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FOREWORD

This handbook is designed to be a reference for questions concerning the operation of Sherwood Githens Middle School.  If you have questions that are not answered, please contact the principal, an assistant principal, team leader, or department chair for the assistance you need. 

Each staff member is urged to read and study the information concerning school policies, procedures, and responsibilities since they relate to the overall effectiveness of the school.

· ((((((((((((((((((((((((((
Sherwood Githens Middle School Mission

The Githens Middle School community including parents, teachers, students and all stakeholders will work together to effectively collaborate to ensure that teaching and learning is not only accelerated but the social and emotional needs of our students are met.

· (((((((((((((((((((((((((( 
“I’ve come to the frightening conclusion that I am the decisive element in the classroom.  It’s my personal approach that creates the climate.  It’s my daily mood that makes the weather.  As a teacher, I possess a tremendous power to make a child’s life miserable or joyous.  I can be a tool of torture or an instrument of inspiration.  I can humiliate or humor, hurt or heal.  In all situations, it is my response that decides whether a crisis will be escalated or de-escalated and a child humanized or dehumanized.”

· - Haim Ginott
Githens Middle School

Staff Organization

2011-2012
    Administrators


 Delvin D. Vick – Principal 

 Gwendolyn Wilson –Assistant Principal           


 Jack Butler–Grade Assistant Principal

    Administrative Support Staff


Becky Hughes –Administrative Assistant, Receptionist



Susie Hill – Receptionist, Volunteer Coordinator

Peggie Miller – Bookkeeper

Tyra Cohen – NC WISE Data Manager 






    Guidance Department
            Kate Murphy – Counselor 

 


    
Tara Herbert – Counselor
Ryan Dozier – Guidance Records Specialist 

    Itinerant Professional Staff


Kimberly Ford – Psychologist


Suzanne Puckett – Speech Pathologist

Zenobia Hatcher-Wilson – Social Worker

    Curriculum 

Diana Franklin – Instructional Facilitator
    Media Department

Elizabeth Eubanks – Media Specialist

 
Kelly O’Toole-Technology Facilitator
    In-school Suspension


Terrence Covington

    Department Heads



   
Team Leaders


Kate Murphy – Guidance


 
Jennifer Wayson – Health/PE



Christy McCormick– Language Arts

Sharon Griffith– Starfish 


LaShari Wright – Mathematics


Charles Murrill – Sharks 


Branson Phillips-Science


             Lashari Wright – Stingrays  


Deborah Franks- Social Studies 

Branson Phillips - Pandas 


Rhonda Ziegler - EC Facilitator   

Harlyn Strongoli – Cheetahs  


Betty Scruggs- World of Work  
  

Rebecca Burns – Jaguars

Matthew Stutzman – Fine Arts


Brian Wilborn – Ospreys  








Lynne Brady – Eagles  

 




                         
Justine LaMantia - Ravens
Testing Coordinator


Adrienne Haith

Student Assistance Program (SAP)

Kate Murphy

Teacher of the Year 

Harlyn Strongoli
Athletic Department

Scott Begalle – Athletic Director

Publicity Contact 

Susie Hill
Custodians


Ronald Bowser


Ralph Reid


Chaka Watson

Parent Liaison

Ebony Brown

 Sherwood Githens Middle School 

Bell Schedule – 2011-2012
School Time: 7:30 AM – 2:20 PM

Grade 8

7:00
- 7:20






Drop-Off/Breakfast
7:30 – 7:38






Homeroom
7:40 – 9:10






Elective Block A/B Day
9:13 – 10:23






1st Core
10:25 – 11:55






2nd Core/Lunch Block
· Eagles 11:10-11:30
· Ospreys 11:15-11:35

· Ravens 11:35-11:55
11:58 – 1:08






3rd Core
1:10 –  2:20






4th Core
Grade 7

7:00
- 7:20






Drop-Off/Breakfast
7:30 – 7:38






Homeroom
7:40 – 8:50






1st Core
8:52 – 10:02






2nd Core

10:05 – 11:35






Elective Block A/B Day
11:38 – 1:08






3rd Core/Lunch Block
· Cheetahs 12:10-12:30

· Pandas 12:15-12:35

· Jaguars 12:30-12:50
1:10  – 2:20






4th Core

Grade 6

7:00
- 7:20






Drop-Off/Breakfast
7:30 – 7:38






Homeroom
7:40 – 8:50






1st Core
8:52 – 10:02






2nd Core
10:04 – 11:34






3rd Core/Lunch Block
· Sharks 10:22-10:42
· Starfish 10:27-10:47
· Stingrays 10:42-11:02
11:37 – 12:47






4th Core

12:50 – 2:20






Elective Block A/B Day
GENERAL INFORMATION
1. HANDBOOKS

The GMS Faculty Handbook, the GMS Student Handbook/Planner, the DPS Employee Handbook, and the DPS Parent/Student Handbook include important policies and procedures.  It is important to become familiar with the information in each handbook.  The faculty handbook is online for easy access. Students should review the student handbook in class and made aware of all of the school rules by the first 2 days of school.
2. CURRICULUM

Teachers are responsible for knowing the North Carolina Standard Course of Study and the Durham Public Schools (DPS) curriculum/directives in their subject areas.  This information is found in the curriculum guides and other materials published by DPI and DPS.  As teachers plan for the year, the curriculum guides, Depot and available scope and sequence charts should be used to pace instruction so that the necessary skills and content for the subject area are taught.  

3. STAFF DEVELOPMENT PROCEDURES

North Carolina teaching licenses are valid for a period of five years effective from the date of issuance and must be renewed within that period.  DPS’ office of Human Resources submits renewal information to the NC DPI for its employees at the appropriate time at the end of the five-year cycle.

To renew a license, 15 license renewal credits must be earned.  One credit is earned for each full year of teaching.  Credit is given for workshops approved by the office of Professional Growth and Development or NC DPI.  Classes from institutes of higher education can also earn credit.  One-quarter hour is equal to one credit.  One semester hour is equal to 1.5 credits.

Staff development activities are defined as those designed to acquire or enhance skills and competencies that will enable the employees to perform their job more effectively.

Durham Public Schools require three technology renewal credits (3.0 credits or a total of 30 contact hours) of hands-on technology per five-year cycle.  This policy is in effect for all certified staff.  The North Carolina State Board of Education also requires that all kindergarten through eighth grade teachers complete three (3) renewal credits in reading methods courses during each five-year cycle.  

This requirement will begin for those teachers whose licenses are due for renewal on June 30, 2004.  Please note, however, that this requirement does not apply to Student Support Services personnel or administrators.  The requirement applies only to teachers.  Teachers and administrators who have K-12 and 6-8 areas on their licenses and are not currently assigned to a K-8 classroom are not subject to the reading requirement.  Five hours of instruction in reading is the minimum for credit to be added to an individual’s renewal credit history.  For example, a ten-hour workshop in math may include five hours of instruction on reading and word problems.  The method by which the credit would be applied is that a math workshop earned 1.0 unit(s) of credit, .5 of which is for reading methods.
All certification questions should be directed to a certification expert in the DPS Human Resource department.

All employees are responsible for maintaining accurate records of their participation in training activities.

The principal must approve all staff development expenditures.

Requests for payment of registration fees must be accompanied by workshop announcements, receipts, or invoices that indicate the amount (form BD-02).  Advance registration requests should be submitted in writing at least three weeks prior to the registration deadline.  Please see Peggie Miller for required forms. 

4. SECURITY 

The school is protected by a security system, which will detect a person in the building. The cafeteria is open from 7:10 AM to 1:30 PM.  The other areas of the building are open for teachers between 5:30 AM and 9:00 PM Monday through Friday..  Teachers must wear their DPS badges at all times or they will be asked to leave the campus during off-hours.   Administrators must clear admission into the building at any other time.
Strangers on campus who are not wearing a DPS badge or a GMS visitor’s pass, whether students or adults, need to be reported immediately to the office by calling the office receptionist.

5. SCHOOL RESOURCE OFFICER (SRO)

The Deputy Sheriff assigned to GMS is under the direct supervision of the principal.  The SRO is a safety officer, not a disciplinarian.  Teachers may not send students to the SRO.
6. TEACHER PARKING

All staff members are to park in the parking lot adjacent to the front of the school.  No cars should be parked curbside at the side entrance of the school.  Other than assigned parking spaces, all parking is first come/first serve.  Cars are not to be parked anywhere else on campus.  Teachers should not park near the trailers, the cafeteria, the gym, or in the reserved parking spaces.  There are reserved parking spaces in this lot for the principal, assistant principals, bookkeeper, NC WISE Data Manager, teacher of the year, and employee of the month.
7. SIGN-IN  

All staff members are to sign in upon arrival at school in the morning.  The SIGN IN sheet is located on the podium/shelf outside the front office.  All faculty must arrive by 7:00 AM and be at their duty stations by 7:10 AM.
8. INSTRUCTIONAL DAY

The professional day for teachers will begin at 7:00 AM and end when professional responsibilities are completed after the student school day has ended.  On Tuesdays, Thursdays, and Fridays, teachers may leave at 2:45 PM.  Faculty and Committee meetings will be held on Mondays and PLC (early release days) will be on Wednesdays, as indicated on the school calendar. Teachers will be required to stay until 4:00 pm.   Since students will be allowed to enter the halls at 7:15 AM, teachers need to be at their classroom doors or at their duty stations by that time (see Duty Stations Assignments on page 43 and 44 of Appendix). Counselors are available from 7:30 AM in the morning until 2:45 PM Mon-Thurs. Media specialists will have the media center open for students from 7:00 AM until 2:20 PM and will be open for the faculty at 7:00 AM and after school from 2:20 PM until 3:15 PM.   

