Your cooperation helps to maintain a successful and more attractive school.  According to “Effective Schools Research”, schools which have an orderly environment have higher achievement levels.

Building Security

Each staff member is expected to always practice procedures to help maintain the greatest security possible.  Elementary staffs often work after hours in the building or come in on weekends to work.  At such times, it is imperative that you take all precautions to maintain a secure building.  Plan to enter by the front door and leave by that door.  Be sure others who may be accompanying you do not leave doors, windows, or any entrances open.  Report to the building principal or police any unusual circumstances you may find.  Teachers are responsible for locking all windows and doors when they leave the classroom at the end of the day.  The security systems for each building will be explained to staff members at the beginning of the year. Remember your code for the alarm, please
Fire Drill/Building Evacuation Procedures

During the first week of school, acquaint yourself and your children with all fire exits as they are to be used.  A fire drill map will be distributed to each teacher.  These should be posted by your door.  Practice sessions should be held with your class; the whole school will practice a fire drill at North once per month.  Students need to be instructed to line up immediately at the door, where the teacher will count to be sure each child is there.  Teachers or assistants should close windows, check the bathroom for children, turn out lights, close the exit door and exit with students.  Go to the designated spot away from the building.  Count students again.  Ask students to turn away from the building and wait for the all clear bell before returning to the building.  Students need to know the importance of following directions, specifically, refraining from talking or running.

Fire Drill Procedures:
1)  When the fire alarm sounds, all staff, students, and visitors will exit the building.

2) Students and teachers will proceed to their designated spot, visible from the “command” center on the playground area. Teachers should take their safety buckets with them
3)  If all students (who were present during the day) are there, hold up the green sign. If any who were present at school are missing, hold up the red sign. 
4) Teachers whose students are at specials (Music, PE, Computers, and Library) need to find their group quickly to enable the specialists to know of any who are not accounted for. 

5) Students in resource will evacuate with that teacher and will proceed to the playground and line up at that resource location. 

6) Classes should stand far enough apart from each other so they can be easily identified.

7) If a fire drill takes place during a recess, the students will proceed to their designated spot and a teacher will join them there. 

8) After a whistle is blown by the designated staff member all classes will enter the building in an orderly fashion and if there is any recess time remaining for the students who were at recess, they will be dismissed from their classrooms back to recess.
Building Evacuation Procedures:

1) Principal will make the evacuation announcement over the intercom.

2) Teachers will encourage students to wear proper attire (coats/boots in winter) and exit the building.

3) The meeting place will be the Cornerstone Church on Riverside Drive.

Lock Down Procedures:


If there is an intruder in the building, there will be an announcement over the intercom. The announcement will be, “There is an intruder in the building, go to lock down”. At this time staff will close and lock their doors, turn off the lights. In the rest of the building, staff will do a quick check outside their classroom and bring in any students that are in the hall. Staff will then close their door (which should be locked at all times) by removing the magnet(s), and position students where they cannot be seen from the hall. Do not open your door for anyone other than the police, or the principal. The office will announce an all-clear over the intercom when it is safe to come out. 

Earthquake Procedures
a. In a classroom students should get under a desk or table, face away from 

window, away from bookshelves and heavy objects that may fall, crouch 

on knees close to ground, place head close to knees, cover side of head 

with elbows and clasp hands firmly around a table leg, close eyes tightly and 

remain in place until instructed otherwise or until the “all clear” signal is 

given.

b. In gymnasiums or assembly areas, students should exit such facilities 
as expeditiously as possible. Individuals should move to designated areas.

c. On a stairway students should move to the interior wall and “duck and 

cover”. (Individuals should evacuate exterior stairs and move to 

designated areas.)

d. If outdoors, students should move to designated areas, as far away as 

possible from buildings, poles, wires, and other elevated objects, and lie 

down or crouch low to the ground. Staff and students should

be aware of encroaching danger that may demand further movement.

Early Release Days

There are a few early release days (12:25 p.m. dismissal) during the year.  Some of these are for report cards and conferences, other early release days are staff development days. 
Flower and Coffee Fund 

Coffee drinkers are asked to donate coffee; sign up sheet in the lounge. The flower fund is a working fund for memorials, illness recognition, and celebrations within our staff.  It is funded by profits from the pop machines and staff donations.    