If you must leave campus during the workday or prior to the end of the workday, due to an emergency, see your hall administrator and email the principal and your hall administrator to document your absence from campus.

9. TEACHER WORKDAYS 

DPS Human Resource Services has issued this statement: When employees of DPS are at work, they are expected to give their full attention to their duties and responsibilities as employees. They are not permitted to bring their children with them to work, including activities such as field trips that occur off campus during the work day. 

10. INCLEMENT WEATHER MAKE-UP DAYS

School closings apply to students only.  When school is closed due to inclement weather, staff members may choose to do one of the following:

· Work (use extreme caution when driving)

· Take annual leave (if available)

· Make up the time as arranged with the principal

· Take leave without pay

If you choose the third option, please follow this procedure: within one week of the inclement weather day, contact the principal to arrange an extended work schedule.  Under no circumstances will routine supervision of school activities be considered make-up time. Only time and activities following the day(s) of inclement weather can be used for make-up. This time must be documented and presented to the principal for approval.

11. SCHOOL EARLY DISMISSAL

When a public announcement is made in advance that school is being dismissed early, a schedule will be generated for all to follow.  If school is dismissed one-to-two hours early without advanced notice before school starts, the administration will distribute copies of the schedule for the day as soon as possible. Core teachers on each team will decide the divisions of time within their core blocks of time.

12. SUPPORT PERSONNEL SCHEDULE

The workday for teacher assistants is seven and one-half work hours with one-half hour off for lunch.  Teacher assistants will work from 7:00 AM – 2:45 PM.  The only exception to this rule is when a teacher assistant has a DPS after-school job.  The workday for clerical assistants, guidance assistants, NCWISE, and secretaries is eight hours with an hour lunch.  

13. COMMUNICATIONS  

Most administrative memos will be sent electronically.  It is crucial to check your emails at least twice each day.  Critical communications will be hand delivered.  If staff members are unable to receive emails, the hall administrator is to be contacted immediately and members must check with a team teacher daily for updates or go to the media center.

Teachers will NOT be interrupted during instructional times for telephone calls.  All calls will be forwarded to voice mailboxes.  After school hours, teachers may be paged over the intercom to pick up a “parked” call.  All teachers will have a voice mailbox set up at the beginning of the year. (See Telephone Instructions on page 37 of Appendix.)

14. DAILY LESSON PLANS

Teachers will maintain lesson plans at least three (3) days in advance for each subject they teach.  The lesson plan will consist of: 

· Objective(s) to be learned

· Activity to teach the objectives

· Materials to be used

· Homework assignment

· Seating chart/attendance book (include first and last name)

· Supervision/duty assignments

The hall administrators will check lesson plans.  Therefore, these plans should be in a notebook or folder, clearly labeled and visible on or near the teacher’s desk.  Inform the hall administrator and the front office of this location. 

15. PLANNING PERIODS

Teachers have 90-minutes of planning daily.  One day each week must be designated for grade level/elective team meetings, subject area meetings, or core team meetings. Thursdays are designated as subject area planning and PLC time. Typed minutes are to be maintained.
16. MORNING SUPERVISION

Students will be allowed to leave the buses at 7:05 AM.  Students eating breakfast should report to the cafeteria.  Teachers on morning supervision are to be at their station by 7:05 AM.  Their responsibility is to supervise student behavior and ensure that students go to their homebase or report to the cafeteria.  (See Duty Stations on page 43 and 44 in Appendix.) Stand in the middle of the hallway during this time. Engage students in brief conversation while reminding them to go to their lockers and on to class while walking on the right. Once inside the classroom, students will not re-enter the hall without a pass. There will be no bathroom trips without a pass before scheduled breaks on the team unless there are emergencies.  
17. DUTY ROSTERS

Please review the duty rosters on page 43 and 44 in Appendix of this handbook.  All staff members must supervise the assigned areas for each day assigned.   Those who miss duty are to arrange coverage of the duty and notify their supervising administrator of the arrangement via email.  Duty responsibility is to be included in substitute plans.  Team or departmental members will decide on coverage in the event a member is absent.   

18.   TRANSITION BETWEEN CLASSES

All teachers are required to stand at their doors to monitor students both inside the classrooms and in the halls during class changes.  When students are going to their elective classes, the core teachers will escort their students while the elective teachers stand outside their rooms to monitor the halls and the rooms.  During the transition between electives, core team teachers will monitor the main hall while the elective teachers remain by their doors.  After elective, ALL elective teachers will line their students up inside the rooms. Students should be quiet and in single file when entering and walking down the hall.  Elective teachers must escort their classes to the bus lot.  Car riders are to be directed to the front of the building.
19. DISMISSAL

Students will not be dismissed until the afternoon announcements are completed.  Teachers with last period planning must report to duty posts and space themselves along the main hallway in the middle of the hall, stretching from the end of the 6th grade hall out to the bus lot. Remind students to walk on the right side of the hall.  Teachers with classes at the end of the day will walk the bus riders to the bus parking lot at dismissal time. All teachers are to remain on the bus parking lot until all of the buses leave and remain in the lobby or front of the building until students are picked up from school.  Please notify an administrator of any car riders not picked up by 2:40 PM.  Students remaining for after-school activities must be under adult supervision at all times.  
20. SUPERVISION AFTER SCHOOL

Teachers sponsoring any after-school activities (including tutoring sessions and sports) can not leave until all students are picked up. Students who aren’t picked up on time may be removed from future activities at the sponsor’s discretion. 

21. STAFF MAILBOXES

All staff members should check their mailboxes at least twice each day.  Please clean out boxes to ensure room for pertinent material.
22. FACULTY WORKROOMS/LOUNGES

There are three (3) faculty workrooms (Hall A – Room #600, Hall B – Room #400, Hall C – Room #200) available for faculty.  The faculty lounge, across from the rear of the main office, is available for use when teachers do not have other obligations or duties.  There are refrigerators and telephones in all of the workrooms and the lounge.    There are also vending machines located in the faculty lounge.  Please do not allow students to use the workrooms or lounge facilities for any reason and do not send students to the workrooms or the lounge to run errands, make copies,
 pick up mail, or make purchases for you.  

23. BULLETIN BOARDS

There are numerous bulletin boards located on the halls of Githens Middle School.  Each team, including elective teachers, is responsible for displaying student work on a nine-week rotation.  Please see Bulletin Board Assignments on page 35 of Appendix for a list of bulletin board locations and to see the team bulletin board assignments.

24. TEXTBOOK INFORMATION

Teachers are responsible for the textbooks issued to them.  Teachers distribute basic subject area textbooks to students with the student’s name written in ink.  Record the book number and condition of each textbook issued, as this helps identify lost books and determine damage fees at the end of the year.  Students are responsible for the care and replacement of their textbooks.  It is recommended that textbooks be covered with heavy paper or book covers.  Please have students and parents sign the textbook letter when they receive books and teachers should sign and assign book numbers to every textbook issued.  Do not issue books until the letter is returned.  Students who lose books will be charged the full price before another textbook can be issued.  Students will receive a refund if the lost book is recovered.  Teachers are responsible for their books.  There are no extra books to issue to teachers.  Budget cuts have decreased what can be ordered.  Class lists and enrollment counts will indicate the number of books used in the classroom.  Classroom sets are also used in the classroom.  Turn in the receipt book and money to Peggie Miller EACH DAY MONEY IS RECEIVED.  
Other classroom sets of supplementary books are issued to the teachers, not individual students.  Supplementary books and materials are obtained through the respective department chairs or media specialists. Request for additional textbooks need to be emailed to Ms. Gwendolyn Wilson (pending availability of books).
25. CORE TEAM/GRADE LEVEL/ELECTIVE TEAM MEETINGS

CONTENT AREA MEETINGS ARE HELD ON THURSDAYS.  Attendance at these meetings IS mandatory. All members and designated administrators are expected to attend these meetings and to be on time.  Each team will have a recorder who will take notes and promptly distribute by the end of each week, the minutes of the meeting to the principal and hall administrator. The team may choose to rotate the responsibility of recorder. Individual teams may select a day convenient for team meetings.  ATTENDANCE IS EXPECTED AT TEAM MEETINGS.
26. PARENT CONFERENCES

The homeroom teacher or team leader will organize all parent conferences for the team.   Conference meeting minutes are to be maintained. Complete the Team/Parent Conference Form which is located in your team notebook.  Meetings should be restricted to twenty minutes.  Be sure to inform the parents of the time limit and focus on the reasons for the conference.  Teams are to keep a phone log of all parent contacts and phone conferencing. Do not schedule conferences during regularly-scheduled meetings, staff development, or assigned teacher-coverage days. After-school parent conferences can be scheduled in appropriate areas other than in classrooms if needed.

27. SCHOOL EVENTS

Staff members are expected to attend as many activities sponsored by the school as they can manage.  These include PTA meetings as well as special productions or athletic events.  Not all meetings are mandatory, but specific ones will require the attendance of everyone.  Teachers who are unable to attend a required event should notify the principal or hall administrator prior to the event.  School night activities will not be scheduled except with the approval of the principal. 

28. EXTRACURRICULAR ACTIVITY SUPERVISION

All faculty members are asked to sign up to supervise three (3) after-school athletic activities for the year.  The athletic director (Mr. Begalle) will keep a calendar of extracurricular activities and the list of teachers that will be assigned to these events.  If teachers run into scheduling conflicts as the year progresses, they may trade responsibilities with colleagues and let the assigned administrator know.  Teachers may be recruited to supervise other extracurricular activities as needed.
29. MASTER CALENDAR

To schedule a special event:

· Check the master calendar in the hall outside the front office. 