Supply Rooms

It is the responsibility of the teacher to gather needed supplies from the supply room before school or during free time.  These rooms are governed with trust and the understanding that no teacher will overstock or hoard supplies. Spring orders have allowed for the full year’s supply.  In most cases, this is all we will be able to order.  You are urged to use what is required for good teaching, but do not waste.  It is the responsibility of each staff member to keep the supply rooms neat and tidy.

Hall Bulletin Boards

Hall bulletin boards are assigned to grade levels and staff.  

Media Center Use  

When the librarian is not in the library and staff wish to check out books, there are two options:
1) On a sheet of paper, list the barcode numbers along with your name and take the books.   



2) Stack the books along with your written name. Upon return, the librarian will check them out to you and deliver.

Requisition of Materials

Teaching materials, equipment, and other resources should be purchased with a purchase order.  Staff members should acquire a purchase requisition from the school secretary.  This needs to be filled out completely, designating the vendor, supply number, amount, etc.  This should be returned to the office for processing by the building secretary.  Each building principal, will allocate resources by grade level or by teacher.  Special education staff will receive their budgets from the director of special education.  Special education purchase orders are to be approved by the building principal and the director of special education.  The A.C.E. Budget is the only budget that can be used to purchase items for students or for school enhancement.
School Budget and KCDA

Each grade level and each department orders in the spring (primarily from KCDA) for the next year. This amount is set by the principal and is spent at the discretion of each grade level and department.   The budget is developed by per pupil allocations.    This money is used for materials, capital goods, and staff development.   

STUDENT PROCEDURES

Attendance

Student attendance should be done on the attendance program by each classroom teacher by 8:30 a.m. each day. Any students who arrive late should report to the office so that the school secretary can change their absence to a tardy.  Attendance will be kept on the “Student Records System” through the ESD. (However, teachers are also required to keep a record of daily attendance in their own record books.)     Just before report cards are to be sent home, the office will run a quarterly attendance report so that you can report attendance to parents.  The attendance secretary will check attendance records periodically, contact parents concerning absences, and offer to arrange make-up work for students who are missing school.  Teachers may also contact parents.  Students should bring a written excuse from parents upon returning to school after being absent.  A district policy will be distributed to each staff member for more specific details regarding attendance.

Communication of Sensitive Information

In order to deal most effectively with questions and concerns which citizens or parents may have, it is important that staff members communicate with the principal regarding any potential problem which may arise or circumstance which may be misunderstood by one who does not know the facts.  In addition, principals will inform staff members of information which may be necessary for the welfare of the child.


Remember that all student information is confidential and should not be the topic of conversation in the staff room or anywhere else.  Information about students, their work, or their behavior would only be shared with those who have a need to know.  Remember that a staffing for any student can be scheduled at any time.  Teacher Assistance Teams (TAT) meet regularly and are available as peers to help other staff members deal effectively with student behavioral or learning problems.

Cumulative Record

Each student will have a cumulative record folder filed in a fireproof file in the office.  These are available for teacher use and may be checked out if necessary.  The file should contain all report cards, health card, standardized test records, reading and math records, and other pertinent educational information.  Please put the orange check-out card in the file’s place (with your name one it) in the office when borrowing a file.  Be sure to cross off your name when the file is returned and you remove the orange check-out card.

When a student withdraws from your classroom, a student transfer form will be provided by the office.  This will be sent with the child’s records.  In the space for comments, please provide adequate information so the receiving teacher will have an idea about where to place the student for reading and math.  At the end of the school year, teachers are required to update the cumulative record folder with a copy of the student’s report card.


A legal document must be on file in the student’s folder in order to prove custodianship when such issues arise.

Field Trips

Grade levels should plan carefully and submit a bus request form five days before the proposed trip. Please give a copy to the building secretary to process on the proper budget. The principal will sign and forward it to the bus garage. Permission slips need to be collected before the date of the trip. Please make every effort to get parent permission from every child early so that you can call parents to remind them of the need of a form if necessary.  
Home/School Communication

Every effort should be made to make positive contact with each child in your homeroom during the first two weeks of school.  An effort should also be made to continue positive communication with the home.  In addition, it is recommended that the parent be involved in any major change in a student’s program.  Parents should also be called or asked to attend a conference if a pattern of behavioral concerns develop.