· Suggest possible dates and times to the principal in writing. 

· Receive written approval from the principal for the event.

· Inform Mrs. Hill with the approved date by giving her the written approval.

Mrs. Hill will then write the event on the hall calendar, update the web page calendar, and will notify DPS Public Affairs Office if and when necessary.  Note:  No one but Mrs. Hill is to write in an event on the master calendar or call Public Affairs with an announcement.

30. TELEPHONE USE FOR STUDENTS

Before coming to school in the morning, students should make all arrangements regarding after-school pick-up, doctor appointments, early dismissal, sporting events, lunch money, or riding a different bus.  

The administrators ask parents to submit any changes in transportation for students before 12:00PM.

Students have access to the front office phone for emergency calls as the last resort. 

31. HALL PASSES

Students who are out of class are required to have a hall pass signed by the teacher. Teachers must complete passes for all students to include:  student’s name, date, time, destination, and teacher signature.  These self-adhering passes should be clearly visible on the front of the students’ shirts or blouses for easy identification.  (THIS IS AN ABSOLUTE MUST / AND IS NON-NEGOTIABLE).  Teams will assign restroom times for their students.  Elective teachers should not allow students to leave the classroom, unless it is an emergency.  Hall travel should not occur during instructional time.
32. HALLWAY ETIQUETTE

Present, practice, and consistently reinforce, as well as model daily the following transition rules to students on the first day of school: Show respect for all. Walk on the right side of the hall at all times. Walk in a single file when entering the hall with a class. Move silently in the hallways in an effort to maintain the best learning environment for other classes that are in session. If talking must occur, speak in a whisper. No hitting of lockers, walls, doors, or windows is allowed. 

33. LOCKER VISITS

Teams will create a locker schedule for students on their team.  Each grade level needs to take into consideration student traffic and the daily schedule.  Locker visits may be scheduled once in the morning, prior to electives, and at the end of the day.  Monitoring locker visits is the responsibility of the teachers who are supervising the students at the time of the visit.

34. BATHROOM BREAKS

Teachers must escort students to the restrooms.  This should be coordinated on each grade level so there is minimum disruption in the halls.  Encourage students to respect their classmates by being quiet in the halls.  Under no circumstances are students to be given unsupervised breaks between classes.  If emergency trips must be taken, students must have written passes with them. 

35. LUNCHROOM ETIQUETTE

Teachers must escort students to the cafeteria at the scheduled times.  Students should proceed to the lunchroom in a quiet, single file line down the right side of the main hallway.    (See Cafeteria Layout & Schedule on page 34 of Appendix.) 
Teachers are responsible for their classes throughout lunch.  Students must remain seated until time to dispose of their trash.   Teachers will assign students to help clean tables after lunch is over.  No food or drink may be carried from the cafeteria.  All food purchased in the cafeteria must be consumed during lunch.
36. ASSEMBLY PROCEDURES

The following procedures will apply to all assemblies:

· Teachers will check attendance and escort the students to the gym or other designated locations.  Seating will be assigned by team. Teachers will supervise their classes going to and coming from assemblies.

· Teachers will sit with and supervise their classes during the assembly.

· Upon completion of the assembly, teachers will wait until the principal or designee dismisses their section.

· The teachers in whose class emergencies occur will handle them in the assembly, and the students should be taken out the nearest exit.

· In the event of a teacher absence, the above procedures will be handled by the substitute.  Regular teachers will assist in the supervision of those classes whenever possible.
37. SUPPLY REQUISITIONS

A centrally located area is used to store all basic instructional supplies and materials such as paper, tape, pencils, and paper clips for faculty and staff.  Students are expected to bring their own pencils, paper, and pens.  Limited construction paper and poster board are available for in-class assignments.  For homework projects, students need to obtain their own poster board or construction paper.  Supplies are requisitioned through the Peggie Miller.  Supplies will be placed in the mailbox or the classroom as soon as possible.

38. COPIER SERVICES AND GUIDELINES

Githens now has the capability to meet all copying needs with the copiers located in the faculty lounge near the front office.  There is also a transparency copier located in the media center.  All transparency copies must be made with this copier using ONLY the transparencies provided by the machine! Any problems with copiers or a need for more transparencies must be reported to Mrs. Miller immediately.
39. PAPER CONSERVATION:  RECYCLE AND CONSERVE

Paper, toner, and copiers are expensive.  Teachers are encouraged to use front/back sides of paper and use overhead transparencies when possible.  Sometimes students may answer questions on their own paper.  Journals or logs help students organize important class information and help conserve paper. 

40. WORK-RELATED ACCIDENT

In the event of a work related accident, notify the Peggie Miller and complete a DPS Report of Employee’s Injury form to receive compensation.  The form must be completed the day of the accident/injury.  The form does not satisfy the employee’s obligation to file a claim.  Employees seeking medical attention should go to:
Duke Urgent Care - Hillandale Road
1901 Hillandale Road, Suite D Durham, NC 27705



Patient Phone Line: 
(919) 383-4355

Physician Phone Line:   (919) 383-6755

Fax: (919) 382- 8791

Hours: 8:00am-8:00pm 7 days a week, 365 days a year

Duke Urgent Care-South




5716 Fayetteville Road, Durham, NC 27713
(919) 572-1868

Fax: (919) 361-0762

Hours:  8:00am-8:00pm 7days a week, 365 days a year

41. STUDENT ACCIDENT REPORT

A Student Accident Report form must be completed any time a student is injured while on school grounds.  This form is available from Peggie Miller or the front office staff and must be completed by the supervising teacher.  The form must be filled out in its entirety and returned to Peggie Miller before the end of the school day.  
42. ISSUANCE OF KEYS

Teachers will be issued keys for both their classroom doors and teacher workrooms.  Teachers should sign out a key from Peggie Miller on the first teacher workday.  Replacement cost of the key is $3.50.  If you lose your key, notify PEGGIE MILLER immediately.  Keys must be returned to the Peggie Miller at the end of the school year or upon termination of employment at Githens.
43. SALARY/COMPENSATION

Teachers, teaching assistants, ten-month custodians, and ten-month office personnel may receive their pay in 12 equal installments.  The election to receive eleventh and twelfth month installment pay must be made in writing to DPS payroll by each employee prior to the first required workday of the school year.  If the employees are currently receiving installment pay, it is not necessary to send in the written request unless they take a leave-of-absence or go off the payroll for any reason.  No teachers may elect installment pay if their licenses have not been issued and they are receiving substitute pay. 
Teachers are charged with ten (10) days annual leave per year for Winter and Spring Breaks (5 days for Winter Break and 5 days for Spring Break).

STAFF ABSENCES AND SUBSTITUTES

1. ANNUAL LEAVE

Permanent full-time employees earn vacation leave monthly.  To earn vacation leave in a given month, employees must be working or be on paid leave during half or more of their workdays that month. 

Instructional personnel and bus drivers are not permitted to take vacation leave on days when students are scheduled to be in class unless the employees’ absence is due to catastrophic illness and all sick leave has been exhausted.

On June 30th of each year, employees with more than 30 days of accumulated leave will have the excess accumulated leave converted to sick leave so that only 30 days are carried forward to the next fiscal year, beginning July 1st.

The principal must approve requests for annual leave.  Do not assume that annual leave and personal leave requests will automatically be approved.

2. SICK LEAVE

Permanent employees who are working or who are on paid leave for half or more of the workdays in a monthly pay period earn sick leave at the rate of one day per month.

Sick leave may be granted for 1) periods of temporary disability, 2) illness in the employee’s immediate family that necessitates the employee’s attendance, 3) death in the immediate family, and 4) medical appointments.  A doctor’s letter may be required at the principal’s discretion.

The DPS Benefits Office must be notified of all employees who use in excess of ten (10) successive sick leave days.

3. REQUESTING LEAVE AND SUBSTITUTES

It is important to submit a request for leave for administrative approval and contact Rebecca Hughes, the substitute coordinator, as early as possible to secure substitutes for your absences.  Please adhere to the following guidelines:

· Fill out a DPS Leave Request (form BD-16) as soon as you are aware of the future absence and submit to Rebecca Hughes.  

a. Leave Requests for professional purposes should be accompanied by a copy of the conference or workshop agenda if someone else is paying for the substitute.

b. The substitute coordinator will forward your request to the principal, who will approve or disapprove your leave request.

c. A copy of the approved/disapproved form will be returned to you and a copy will be kept in your personnel file.

d. Teachers are responsible for entering absence into AESOP to report an absence and request a substitute if needed.  In addition, teachers must contact Rebecca Hughes (919-493-0348) or Tyra Cohen when Ms. Hughes is absent at (919-672-8459) to report any absence to the school.  
· If your absence is an emergency and your Leave Request form is not filled out before your absence, please fill it out on the day you return and turn it in to Peggie Miller by 8:00 AM.  Copies of the Leave Request forms are kept in the teacher’s lounge near the front office for your convenience.  Please see Peggie Miller when the supply of forms has been depleted. 

· If you come to work sick and a substitute is not available, you are responsible for your class.

Keep in mind that a late call always results in your colleagues having to cover for you.

4.  EMERGENCY SUBSTITUTE PLANS

In addition to regular lesson plans, teachers should maintain FIVE DAYS of emergency substitute plans.  Regular and emergency plans should include the teacher’s schedule, attendance procedures, seating charts, lunch procedure, work for students, any special assignments, and a copy of the Substitute Handbook.  Regular substitute plans must be on file with your hall administrator. If any plans in this folder are used, replace them with new plans upon returning to school.  A folder containing emergency lesson plans for five days is to be turned in to your hall administrator by Friday, September 9, 2011.
5. LONG-TERM ABSENCES REQUIRING A SUBSTITUTE TEACHER

Teachers are expected to have lesson plans prepared for the first five days of an extended absence.  Further, instructional units are to be provided by teachers for all other days of paid leave.  The units will specify content and objectives of the proposed instruction, as well as available resources and proposed timelines, and must be satisfactory to the principal.  Teachers, at their option, may provide daily lesson plans beyond the first five days of extended absence.

In long-term situations, the principal may use other staff to assist the substitute teacher in developing lesson plans from identified instructional units if the principal finds such assistance necessary and/or advisable. 

6. COVERING A CLASS

Due to the short list of substitutes, all teachers may be called upon to cover a class period during the school day.  Teachers will be notified in person if they are needed to cover a class.  When covering a class during home base, the teachers assigned to cover are responsible for submitting the attendance to the NC WISE Data Manager by 8:30 AM.
STUDENT ATTENDANCE 

1. ATTENDANCE POLICY

Students must be in attendance at least one-half of the school day to be considered present.  A full day is 7:30 AM to 2:20 PM.  Students leaving school before 11:00 AM (or the equivalent of three complete class periods) and not returning will be considered absent for the day.  On the day following the absence(s), students are required to give their excuse notes to the homebase teachers to be sent down with the attendance sheets.  These notes must be turned in DAILY to the NC WISE Data Manager.  Teachers are to record on the notes whether the absence is excused or unexcused.  Every absence will be considered unexcused until a note from the parents/guardians or an excuse through the principal’s office is received.

2. HOMEBASE ATTENDANCE PROCEDURES

Attendance must be completed in NC WISE no later than 8:30.  Teachers are responsible for making sure that the attendance is completed by this time.  Due to state accountability laws, it is imperative that this information be recorded accurately.  An automated message will be sent to the parents/guardians of students not in attendance daily.    The message will instruct parents/guardians to submit excuses and/or discrepancies pertaining to the students’ absences to homebase teachers. 
Excuse notes must be turned in to the NC WISE Data Manager daily.  
Absences will be classified as excused or unexcused by the teachers.  Teachers should indicate on the student note if the absence is excused or unexcused, initial it, and submit with the attendance sheet for the day.  If the absence cannot be determined as excused or unexcused by the teacher, the principal will make the decision and the teacher will be notified.  

For the first ten (10) days of school, please follow the procedures below:

Attendance will be taken on a Daily Utility sheet as well as an E1 sheet provided to teachers by the NC WISE Data Manager.  E1 sheets and the Daily Utility sheets should correspond accurately.  Homebase changes will not occur for any reason until after Day 10.  

See Handout.
3.  ATTENDANCE FOR FIELD TRIPS

Prior to the field trip, a list of participating students should be given to the hall administrator, the NC WISE Data Manger, the front office receptionists, the bookkeeper, and the teachers whose classes the students will miss. On the day of a field trip, the sponsoring teacher should take attendance from this list, mark present, and submit the attendance sheet to the NC WISE Data Manager before leaving school.

 4.  ABSENTEE REPORTS
The NC WISE Data Manager will generate an Absentee Report each day for students who were absent that day.  Copies of the report are located at the staff sign-in podium/shelf.  If a student appears on the Absentee Report, but was present for at least one-half of the school day, send a note to the NCWISE Data Manager to correct it in the attendance database.

 5.  EXCUSED AND UNEXCUSED ABSENCES

Absences are of two types – excused and unexcused.  Excused absences are defined by the state as the following: 

· Illness or injury that makes the student physically unable to attend school.

· Quarantine or isolation ordered by the State Board of Health.

· Death in the immediate family.

· Medical or dental appointment.

· Participation as a party under subpoena as witness in a court proceeding.

· Observance of an event required or suggested by the religion of the students or the students’ parents.  This requires prior approval from the principal.

· On rare occasions an absence may be excused, with prior approval from the principal, for participation in a valid educational opportunity.

Unexcused absences are those for which there is no legitimate reason (e.g., truancy). It is the students’ responsibility to make up work regardless of the reason for the absence.  

Any absence not meeting the requirements of an excused absence shall be an unexcused absence.  Parents will be notified of unexcused absences as follows:

· After the third unexcused absence, an attempt to contact parents by phone within three school days.

· After the sixth unexcused absence, an attempt to contact parents by mail indicating the possible violation of NC Compulsory Attendance Law.

· After the tenth unexcused absence, parents will receive a certified letter indicating that the parents may be prosecuted or that the principal may file a complaint with the juvenile court.

Students that accumulate a number of unexcused absences must attend truancy court with their parent/guardian.

6.   MAKE-UP WORK

All make-up work for absences must be completed within a time period of one day for each day absent (for absences from one to three days), or two days for each day absent (for absences exceeding three days). 

Homework assignments may be requested when students miss two consecutive days through guidance counselors.  Teachers are allowed 24 hours to gather make-up work assignments and return all materials to the guidance office to be picked up.  

7. NCWISE ATTENDANCE 

Keep accurate attendance for all classes during the school year. AN ATTENDANCE BOOK IS AN OFFICIAL DOCUMENT.  Attendance records can be printed through NCWISE and kept by all teachers in their classroom.
8.   STUDENTS SKIPPING CLASS

Students who are missing from class, but are present for homebase should be reported to an administrator.
GRADING AND EVALUATION

1. GRADES  

Teachers will maintain grades for students in their grade book and in NCWise Gradebook.  Grades for students will be clearly labeled as to what was graded (i.e., homework, unit test, project, quarter grade, final grade). Students and parents need to know how grades are determined in each class.  Please share your system with them during your curriculum information at the beginning of the course.  Grade level content areas are expected to have the same or similar weighted percentages for assignments, projects, and assessments.  Student behavior should not affect student grades.

Report cards will be issued to students at the end of each nine-week period using the following grading scale:

               93 – 100 = A      85 – 92 = B     77 – 84 = C     70 – 76 = D     0 – 69 = F

Do not record grades lower than 60 on report cards (as indicated in the NCWISE list of comments).  

2. GRADE BOOKS 
All grade reports should be kept using NCWISE.  A GRADE BOOK IS AN OFFICIAL DOCUMENT.  Grades should be printed from NCWISE and submitted at the end of the school year.
3. SCHEDULING

Every effort has been made to honor student and parent requests of those who submitted a registration form before the end the previous school year.  The administrators placed students who did not turn in a registration form before the end of school into classes. During the first ten days of school, the only changes made to student schedules will be those resulting from a conflict in scheduling or those students misplaced because of AIG or special needs.    

Due to large class sizes, adjustments will be made during the third week of school.  In some cases, adjustments cannot be made because of availability in a course in conjunction with the students’ needs.  In those cases, students have been assigned as evenly as possible. 

No changes should be made to a student’s schedule (this includes movement among teams) without following proper procedure.

· A guidance counselor must complete a schedule change form. 


· A reason must be given.

· The form should be placed in the office door of the NC WISE Data Manager.

· The change cannot take place until Ms. Cohen has initialed the form and a copy is placed in the counselor’s and  homebase teacher’s box.

NO student should be moved until the correction has been made in NC WISE.  For safety, attendance, and academic accountability, the NC WISE database must accurately reflect each student’s schedule. 

4. INTERIM REPORTS/REPORT CARDS

Interim Reports must be issued to all students every three weeks each quarter and report cards at the end of each quarter.  More frequent progress reports are encouraged. 

Progress Reports Distribution Dates

1st Quarter 



September 15


October 6
2nd Quarter



November 29


Januatry 5
3rd Quarter



February 14


March 8
4th Quarter



April 24


May 15
Report Cards Distribution Dates

1st Quarter



November 2
2nd Quarter



January 26
3rd Quarter



March 29
4th Quarter



June 13 (mailed)
5. PROMOTIONS AND INTERVENTION  (SB Policy 3225.2)

Promotion is based on many factors.  In order to be considered for promotion to the next grade, students normally must pass five of six units, which must include language arts and mathematics.  Other data considered in the promotion decision include:  EOG Math and Reading test scores, attendance, effort and improvement in course work as judged by grades, and student portfolio of work. 

6. STUDENT PORTFOLIOS

The formal portfolios, which move with students from grade to grade, should have examples of work from all classes if possible, certainly all core classes.  It is best to have student-originated work (e.g., essays and projects) rather than just worksheets and tests.  The ultimate use of the portfolio may be to determine whether students move to the ninth grade.  The panel in that case will be looking for growth over time and an ability to perform at a higher level, not simply to answer simple recall questions.  Team leaders will keep these on file and will also include PEP (Personal Education Plans) for all Level I’s and II’s in the portfolios.


All teachers should contribute 3 - 8 items. These work samples are to be filed by the teacher providing the samples by the end of each quarter.  The Language Arts teachers should include the exemplar papers among their samples.  Portfolios should include examples of work over time (please date all work) and of different types.  Possible examples of work to include would be math tests or projects, social studies reports or essay question responses, science labs or reports.  The total portfolio for a grade level should have 15-25 examples of work.  Each team should provide a sample folder with exemplars (delete any identification for comparisons to the work in each portfolio).

If students have done no work, then include a statement that the students failed to complete their assignments.  If an assignment is not self-explanatory (a lab or a book report), include a description of the assignment.