It is extremely important that teachers keep open and frequent communication with parents.  One method of doing this is calling parents weekly, choosing one or two parents a night, and letting them know how their child is doing.   Sending home a weekly or bi-monthly parent letter will give information on what your class is doing but does not give you input from the parents.  Teachers may want to invite parents to become parent volunteers and parent helpers.  Teachers are invited to have their own page on the North web site.  All of these are important in keeping good, open, clear communications with your parents.  
Lesson Plans

Lesson plans are one of the most valuable tools of instruction.  Organization in a classroom can only be attained if the daily schedule is balanced and planned.  Lesson plans should be made at North one week in advance.  Page numbers or activities and materials should be cited. Learning targets should be included in lesson plans. This task can be made easier if the teacher will prepare a substitute lesson plan file for the substitute teacher including set times, consistent procedures, etc. Before any major holiday, i.e. Christmas or Spring Break, the expectation is that all teachers will have a week’s worth of lesson plans in their plan book before leaving on a weekend or a vacation so that if, for some reason, they are unable to return from a holiday, the plan book would be there for the substitute to continue with.  If your seating arrangement is stable, a seating chart is helpful.  Desk name tags may be used, so that substitutes and visitors will be able to call each student by name. Plan Books should be on the teacher’s desk. 

Lost and Found

Please encourage your students to label all articles brought to school, including clothing.  Encourage them to check the lost and found in the North Star Room and Northwest hallway when items are lost.
Meals

Students will be provided a free breakfast and lunch each day if they do not bring their own from home.
 Students Withdrawing
When a student withdraws from your classroom, the teacher will receive a transfer of records form (from the office) to complete.  The office will supply the attendance record for the new school and the teacher is responsible for having all pertinent records (such as report cards) in the student file.
New Students

When new students enroll in our school it is extremely important that all of us do what we can to make the student feel at ease and welcome.  Take special care to get acquainted, to assign a buddy for a few days, and to call parents to check on how the student is adjusting.  Principals try to meet most new students.  Testing for reading and math placement should not be done on the first day a child enters. New students will be asked to attend school the following day after enrollment so that teachers will have time to assign a desk.  Please call the family sometime during the first week of school and ask if they have any questions.   

Overall Student Expectations

Gum chewing is not allowed at North.  There is a no-hat policy within the building.  Please monitor T-shirts that have sayings or pictures on them.  Halter tops and “skins” are not considered to be in good taste.  For safety reasons, flip-flops, high heels, and sandals are not allowed. Good tennis shoes are the best footwear for North Stars. Children are not to bring toys and other play things unless asked by the teacher to bring them. North Stars: Are Kind and Respectful, Make Good Decisions and Solve Problems.
Playgrounds

Students are to stay on the playground at all times.  Adults are not to take children from the playground unless they have a pass from the office.  All staff is responsible for being on duty on time when assigned.  Time must be given at the beginning of school and periodically during the year to instruct students on playground safety (how to use each piece of equipment).  Note this in your plan book, as this helps to cover liability in case of an accident.  If individual teachers permit students on the playground other than assigned times, that particular classroom teacher is responsible for supervision. (For Playground Rules, see Appendix F, pgs. 23-30). 
Record Keeping/Report Cards

Documentation for grades must be kept in your grade book.  Report cards are issued on the trimester.   They are used to help the parents and children understand how they are doing in your classroom.  Parent Conferences will be held in November and March.  Teachers must conference with each parent at North once during the year. This helps them understand what your procedures are and how their child is doing. Final report cards are sent home with the child or mailed by the last day of school. Copies of each child’s report card must be filed in the office filing cabinet designated for student records before final checkout. Report cards must be filed no later than the last weekday of June. 

Registration

All students will register through the office.  The names of those who have not pre-registered or attended this school last year will not appear on your class list


Each teacher will be given a listing of students assigned to his/her room.  Some of these youngsters may have moved away during the summer months thus making it necessary for readjustment as soon as enrollment is stabilized.  On the first morning of school (by 9:00 a.m.), send a class list to the office with children not present, crossed off unless the parent has made contact with you or the school.

Requirements for Suspected Child Abuse


For information regarding child abuse; definition of, who should report, and how to, see Appendix E, pgs. 18-20. 

Retention Conferences

The building principal should be notified of any possible retention before parents are contacted.  Parents need to be alerted early, by mid-year, if you have any idea that a student should be retained.  Please document this, at all conferences, with a student learning plan.  Please have the parent sign this form if you talk about retention.  Also, the building principal must be scheduled into retention conferences.