7. LONG-TERM ASSIGNMENTS

Long-term assignments require planning ahead, budgeting time, independent research, or creative expression commensurate with needs and skills of the students as they progress through the grades.  Periodic checks must be made by the teacher to insure that the students are making satisfactory progress.  Emphasis should be on a few well-done, long-term assignments.  Team teachers should make an effort at the beginning of the year to coordinate scheduling of long-term assignments so that they occur at different times during the year.  The purpose of the assignment and its relationship to the present unit of study should be clearly stated.  Good and poor end products from previous years should be used as examples in assigning projects.  Examples should be used to emphasize teacher expectations in regard to neatness, quality, grading criteria, and unacceptable work.  Specific dates should be clearly pre-established for periodic checks on student progress.  Students’ work should be given some kind of evaluation on these dates.  Initially, time should be given in class for explaining the procedures and establishing ample ground work for completion of the project. Time could possibly be given in class before the final due date for the purpose of organizing and analyzing the research materials.  Students should know in advance the amount of work that is required to receive a desired grade.

8. HOMEWORK

Teachers are encouraged to assign and provide feedback on homework.  Homework is for practice, and should not be used to introduce new concepts unless using the “flipped classroom” method.
In general, homework should be:

· A continuation and an extension of the class instruction.  It should be assigned regularly and on a level appropriate for the students.  Homework should help develop responsible students, self-directed learners, improve academic achievement, and provide reinforcement opportunities.

· Planned carefully so students may participate in valuable experiences that may be available outside the school

· Done by students outside of school hours
· Weighted no more than 15% of a students’ total grade   

Students are asked to have a planner as part of their school supplies.  Students must write their assignments down on a daily basis.  Long and short-term assignments should be written in the planner.  Test grades and notes from the teachers/or parents can be written in the planner.  Parents and teachers should view planners as an important means of communication.  

If there are times when students have difficulty writing down assignments as requested, then the teacher and parent may opt to sign planners on a daily basis.

9. TEST DAYS

Team member should communicate with each other in order that students set priorities when studying and alleviate the stress of being overloaded with more than one test per day.
10. TEST CALENDARS

Test calendars will be developed for SGAs,  Curriculum Assessments and all end of year tests according to the DPS schedule.  Each schedule will be emailed to the entire school one week prior to the start of testing.
DISTRICT POLICIES

1. CODE OF ETHICS AND STANDARDS OF CONDUCT (Policy 5100)

Each employee is responsible for both the integrity and the consequences of his or her actions.  Each employee must exhibit the highest standards of honesty, integrity, and fairness.  Employee conduct should be such as to protect the person’s integrity and/or the reputation of the school system.  Employees shall perform their jobs in a competent and ethical manner without violating the public trust or applicable laws, policies, and regulations.

2. COPYRIGHT (Policy 3060)

The Durham Public Schools Board of Education recognizes that federal copyright laws (U.S. Code, Title 17) exist to protect the rights of copyright holders.  Accordingly, the Board of Education accepts the federal statutes pertaining to copyright and concurs with the Fair Use Doctrine.  The Board further mandates that its employees observe the restrictions set forth in these laws as well as the guidelines pertaining to fair use and other copyright issues developed by the administration.

3. USE OF VIDEOS (Policy 3045)

Videos may be an integral part of the curriculum and require prior approval.   Movies or videos should be for instructional purposes only and consistent with the Standard Course of Study.  Use of movies or videos for entertainment or reward purposes violates this policy and may violate copyright laws.  

4. INTERNET ACCEPTABLE USE BY EMPLOYEES (Policy 5150)

Acceptable uses of technological resources are limited to activities that support learning and teaching, except when otherwise specifically authorized by the Superintendent in the best interest of the school system.  Use of technological resources should be integrated into the educational program.  Technological resources should be used in teaching the North Carolina Standard Course of Study and in meeting the educational goals of the Board.  Teachers are encouraged to further incorporate the use of technological resources into their lesson plans.

This policy applies to students and employees (including teachers, administrators, and staff), as well as other users who are expressly authorized by the Durham Public Schools to use school system technological resources, including, but not limited to, Board of Education members, contractors, consultants, and temporary workers.
The Durham Public Schools’ computer resources are intended to be used for business purposes only.  These computer resources are not to be considered a substitute for an employee’s home computer and/or Internet connection.  All electronic data files stored or transmitted on Durham Public Schools’ computer resources are considered Durham Public Schools’ records.

As a condition of initial and continued employment, all employees shall sign a statement indicating that they understand and will strictly comply with Acceptable Use policy.

5. STUDENT HEALTH/ADMINISTRATION OF MEDICATION (Policy 4400)

The Durham Public Schools Board of Education discourages administration of medication to students during the school day when medicine could be taken outside of school hours.  Students will be given medication during the school day only with precise attention to the regulations of this policy.  The policy covers over-the-counter medication as well as prescription drugs, including oral, topical, inhaled, or injected.

Students are discouraged from self-administering medication during the school day.  In cases when students do self-administer medication during the school day, Durham Public Schools normally will assume no responsibility.

4400.1 Responsibility of the Parent/Guardian

A. To inform the student’s authorized health care provider physician of the Durham Public Schools Medication Policy and secure from him/her a completed and signed “Request for Medication to be Given During School Hours” form.

B. To supply prescription medication to the school in a container labeled by the pharmacist or in the original container for over-the-counter medication labeled with the child’s name.

C. To provide an emergency information plan (to be kept in the child’s folder, flagged for easy identification) when medication is to be administered in emergency situations

D. To follow these procedures at the beginning of each school year and each time the student transfers to another school in the system.

4400.2 Responsibilities of the School Administration or Designee

A. To inform parents/guardians and students of the Durham Public Schools Medication Policy so that:

1. Appropriate school personnel are informed about each medication order;

2. The proper dosage is given to the student and recorded on the Durham Public Schools Medication Administration Record;

3. The medication is kept in a secure location;

4. Unused medication is held for parent/guardian pick-up for one week after the end of the school year or after the child withdraws from the school.  After that time, designated school personnel with an observer will discard the medication and document that such action was taken.

B. To inform the students that sharing their medication with other students is prohibited, and considered a very serious offense.

C. To see that staff persons are assigned the responsibility for security and/or administration of the medication.  A back-up person shall be designated should the person designated be absent.

D. To document the administration of medication to the student on the Medication Administration Record.

4400.3 Responsibilities of the Students

Students should know and follow the regulation(s) of this policy and the Code of Conduct prohibition on sharing medication with other students.

6. SMOKE-FREE SCHOOL FACILITIES (Policy 2210)

The Board of Education recognizes that the use of tobacco products is a health, safety and environmental hazard for students, employees, visitors and school facilities.  The Board also acknowledges that adult employees serve as role models for students and that the Board’s acceptance of any use of tobacco products implies school approval, if not endorsement, of such use.  In addition, the Board recognizes that it has an obligation to promote a healthy learning and working environment, free from unwanted smoke, for students, employees and visitors of the school system.

Accordingly, the Board enacts the following:

2210.1 Students may not posses, display, or use any tobacco product at any time on school premises, including school vehicles, or while participating in school-sponsored events.  This restriction applies on all school system property and at all times, even when the individual is on school grounds as a visitor or spectator.

2210.2 No employee or visitor shall be permitted under any circumstances to use tobacco products in or on the grounds of any facility owned, leased or contracted by the Durham Public Schools.

For the purposes of this policy, “tobacco product” is defined to include cigarettes, cigars, pipes, chewing tobacco, snuff, and any other items containing or reasonably resembling tobacco or tobacco products.  “Tobacco use” includes smoking, chewing, dipping or any other use of tobacco products.

7. EMPLOYEE DRESS CODE (Policy 5105)
All faculty and employees of the Durham Public Schools serve as role models for students with whom they work and as leaders in the community.  Consistent with these roles, all faculty and employees will dress in a manner and have an appearance that is appropriate and professional in light of their job duties and work environment.

FINANCIAL ACCOUNTABILITY

1. RECEIPT PROCEDURES

All staff members who will be collecting money will be issued a DPS pre-numbered receipt book by the school bookkeeper.  Another receipt book will be issued only when the first one has been completed and turned in to Peggie Miller.  All receipt books issued must be accounted for at the end of the school year. 

Use a receipt book to account for all money collected.  As money is collected, prepare a receipt, give the white copy to the students and retain the yellow and pink copies in the receipt book.  If an error is made in writing a receipt, do not write over the incorrect amounts.  Write “VOID” on the original and duplicates and retain all copies in the receipt book.  If a duplicate receipt is dim or illegible, do not write over any information.  Enter information above or below and initial.  This will avoid the appearance that the receipt has been altered in any manner.  Fill out the receipt completely.  Indicate if the money collected was cash or check (if check, include the check # on the receipt).  Indicate on the receipt the account to which the money is to be deposited, i.e. textbooks, athletics, etc.  Use a ballpoint pen and press firmly. 

Exceptions:  (1) Yearbook Sales – Money collected for yearbook sales should be brought to the yearbook advisor who will write a receipt for the student and turn the money in to Peggie Miller to be deposited.  (2) PTA Fundraising Projects – The PTA will be solely responsible.  Money will not be receipted by the teachers and will not be deposited into the school bank account.  (3) Picture Sales – Money collected for pictures sales should not be receipted by the teachers and will not be deposited into the school bank account.

2. DEPOSITING MONEY

DPS may not maintain separate bank accounts for money received from students or patrons for any reason.  All money must be properly accounted for from the time of receipt until deposited into the Individual School Account.  The only exception is as follows: A faculty representative will be allowed to maintain a bank account for the purpose of depositing money collected from the staff to be used for cards, flowers, and gifts in the event of death, sickness, weddings, births, etc.

Teachers should turn in daily money collected during any given day to Peggie Miller by 12:00 noon.   Money must not be held in a desk drawer until the next day.  At the end of the day, summarize the receipts in the receipt book by account number and prove the money to be the total of the receipts.  Money wrappers will be provided by Peggie Miller.  Roll coins if there is a full roll and bundle $1.00’s (all turned one way) in bundles of $50.00.  Complete a Deposit Ticket.  Take the money, Deposit Ticket, and the receipt book to Peggie Miller.  Use the brown envelope, which has been provided.  Collections will be processed and deposited and receipts will be stapled to the corresponding receipts in the receipt books, maintaining a perpetual audit.

3.  PURCHASES

Most purchases are for budgeted instructional materials, equipment, and supplies.  Department chairs, team leaders, and other budget managers, submit requests, which are incorporated into each year’s budget.  Budget managers know at the beginning of each year the amount that they have to spend.  All purchases should be made as early in the year as feasible so that teachers and students have the benefit of their use for the majority of the year.  
Under no circumstances are purchases to be made without prior approval from the principal’s office.    

· PURCHASES FROM OUTSIDE VENDORS 

    
Purchases less that $2,500:

1. Fill out a Requisition form (located in the faculty lounge) and submit for Peggie Miller’s review and the principal’s approval. Peggie Miller will return the APPROVED form to the teacher.

2. The bookkeeper will key in the requisition and notify the teacher when he or she can shop for the materials.

3. Return the order form or invoice into Peggie Miller to process the payment.

4. WHEN RECEIVING THE ORDER, NOTIFY Peggie Miller of items received or discrepancies and turn in all paperwork received from vendor.

5. If there are requests for funds for registration and mileage, use a BD-02 form. Receipts must be attached.  Turn this information in to Peggie Miller.  Payment will be mailed directly to the teacher.

          Purchases greater than $2,500:

1. Fill out a Purchase Order Request form with supporting documents and submit to Peggie Miller for review and the principal’s approval.

2. DO NOT PLACE AN ORDER; Peggie Miller will place the order or give instructions for the next steps.

· PURCHASES FROM FUND 6 – WORKING FUND ACCOUNT

Under no circumstances are purchases to be made without prior approval from the principal’s office.  Fill out a Purchase Order Request form and submit it to Peggie Miller for processing and the principal’s approval.  After approval, when the purchase is made, use Request for Check form to request payment. The original invoice reflecting the exact amount of the purchase must be attached to the Request for Check form and returned to Peggie Miller.

To be reimbursed for a purchase made (with prior approval), attach the receipt to the Request for Check form and give it to Peggie Miller.  The reimbursement check will be prepared, and Peggie Miller will notify the faculty member when it is ready to be picked up. Peggie Miller will request the signature of the individual picking up the check.

4.  FUNDRAISER PROCEDURES

Approval from the principal is REQUIRED prior to any fundraiser activity.  A Request for Fundraising Project form should be filled out and presented to the principal.  A copy of all information pertaining to the fundraiser should be attached to the form when submitted to the principal.  Information should not be handed out to students until approval has been given.

Peggie Miller needs the original copy of the request form and copies of any information sent home with the students about the fundraiser.  This information should clearly indicate a beginning and an ending date for receiving money for the fundraiser.

Money should be receipted and turned into Peggie Miller daily.  

A Summary of Fundraising Activity form should be completed and turned in with a Check Request form for payment to the vendor.  A check for payment will not be issued until after the Summary of Fundraising Activity form is completed and turned in to Peggie Miller.

The only exceptions to this fundraising procedure are the PTA Fall Fundraiser and pictures.  We do not receipt for these funds.

5.  FIELD TRIPS

All field trips must be planned by the individual team or grade level.  Field trips must meet specific educational needs and be planned in advance. The team/grade must submit a Field Trip Plan to Peggie Miller to include the field trip destinations and dates. Peggie Miller will forward this plan to Dr. Butler and the field trip committee for final approval.  

*End of Year Field Trip will be on May 25, 2012.  All payments must be received by April 27, 2012.  No refunds will occur after May 11, 2012, because tickets have to be purchased and paid for prior to date of the trip.*
To line up field trips, the sponsor needs to arrange the destination activities and transportation. Teachers may use DPS Activity buses, Yellow School buses, or DPS Approved Charter buses. If DPSSB or GMS activity buses are to be used, see Peggie Miller for a Transportation Request form (Form TR-08). If Charter buses are to be used, arrangements must be made with the bus company. No field trips will be taken two weeks prior to the EOG testing period and only charter buses can be used for trips following the testing period. 

Please review the following procedures:

· If using the DPS or GMS buses, a Transportation Request form must be submitted to Peggie Miller one month prior to the scheduled trip.  This allows sufficient time to obtain bus drivers if needed.

· If DPSSB (yellow school buses) are used, buses cannot leave prior to 9:35 AM and must return no later than 1:45 PM.

· The following rates apply (these rates are subject to change):  

· DPSSB (yellow buses) - $1.95 per mile

· Activity Bus (white buses) - $1.25 per mile

· Bus Driver - $18.50 per hour

All field trips require parental consent forms be signed by parents. Check Requests for the destination activities and/or charter buses must be submitted to Peggie Miller two weeks before the field trip.  Invoices must be attached to check requests.
· Two weeks before the field trip, collected money for the activity and buses will be turned in to Peggie Miller. Notify the cafeteria manager or assistant if students will not be eating in the cafeteria. 

· One week before the field trip, the sponsor should (1) check with Peggie Miller to see if checks have been processed to make sure buses are scheduled, and (2) notify other teachers if students will be absent from their classes.

· On the day of the field trip, signed, alphabetized Parental Consent: School Trips or Athletic Events forms should be given to Peggie Miller.

· After the field trip, sponsors should turn in a Field Trip Summary form for DPSSB (yellow buses) or “GMS Activity Bus Mileage” forms to Peggie Miller.

If the GMS Activity bus is used, please have the driver complete the necessary paperwork and submit it to Peggie Miller. 

5.  CONTRACTED SERVICE REPORT

A Contracted Services Report (Form BD07 – DPS 1099 Documentation Form) must be completed for any person who has been employed as an official for an athletic event, DJ for a dance, etc.  The information requested on the BD07 is necessary for processing tax information for the IRS.

 APPROPRIATE BEHAVIOR
1. GENERAL EXPECTATIONS

All students who attend GMS are capable of appropriate behavior.  No students will be allowed to endanger the safety of other students or disrupt learning by inappropriate behavior.  

The academic and social expectations for GMS students are high.  Respect for instructional time and a healthy learning environment are essential to the learning process.

Students are expected to display appropriate behavior at all times; in the classroom, hallways, restrooms, cafeteria, gym, parking and bus lots, and at all school sponsored events.  All staff members have authority over all students regardless of place.  Students are expected to respect this authority.

Teachers have the direct responsibility to establish a classroom atmosphere, which is conducive to the learning process.  When students interrupt this process, a teacher may involve the parents/guardians in the situation.  If all teacher efforts prove ineffective, students should be referred to the Student Support Team for evaluation and/or to the appropriate administrator for disciplinary action.

When students are sent to the office, several different approaches may be used in an effort to affect a behavior change.  All students must understand that they will have to accept the consequences of making unwise choices in behavior.

At the beginning of the school year, students will be issued a GMS Student Handbook and a DPS Parent/Student Policy Handbook, which contains the DPS Code of Student Conduct.  Students and parents are expected to familiarize themselves with these documents. (Discipline Behavior Plan is in Appendix 36).
Interventions may range from warnings to recommendations for long-term suspension.  In all cases involving discipline and consequences, students have due process rights and every effort will be made to contact parents.

2. CLASSROOM RULES

All teachers must post their rules in their classrooms.  These should become routine expectations for daily operations.
3. TARDIES

If students arrive late to class with a pass, the receiving teacher should excuse the tardy.  If the students arrive without a pass, the tardy is unexcused.  ALL STUDENTS MUST BE ADMITTED TO CLASS.  NEVER SEND STUDENTS BACK INTO THE HALLS TO TRACK DOWN SOMEONE TO OBTAIN A PASS.   Teams and individual teachers will decide the consequences for tardiness.  In general, students will not be referred to the office for tardiness.

4. AFTER-SCHOOL DETENTION

If a team or grade implements an after-school detention, parents must be notified at least a day in advance if students are to be detained at school.  Teachers are responsible for the after-school supervision of detentions and must remain on location until all students are picked up.   

5. DISCIPLINE REFERRALS

All discipline referrals to the office must be written on a Discipline Referral form and given to the appropriate assistant principal.  The referral should be written in legible and specific language, emphasizing factual observations. The hall administrator should be contacted immediately to help resolve the problem.  Do not include other student’s name in the narrative and do not include assumptions or prior offenses in the referral or information regarding names of other students (unless involved in the incident (i.e fighting, verbal confrontations)).  Be specific and as detailed as possible.
Parents will receive a copy of the referral and the teacher will receive a copy with a notice of action taken by the administrator.

6. DRUGS

All faculty members are expected to act promptly if there is a question about a student’s behavior.  In such cases where there is a suspicion of drug activity, request an administrator to come to the room to escort the student to the office.  It will not be possible to pinpoint what caused unusual behavior every time, but each staff member’s willingness to “check it out” will help to minimize the problem.