Sickness or Accidents

In the event of an illness or accident during the school day, parents are to be notified so that they might help in making the decision as to proper action to be taken.  We cannot accept the responsibility of diagnosing or treatment other than of first aid.  If medication must be administered, parents must fill out a consent form which can be found in the student handbook.  No child will be taken or sent home without first notifying parents or guardians.


All accidents occurring, and any first aid administered, shall be reported to the office.  An accident report must be filed by the person supervising the activity.  School employees also need to complete a State Industrial report if injured on the school premises.  School district employees should always report immediately to the principal, in writing if possible, any potentially dangerous situation. (Accident Report see Appendix )

Supervision

Supervision is the responsibility of every staff member.  Each adult in the building should feel responsible for the supervision of any student within range of vision.  All staff must be on time to assume assigned duties.  Students are to be supervised at all times.  Please be aware of the need for informal supervision in hallways while students are passing through the halls.

Special Programs

A number of special programs are available in each school to meet individual needs of students.  Please check the Student Handbook for an explanation of each. Refer to the school counselor, psychologist, special education teachers, and JOM VII tutor.  Each specialist will be available to explain how students can be referred for these programs.

STAFF INFORMATION
General Staff Meetings

Staff meetings will be called and run by the principal.  Staff meetings are designed for information and discussion on items of interest to the entire staff.  They may include items that the staff is working on, informational items, or discussion of new educational techniques or ideas.   All certified staff members are expected to be in attendance.  Classified staff members are welcome to come but will not be paid.  Minutes will be provided after the staff meeting. Staff Meetings are usually the 2nd and 4th Wednesday of the month.
Grade Level Meetings


Grade level meetings will be held bi-weekly.  Each grade level will decide on the time of the meeting and all staff is expected to attend their grade level meetings unless there is some reason to be excused. Grade Level Meetings are usually the 1st and 3rd Wednesday of the month.
Evaluations

Teachers in their first three years of service or new to the district are required to be on a comprehensive evaluation. All other staff will be on a comprehensive evaluation at least once every three years as determined by the principal and staff members working together. Teachers not on a comprehensive evaluation will be on a focused evaluation and will choose an area of focus with their evaluator. Evaluation choices and forms will be made available by the twentieth work day of the new school year and are asked to be returned by the thirtieth day of the new school year.
Instructional Assistants (Para Pro’s)

Instructional assistants and teachers need to work as a cooperative team.  It is important to find some time during the week where teachers and assistants can communicate, plan, or evaluate the learning process.  Assistants work under a variety of funding sources, so it is important to schedule their time accordingly.  Classified staff members are expected to be on the premises during their work hours.

Leaves and Substitutes

Staff must enter any sick leave, personal leave, emergency leave, etc, when being absent from school on the AESOP System. All illness absences should be input on AESOP before 7:00 a.m. for the system to call a substitute. If lesson planning has been made three days in advance, all materials and plans will already be available for the substitute. All personal leaves need to be approved by the principal five days prior to the absence.  

Mentor/Mentee Program

This is for new staff members.  This program is funded through our district.  This provides new staff the opportunity to meet with an established mentor and work through the idiosyncrasies of that grade level or department. 

Staff to Staff Interactions

It is very important to respect each other and treat others as you would like to be treated.  If you have a concern, go directly to the staff member you have a concern with and discuss in a non-confrontational manner.   (See Code of Conduct – Appendix B, pg, 14, 15.)

Staff Development

All staff is strongly encouraged to set professional goals and to take advantage of staff development opportunities offered by the district, universities or the Educational Service District.  More information regarding specific procedures will be explained in each building’s informational meeting.

Additional Information

Staff members are encouraged to read this handbook carefully but should also feel free to ask questions of building principals or grade level chairpersons anytime this is needed.  Various grade levels have developed grade level notebooks which supply more specific information pertinent to that grade level.  Each principal will also distribute each year a set of schedules for that school year.  Likewise, each teacher is required to submit to the building principal during the first week of school a daily schedule.

We hope this handbook will be helpful to you and encourage you to offer suggestions for improvement.