7. SEARCHES

Teachers are to notify an administrator if they think there is a need for searching students and their belongings.  TEACHERS MAY NOT CONDUCT SEARCHES.
8. EXPECTATIONS AND RULES

The following expectations and rules are stated in the GMS Student Handbook/Planner for GMS expectations and highlights of the Code of Policies and Discipline.  The dress code applies to students and faculty also. In order to maximize time on instruction and to maintain a safe and orderly environment, these rules are enforced. Students violating school board policies or GMS’ rules will be disciplined according to the severity of the misconduct and/or accumulated incidences of referral. Please see the DPS Parent/Student Policy Handbook for a full explanation of the code. 
· Follow classroom/school rules

· Respect others

· Use appropriate language

· Wear appropriate clothing:

· Inappropriate attire includes:

· Clothing worm in such a manner as to reveal underwear, cleavage or bare skin between the upper chest and mid-thigh

· Spaghetti straps, strapless tops or halter tops

· See-through or mesh garments

·  Trousers, slacks, shorts worn below the waist level

· Clothing that is excessively baggy or tight

· Skirts or shorts shorter than mid-thigh

· Bedroom slippers or bare feet

· Sunglasses worn inside school building

· Hats, caps, hoods, sweat bands, bandannas or other head wear worn inside school building

· Other articles of clothing that is physically revealing or provocative

· Inappropriate behaviors include:

· Cheating

· Class/event disruptions

· Horseplay or fighting

· Assembling in the hallways

· Misuse of the internet and e-mail

· Tobacco products/lighters

· Drugs or alcohol

· Theft

· Vandalism of personal and school property

· Threats of any kind

· Sexual harassment
· Weapons (guns, razor blades, knives, etc)

· Bullying

· Electronic Devices and other unauthorized Articles

· I-pods

· Cell phones

· Headsets

· Mp3 players

· Laser pointers

· Electronic games

These items will be confiscated and returned to parents only. A second violation will result in confiscation until the end of the school year.

GITHENS MIDDLE SCHOOL EMERGENCY PROCEDURES

1. FIRE DRILL PROCEDURES

· NC General Statutes mandates that a fire drill is conducted in the first 10 days of the school year and then once a month thereafter.
· A fire drill is initiated by the sound of an intermittent buzzer. When this sound is heard, everyone is to exit the building in a prompt, safe manner following these procedures:
a. Close all windows.

b. Turn off classroom lights.

c.  Close all doors.

d.  Exit the building in accordance with the posted fire exit routes.

e.  There should be no talking during the drill.
f.  In the event of an actual fire, follow these procedures immediately:

g. Pull down the white lever of any alarm station.

h. Notify the office.

i. A regular bell will be sounded to end the drill and alert teachers to escort students back into the building.

j. Teachers must take class attendance after evacuating the building.

· Fire Drills will be scheduled once a month throughout the year in consideration of testing, weather, and other factors.

· Fire Drill “B” is the other drill in which the building should be evacuated.  This drill would be used in the event of a bomb threat.  The following procedures should be followed:

a. An announcement that Fire Drill “B” mode is in effect should be made over the intercom.

b. Teachers should scan the room to insure there are no suspicious items visible.
c. Place a green card (safe conditions) or a red card (suspicious conditions) in the door window (or just outside your doorway if there is no door window) and on the outside window facing the courtyard.  Keep the yellow Emergency Action Guide folder with red/green cards in the desk drawer for quick access.
d. Lead students out of the building just like a regular fire drill.
e. No cell phones or walkie-talkie radios will be used during this drill.

f. A regular bell will be sounded to end the drill and alert teachers to escort students back into the building.
g. Teachers must take class attendance after evacuating the building and upon the return to the classroom.
(See Fire Drill Exits on page 38 of Appendix.)  

2. INTRUDER ON CAMPUS DRILL

All teachers will receive a yellow “Emergency Action Guide” folder to be returned at the end-of-the-year, which will include the following:

· Emergency Action Guide from DPS Environmental Health and Safety Office.

· Red (2) and green (2) cards.  One to be placed in the classroom window facing the courtyard outside and the other to slide under the door into the hallway or place it on the window facing the hallway.

· Student Accounting Sheet.

· Student Release Form.

The following are procedures to use in this drill/emergency situation: 

· When there is an intercom announcement saying, “SECURE YOUR CLASSES IMMEDIATELY,” you should turn off lights and lock the door immediately.
· There should be NO TALKING that a possible intruder could hear from the hallway.

· Classrooms with windows in their doors should have a strip of paper to cover the windows with and just slide the red/green card under the door into the hallway.

· The receptionist will lock the front door to the office area. All other office staff should lock their door and turn off their lights.

· The following staff will be responsible for securing the outside doors of their respective buildings (do this first as soon as the announcement is heard):

Office


Peggie Miller

Hall A


SRO
Hall B


Jack Butler
Hall C


Gwendolyn Wilson

Trailers (T1-T5)

Off Duty Officer


Trailers (T6-T9)

Off Duty Officer
Gym


Timothy Campbell
Cafeteria


Vickie Wright

Media Center

Elizabeth Eubanks
3. TORNADO ADVISORY PROCEDURES * depending on time of day evacuation may change
If the signal for a tornado sounds, take cover immediately.  Because the building has many window and glass areas, special care must be taken to avoid being in a place where flying glass could be a problem.  There are also a number of outside walls that may not withstand the hit of a tornado, so it’s important that we DO NOT choose such a wall when seeking a safe spot.  Inside walls, especially those with plumbing pipes in them, are the best.   Please read this entire section to have a good idea about where the class should go in case there is the possibility of a tornado.  Make a copy of this and post it where students will see it.

The following procedures will be followed for severe weather situations:

· Go over with all classes the difference between a “tornado watch” (conditions are favorable for tornadoes to develop) and a “tornado warning” (a tornado has been sited in the area).
· When the office receives information of a tornado warning, an announcement will be made and /or a repeated series of three short rings of the regular bell system.   Move the class to the designated shelter area (see list of Safe Locations below). Remember, students should face the wall, kneel down in a crouched position, and place their hands over their heads. There should be no talking during this emergency.

· An announcement will be made when it is safe to return to the classroom.

The following is a list of Safe Locations during a tornado advisory for students, faculty, and staff:

· Office Suite – Close all doors and get against the inside counter and wall or go to the nearby restroom.

· Guidance – Go in the vault in the guidance office.
· Media Center  - Go to Cave Lobby (center space)
· The Cave – In center space or Exceptional Children’s office away from window.

· Halls A, B, C – End doors should be closed.  Have students crouch down in the long hall areas between rooms.  Do not worry about everyone being against a wall.   Students should be “packed in” these areas.  Do NOT use the locker areas because of the skylights overhead.  Do not go past the gates because of the danger from the glass beyond that point.  Restrooms may be used also.
· Fine Arts Hall:  Report to hall of grade level currently in electives.  End doors should be closed.  Have students crouch down in the long hall areas between rooms.  Do not worry about everyone being against a wall.   Students should be “packed in” these areas.  Do NOT use the locker areas because of the skylights overhead.  Do not go past the gates because of the danger from the glass beyond that point.  Restrooms may be used also.
· Applied Arts Hall:  Elective classes report to hall of grade level currently in electives.  End doors should be closed.  Have students crouch down in the long hall areas between rooms.  Do not worry about everyone being against a wall.   Students should be “packed in” these areas.  Do NOT use the locker areas because of the skylights overhead.  Do not go past the gates because of the danger from the glass beyond that point.  Restrooms may be used also.
a. AA1:  Go across the hall to AA2.
b. AA2: Remain in classroom.
· Gym/Health Room– Report to hall of grade level currently in electives.  End doors should be closed.  Have students crouch down in the long hall areas between rooms.  Do not worry about everyone being against a wall.   Students should be “packed in” these areas.  Do NOT use the locker areas because of the skylights overhead.  Do not go past the gates because of the danger from the glass beyond that point.  Restrooms may be used also.

· Cafeteria – Report immediately back to your grade level hallway and follow advisory procedures.

· Trailers:  Follow Procedures posted in the mobile units.
4. POWER OUTAGE

· If a power outage occurs, communication will be through a runner from the office or an administrator as needed.

· Students will remain in the classroom until given instruction. They should not move to another class or lunch until given notification to do so.

· If the outage occurs during standardized testing, stop the test, note the time, and wait for the power to return to resume test.  (The time without power will be added to lengthen the testing time)

5. SITE EVACUATION PROCEDURES

In the event of an emergency that requires our campus and surrounding area to be evacuated, the following procedures will be followed:

· If time permits, a written alert status message will be sent to each classroom. At that time, review the Emergency Site Evacuation Bus Assignment page of the handbook and wait for further instruction.

· If necessary, the announcement will be made over the intercom, “A situation exist which requires all students to report to their Core I/Homeroom at the end of this announcement. Students are to report directly to their homeroom without going by their lockers. Students should now quietly and quickly go to their homeroom to await further directions.”

· Next, if necessary, another announcement will follow, “We have received notification to evacuate Githens Middle School due to an emergency. We will implement evacuation procedures immediately (if this is only a drill, we will announce “This is a drill”).  All students are to remain with their current teacher until further instructions are given. Teachers need to check class rolls for absences and send names of absent students and their grade level to the office.”

· Finally, when transportation is in place, the last announcement will be made, “Buses have arrived on campus and we will be boarding them when the specific loading area is announced. Teachers please escort your students to the announced bus loading area”.  (Bus loading areas will be dependent on the particular emergency, but we will attempt to make it just like a regular afternoon dismissal. 
FINAL REMINDERS

· Remember the faculty’s example and demeanor will be critical to keeping students calm in various emergencies.