                   (Appendix A)
	
	     BEGINNING OF THE YEAR CHECKLIST

	
	 

	Classroom Routines:

	
	

	      
	Attendance 

	      
	Behavior and duties in halls

	      
	Bus rules

	      
	Daily & weekly schedules

	      
	Emergency procedures

	      
	End of the day duties

	      
	Entering classroom

	      
	Expectations before class begins

	      
	Expected supplies & consequences for not bringing them

	      
	Housekeeping assignments

	      
	How to exchange papers to correct/how to mark

	      
	How to return corrected work

	      
	Movement of students in classroom

	      
	Paper headings/paper and handwriting expectations

	      
	Playground rules

	      
	Seating chart

	      
	Teachers' desk, supply cabinets, students' desks

	      
	Use of pencil sharpener/drinking fountain

	      
	Use of the playground equipment

	      
	Use of the restroom (between class/during)

	      
	What if work is finished early?

	      
	Where to turn in completed works
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BEGINNING OF THE YEAR CHECKLIST

Information to find out:

	· Arrangement of room

	· Assembly procedures

	· Attendance

	· Break / lunch procedures

	· Bulletin boards

	· Bus rules

	· Can you keep students after school? If so, what are the procedures

	· Class list

	· Copy machine procedures

	· Cumulative files

	· Develop a checklist or folder for new students. Include all that you have to do to acquaint new students (desks, books, rules, routines).

	· E-mail procedures and password

	· Field trip policies

	· Find out the principal's requirements for lesson plans

	· Get copy of report card you will be expected to use

	· Get lesson plan book

	· Get teacher guides for textbooks, get scope and sequence for textbooks

	· Grading system / roster

	· How does the custodian want the classroom left

	· How to get materials and supplies

	· How to order materials

	· Keys

	· Library material checkout procedures

	· Money-in-room policy

	· Parking

	· Phone use policy

	· Playground rules

	· Policy on parents picking students up before school lets out

	· Scheduling time for students to attend special classes

	· School rules

	· Seating chart/name tags on desks

	· Substitute Folder

	· Teacher lunch

	· Voice mail procedures 

	· What people resources are available: counselor, nurse, etc

	· When are staff meetings

	· Where to keep materials and supplies
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North Omak Elementary School

CODE OF CONDUCT
Purpose

The purpose of this code of conduct is to encourage, develop, and maintain the highest levels of professionalism and trust among the staff of North Omak Elementary School. We know that we will work more efficiently and effectively by following these guidelines:

Guidelines

· We will communicate openly and honestly in person.

· We will listen to each other with an open mind and mutual respect.

· We will seek to understand all perspectives.

· We are willing to learn and make changes.

· We will work as a team:
· Trust in the team in our individual absence.

· Support each other after we leave the meeting

· Actively participate, but not dominate

· Address the source of concern

· Follow through on individual and group commitments.
· We will adhere to our clearly defined decision-making process.

· We will stay focused to the tasks at hand.

· We will intentionally communicate with all stakeholders

Implementation

· We will ensure every staff member has a copy and an understanding of the guidelines.

· We will review guidelines periodically.

· We will post our Code of Conduct in our handbook and revisit it annually or as needed.
EXPECTATIONS OF TEACHERS
Communication
 1.
Keep parents informed about their child’s progress.

 2.
Communicate with own grade level teachers on curriculum.

 3.
Be willing to ask for and provide assistance in handling discipline 
situations.

 4.
Keep communications open amongst all staff.  All classroom 
activities/dates/times should be shared with office staff for better parent 



communication.  
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5.
Be able to use electronic mail system.








6.
If a problem exists, go to the source to discuss it.

7.
Keep communication open between staff and principal. 













8.
Be able to use appropriate communication skills to disagree on issues 
without involving personalities.

9.
Use and accept constructive criticism.
10.
Committees and administrators need to communicate with staff as to 
which decision-making style is being used.

11.
Home communications should be shared with principal.

12.    All schedule changes should be shared with the office secretaries.

Trust
 1.
Be supportive of one another, respecting each person’s professionalism 
and decisions they have made.

 2.
Grade levels will be open and supportive of other grade levels’ needs, and 


live with and support grade level decisions

 3.
Be honest with yourself and peers.

 4.
Use professional discretion when discussing school-related situations with 
others.

 5.
Trust committee members’ decisions after adequate opportunity for 
feedback and input.

 6.
Trust everyone to do their share, assigned or unassigned.

 7.
Understand that some administrative decisions cannot be discussed.

Involvement
 1.
Actively participate in the committees and operations of the school 
building and district.

 2.
Share responsibilities as much as possible.

 3.
Involve parents, when appropriate, to maintain a positive teaching 
environment.

 4.
Be proactive in searching for solutions to individual, grade level, or school-



wide problems.

 5.
Follow through on responsibilities.

 6.
Teachers will understand the four decisions-making styles.

 7.
Be a positive, visible profile to students throughout the building.

Leadership
  1.
Share committee leadership responsibilities (not necessarily being 
chairperson, but being a grade level rep.).

  2.
With site-based management, share leadership responsibilities.

  3.
Provide in-service training following attendance at workshops.

  4.
Demonstrate leadership in advancing curriculum on the level and/or 
building level. 
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Teaching
 1.
Provide a positive learning environment in your classroom.

 2.
Demonstrate appropriate discipline practices in classroom and throughout 
the building.

 3.
Display professionalism when dealing with staff, parents, and students.

 4.
Be assertive.

 5.
Complete paperwork in a timely manner.

 6.
Conference with parents.

 7.
Keep parents and students informed on a regular basis of student 
progress.

 8.
Keep abreast of, and open to, curriculum changes in education.

 9.
Give immediate assignment feedback to students.

10.
Be enthusiastic, creative, and use a variety of teaching methods in order 
to address different learning styles.

11.
Set and teach rules and procedures.

12.
Provide opportunities for educational, social and emotional growth in 
students.

13.
Meet curriculum goals and objectives.

EXPECTATIONS FOR CLASSIFIED STAFF

 1.
Communicates at all levels (staff, student, community) in a professional 
manner about both concerns and compliments.

 2.
Keeps building principal aware of needs, concerns, ideas and what is 
taking place in the building.

 3.
Has a sense of humor, understands that life is short and we need to enjoy 
work and other people.

 4.
Treats others (staff, students, community) as they would like to be 
treated.

 5.
Is a positive influence on North Elementary School.  Doesn’t grumble 
about problems, but presents “problem” and is solution oriented.

 6.
Likes kids - helps them build a positive self-image.  Will send kids to the 
office for being good!

 7.
Is supportive of other staff members and shares ideas and materials.

 8.
Is willing to set personal/professional goals, constantly seeks feedback on 
effectiveness from self-analysis, students, staff and principal.
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STUDENT CONDUCT OF BUSES

The following rules have been developed by the district in order to ensure the health and safety of our students.  Please go over these carefully with your students on the first day of school.  Any misconduct by a student, which in the opinion of the bus driver or bus supervisor, is detrimental to the safe operation of the bus, shall be sufficient cause for the principal to suspend the transportation privilege.  The parent will in all cases work with the student and the parent to help remedy the problem.

Bus Rules of Conduct:
1.
Students shall obey the driver and any aide assigned to the bus by the district.   
The driver is in full charge of the bus and passengers and shall be obeyed.  When 



transporting classes or teams, the teacher or coach shall be primarily responsible 



for the behavior of the students.  Students shall obey both the driver and the 
teacher/coach or other staff member.

 2.
Students shall ride only on their assigned bus unless written permission to do 
otherwise has been received by school officials. Bus passes are available in the 
office.  Please do not wait until the end of the school day to have students 
take care of bus passes.
 3.
Students shall not be permitted to leave the bus except at their regular stop 
unless written permission to do otherwise is received by school officials.

 4.
Students assigned seats shall use only that seat unless permission to change is 
authorized by the driver.

 5.
Students shall observe rules of classroom conduct while riding on buses.  Noise 
shall be kept down to avoid distracting the driver.  Students shall refrain from the 
use of obscene language or gestures.

 6.
Students shall not smoke or ignite lighters or matches on buses.

 7.
Students shall not eat on buses, except when specifically authorized and 
supervised by an accompanying teacher, coach or other staff member.  Buses 
shall be kept clean.

 8.
Students shall not open bus windows without the driver’s permission.

 9.
Students shall not extend any part of their body out of bus windows at any time.

10.
Students shall not carry or have in their possession, items that can cause injury 



to passengers on the bus.  Such items include, but are not limited to, sticks, 
breakable containers, weapons or firearms, straps or pins protruding from 
clothing, large, bulky items which cannot be held or placed between legs, etc.  
Books and personal belongings shall be kept out of aisles.

11.
Students shall not have animals on buses, except a dog providing assistance to a 



disabled student.

12.
Students shall not sit in the driver’s seat or to the immediate right or left of the 
driver.

13.
Students shall refrain from talking to the driver unless necessary.

14.
Students shall go directly to a seat once inside the bus and remain seated at all 
times unless the driver instructs otherwise.

15.
Students shall get on/off the bus in an orderly manner and shall obey the 
instructions of the driver or school safety patrolmen on duty.  There shall be no 
pushing or shoving when boarding or leaving the bus.  Once off the bus, students 



shall adhere to rules for pedestrians.

16.
Students shall never cross the roadway behind a bus unless they use pedestrian 
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crosswalks or traffic lights.

17.
Students shall stand away from the roadway curb when any bus is approaching 
or leaving a stop.

18.
Students going to and from their bus stops where there are not sidewalks shall 
walk on the left-hand side of 
the roadway facing oncoming traffic.  Students shall 



go directly to their home after leaving the bus.

19.
Students shall use lap belts when available.

20.
Students shall follow emergency exit drill procedures as prescribed by the bus 
driver.

21.
Students shall not tamper with emergency doors or equipment.

22.
Parents of students identified as causing damage to buses shall be charged with 
the cost of the incurred damage.  Students causing the damage may be 
suspended from transportation.

23.
Student misconduct shall constitute sufficient reason for suspending 
transportation privileges.
If a child is to ride a different bus or go home with someone else, the school must have a note from the parent or guardian.  If a child is to be picked up during the school day, the adult picking the child up needs to check W the office first.  Children will not be allowed to wait outside the school building to be picked up since supervision is not provided at that time.
The parent pick-up and delivery area is designated as the front of the building.  Please do not drive in or block bus lanes.  Students should not arrive at school any earlier that 7:45.
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Who Should Report Suspected Child Abuse or Neglect?

Those required by state law (RCW 26.44.030) and Omak School District Board Policy (3421 and 3421p) include school personnel, included but not limited to teachers, counselors, administrators, child care facility personnel and school nurses.  School personnel are still mandated reporters whether or not they are at school (weekends, summer vacations, etc.)  

More specifically, responsibility for reporting lies with the person who has the concern and the documentation.  The school counselor can assist staff in making their report. If the counselor is not available staff should proceed to report as soon as possible and not wait for counselor assistance.  Similarly, it is not necessary to talk with the principal before reporting. After a report is made a copy of the documentation and date of report should be given to the principal the same day. 

How to Report Child Abuse or Neglect

Call the following regional numbers. Reports are no longer made locally. 

Daytime (8:00 – 5:00, Monday through Friday):    1-800-557-9671

Nights and Weekends:  1-800-624-6168

Questions That Will Be Asked When You Call

1. The name, address and age of the child.

2. The name and address of the child’s parent, guardian or other person having custody of the child. 

3. The nature and extent of the abuse or neglect.

4. Any evidence of previous incidences.

5. Any other information which may be helpful in establishing the cause of the child’s abuse or neglect and the identity of the perpetrator.

6. Name and date of birth of the mandated reporter making the call

7. Ethnic background of the child

8. Child’s delays, disabilities or diagnosis

You do not need to have all of the above information when you call to make a report but the more accurate information you can provide, the better equipped CPS will be to assess the child’s risk. Any person who is in good faith makes a report or gives testimony in regard to possible child abuse or neglect is immune from civil or criminal liability.  (RCW 9A.20.021)
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What is Child Abuse?

Under the law, people should report when it appears there is reasonable cause to believe that a child, legally defined as a person under the age of 18, has been neglected, physically abused, sexually abused, sexually exploited or abandoned.  The statute defines child abuse or neglect as follows:

“Abuse or neglect” means the injury, sexual exploitation, negligent treatment, or maltreatment of a child by any person under circumstances which indicate that the child’s health, welfare, and safety is harmed…

www.dshs.wa.gov/pdf/publications/22-163.pdf  – website to view a comprehensive video on child abuse.

Types of Child Abuse:

Physical Abuse –

Physical abuse means the non-accidental infliction of physical injury or physical mistreatment on a child.  Physical abuse includes, but in not limited to, such actions as:

1) Throwing, kicking, burning, or cutting a child,

2) Striking a child with a closed fist,

3) Shaking a child under age three,

4) Interfering with a child’s breathing,

5) Threatening a child with a deadly weapon.

6) Doing any other act that is likely to cause and which does cause bodily harm greater than transient pain or minor temporary marks or which is injurious to the child’s heath, welfare and safety.

Sexual Abuse –

Sexual abuse means committing or allowing to be committed any sexual offense against a child as defined in the criminal code.  The intentional touching, either directly or through the clothing, of the sexual or other intimate parts of a child or allowing, permitting, compelling, encouraging, aiding, or otherwise causing a child to engage in touching the sexual or other intimate parts of the person touching the child, the child, or a third party.

Sexual Exploitation -
Sexual exploitation includes, but is not limited to, such actions as allowing, permitting, compelling, encouraging, aiding, or otherwise causing a child to engage in:

1) Prostitution,

2) Sexually explicit, obscene or pornographic activity to be photographed, filmed, or electronically reproduced or transmitted,

3) Sexually explicit, obscene or pornographic activity as part of a live performance, or for the benefit or sexual gratification of another person.

Negligent Treatment or Maltreatment –

Negligent treatment or maltreatment means an act or a failure to act on the part of a child’s parent, legal custodian, guardian, or caregiver that shows a serious disregard of the consequences to the child of such magnitude that it creates a clear and present danger to the child’s health, welfare, and safety.
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Abandonment –

Abandonment means when the child’s parent, guardian, or other custodian has expressed, either by statement or conduct, an intent to forego, for an extended period, parental rights or responsibilities despite an ability to exercise such rights and responsibilities.  If the court finds that the petitioner has exercised due diligence in attempting to locate the parent, no contact between the child and the child’s parent guardian, or other custodian for a period of three months creates a rebuttable presumption of abandonment, even if there is no expressed intent to abandon.
A child may die as a result of severe abuse or neglect.  If a person has a reasonable belief that a child’s death is due to abuse or neglect, a report should be made to Child Protective Services and/or law enforcement.
The reporting requirement does not apply to the discovery of abuse or neglect that occurred during childhood if it is discovered after the child has become an adult.  However, if there is reasonable cause to believe other children are or may be at risk of abuse or neglect by the accused, the requirement does apply.

If you are in doubt about what should be reported…
The statutory definitions of what constitute child abuse and neglect can sometimes be subject to problems of interpretation.  Whenever there is doubt in a particular case, whether it should be reported or not, the circumstances of the case should be discussed with Child Protective Services or law enforcement.  A final determination can then be made, following consultation, as to which circumstances should be formally reported.
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Behavior To Be Taught to Students in Individual Classrooms
Children are sent to the North Star Room when inappropriate behaviors are dangerous to self and or others.

· Fighting: intentional hitting, kicking, and punching.

· Using bad language that is directed at a person/and is harassing a person.

· Talking about or pretend playing with guns, knives, swords, or bombs.

· Persistently defiant.

Playground supervisors will send students to the North Star Room with designated colored cards.

· Red Card – Injury (can be sent in with the student or student helper unless there is a serious mishap).

· Yellow Card – Bathroom pass.

· Blue Card – Behavior issue.  This does not require a supervisor to walk the student in; the supervisor will communicate by radio.  Supervisors must not leave the area unless there is a crisis or extreme behavioral/injury situation.

Procedure:  Rules are taught and practiced school-wide at the beginning of the year and reviewed throughout the year.  Students will know what happens if they choose not to behave appropriately.

· Behavior doesn’t stop – Time Out.

· No Arguing – Tell them to think abut why they are in Time Out.  It is important for the adult to not get caught arguing as well.

· What could you do next time that is appropriate?  It is important not to lecture.
Recess

· Keep everyone safe.

· No fighting or pretend fighting.

· Follow playground equipment rules.

· Halls

· Respect other people’s work.

· Look with your eyes, not with your hands.

· Use your quiet wave and quiet body.  

· Use your walking feet and keep a safe space from others.

Lunch Room

· Use a 3-inch voice.

· Keep 2 hands on your tray.

· Walk carefully.

· Keep a safe space from others.

· Use tongs at the salad bar.

· Be respectful of P.E. and kitchen property.

Early to School

· 7:20-7:45 – must sit on bench in foyer until breakfast or recess.  
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Assemblies

· Sit criss-cross applesauce.

· Keep hands and feet to yourself.

· Be a good audience:



By focusing eyes and ears on the presenter.



By listening.



By raising your hand for questions, only when asked.



By clapping appropriately when presenter is finished.



By wait for your teacher’s signal before standing.

After School

If waiting to be picked up, wait quietly on the bench in the foyer.

� EMBED Unknown  ���








PAGE  
22

_1085383322