· ALL contact with media is handled through the Public Information Office.
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DURHAM PUBLIC SCHOOLS

2011-2012 TRADITIONAL CALENDAR

AUGUST
12 
F 
New Teacher Orientation 



REVISED 7/5/11
15-16 
M-T 
New Teacher Orientation

17-19 
W-F 
Teacher Workdays

(Friday, August 19 – District Professional Development Day)

22-23 
M-T 
Teacher Workdays

24 
W 
Teacher Workday

25 
Th 
FIRST DAY OF SCHOOL FOR STUDENTS
SEPTEMBER 5 
M 
Holiday for Students and Teachers [Labor Day]

14 
W 
PLC Two Hour Early Dismissal
OCTOBER 
12 
W 
PLC Two Hour Early Dismissal

27 
Th 
End of first grading period

28 
F 
Student Vacation/ Teacher Workday*

31 
M 
Beginning of second grading period
NOVEMBER 11 
F 
Holiday for Students and Teachers [Veteran’s Day]

23 
W 
Student vacation/Annual Leave for Teachers

24-25 Th-F 
Holidays for Students and Teachers [Thanksgiving]

30 
W 
PLC Two Hour Early Dismissal
DECEMBER 
21 
W 
Student Vacation/Teacher Workday [Inclement weather make-up day #1]

22-23 
Th-F 
Winter Holidays for Students/Annual Leave for Teachers

26-27 
M-T 
Winter Holidays for Students and Teachers

28-29 
W-Th 
Winter Holidays for Students/Annual Leave for Teachers

30
 F 
Holiday for Students and Teachers [New Year’s Day]
JANUARY 
2 
M 
Student Vacation/Teacher Workday [Inclement weather make-up day #2]

11 
W 
PLC Two Hour Early Dismissal

16 
M 
Holiday for Students and Teachers [Martin Luther King, Jr. Day]

20 
F 
End of second grading period

23 
M 
Student Vacation/Teacher Workday*

24 
T 
Beginning of third grading period
FEBRUARY 
24
F 
Student Vacation/Teacher Workday [Inclement weather make-up day #3]*
MARCH
23 
F 
End of third grading period

26 
M 
Student Vacation/Teacher Workday*

27 
T 
Beginning of fourth grading period
APRIL 
6 
F 
Spring Holiday for Students and Teachers [Inclement weather make-up day #4]

9-13 
M-F 
Spring Break-Student Vacation/Annual Leave for Teachers [Inclement

weather make-up days #6-#10]

25 
W 
PLC Two Hour Early Dismissal

MAY 

28 
M 
Holiday for Students and Teachers [Memorial Day]

JUNE 

7 
Th 
LAST DAY OF SCHOOL FOR STUDENTS

8 
F 
Teacher Workday [Inclement weather make-up day #5]*

11
M 
Teacher Workday

12 
T 
Teacher Workday
INCLEMENT WEATHER MAKE-UP DAYS (to be used in the following order):

1. December 21 (Teacher Workday) 6. April 13 (Annual Leave)

2. January 2 (Teacher Workday) 7. April 12 (Annual leave)

3. February 24 (Teacher Workday) 8. April 11 (Annual leave)

4. April 6 (Spring Holiday) 9. April 10 (Annual Leave)

5. June 8 (Teacher Workday) 10. April 9 (Annual Leave)

* Common Core Strand and Essential Standard Professional Development Days

Calendar Revisions: The following days are no longer PLC days but regular instructional days: Feb. 15, March 14 and May 23

PLC Dates

September 14, 2011
October 12, 2011
November 30, 2011
January 11, 2012
April 25, 2012
School Cafeteria Layout & Schedule
	TIME
	LINE 1
	TABLE
	TIME
	LINE 2
	TABLE
	CAFETERIA PROCEDURES

	10:22-10:42
	Sharks
	1 & 2
	10:27-10:47
	Starfish
	11 & 12
	Approach assigned line at designated time.

	
	
	3 & 4
	
	
	13 & 14
	Teacher supervises students until last student is through line.

	
	
	5 & 6
	
	
	15 &16
	Students sit at assigned tables.

	
	
	7 & 8
	
	
	17 & 18
	Teacher sits with their students at the end of each table.

	
	Overflow
	9 & 10
	
	Overflow
	19 & 20
	One pass through snack bar then students remain seated.

	10:42-11:02
	Stingrays
	1 & 2
	
	
	
	Dismiss class at designated time.

	
	
	3 & 4
	
	
	
	Assign student(s) to clean table.



	
	
	5 &6
	
	
	
	

	
	
	7 & 8
	
	
	
	                                                              Line 1

	
	Overflow
	9 & 10
	
	
	
	                                                  

	11:10-11:30
	Eagles
	11 & 12
	11:15 -11:35
	Osprey
	1 & 2
	Line2                       

	
	
	13 & 14
	
	
	3 & 4
	

	
	
	15 & 16
	
	
	5 & 6
	

	
	
	17 & 18
	
	
	7 & 8
	

	
	Overflow
	19 & 20
	
	Overflow
	9 & 10
	

	11:35 – 11:55
	Ravens
	11 & 12
	
	
	11 & 12
	

	
	
	13 & 14
	
	
	13 &14
	

	
	
	15 & 16
	
	
	15 & 16
	

	
	
	17 & 18
	
	
	17 & 18
	

	
	Overflow
	19 & 20
	
	Overflow
	19 & 20
	

	12:10-12:30
	Cheetahs
	1 & 2
	12:15-12:35
	Pandas
	11 & 12
	                                                                                                     

	
	
	3 & 4
	
	
	13 & 14
	


	
	
	5 & 6
	
	
	15 & 16
	                 

	
	
	7 & 8
	
	
	17 & 18
	

	
	Overflow
	9 & 10
	
	Overflow
	19 & 20
	

	   12:30-12:50
	Jaguars
	1 & 2
	
	 
	 
	

	
	
	3 & 4
	
	 
	 
	

	
	
	5 & 6
	
	
	
	
Trash


	
	
	7 & 8
	
	
	
	

	
	Overflow
	9 & 10
	
	
	
	


Bulletin Board Assignments (9-Week Rotation)
	Media Center (1)
	Media Center

	Main Hall at Lobby (1)
	

	Behind glass cases (6)
	

	Hall C (2)
	Sixth Grade Teams

	Main Hall between C & FA
	Sixth Grade Teams 

	Behind glass case at corner FA (4)
	Fine Arts

	Behind glass on FA (3)
	Fine Arts

	Fine Arts (1)
	Fine Arts

	Main Hall at B and emergency doors (2)
	ESL

	Hall B (2)
	Seventh Grade Teams

	Main Hall between Hall B and AA (5)
	Applied Arts

	Behind glass cases on AA (2)
	Applied Arts

	Applied Arts (1)
	Applied Arts

	Hall A (2)
	Eighth Grade Teams

	Main Hallway between AA and Gym (3)
	PE Teachers and AD


	
	Classroom/Media Center
	Hallway
	Cafeteria
	Restroom
	Bus Area/Dismissal
	Safety Drills

	Punctual

(Right place – right time)
	· In class on time, ready to work

· Homework completed

· Projects completed on due date
	· Transition directly to next class

· Walk quickly
	· Arrive on time

· Line up quickly

· Choose before it’s your turn
	· In and out quickly
	· Go directly to the bus and get on immediately

· Car riders and transit riders report directly to the front of the building
	· Line up with class in a timely manner

	Respect

(Treat others as you want to be treated)
	· Follow adult directions

· Make all efforts for learning

· Handle equipment and materials with care

· Wait your turn

· Ask to use what is not yours
	· Walk on the right in a line/ remain quiet

· Keep private information private

· Be aware of personal space of others
	· Wait your turn

· Follow adult directions

· Use good table manners

· Only talk with those at your table

· Use conversation voice
	· Wait your turn

· Keep the restroom neat and clean

· Give others privacy
	· Follow adult directions 

· Remain in assigned seats or areas

· Respect personal space of others
	· Follow adult directions

· Respect personal space

	Integrity

(Do what is right)
	· Turn in items left behind

· Do your own work
	· Turn in found items

· Report misbehavior
	· Keep area clean

· Pick up dropped food and trash

· Maintain personal space

· Place garbage in trash can
	· Flush the toilet after use

· Wash your hands

· Clean up after yourself

· Use water wisely

· Garbage in garbage can
	· Enter and exit quickly

· Correct behavior mistakes

· Leave seat clean

· Report graffiti or damage
	· Maintain an orderly line

· Be where you are supposed to be

	Dedication

(No less than best effort)
	· Ask if you don’t understand

· Try to understand

· Do your best

· Never give up
	· Move quickly and orderly

· Remember others are learning
	· Get all that you need before sitting

· Remain seated

· Focus on eating to finish on time

· Line up with class directly
	· With class finish quickly and return to line

· On your own get back to class quickly
	· Put away all headgear and electronics prior to entering the building

· Remain outside once you exit the building
	· Go directly to designated area

· Wait for instructions

· Stay in your place in line

	Excellence

(Strive for greatness)
	· Volunteer answers

· Assist others

· Participate regularly

· Assignments neat with best effort
	· Be aware of personal space

· Best appearance
	· Raise hand for assistance

· Report large spills
	· Report faulty or damaged equipment

· Report graffiti or vandalism
	· Orderly exit

· Follow driver expectations

· Help someone
	· Remain silent

· Listen for instructions

· Help others needing assistance


Telephone Instructions

How to check voicemail from any phone in the school:

· Press the MESSAGE or MSGS button

· As soon as you hear the voice of the operator, press the (*) key

· Key in your FIVE-DIGIT EXTENSION followed by the (#) key

· Key in your PASSWORD followed by the (#) sign

· Listen to the directions given to you by the operator

How to check voicemail from your office/room phone:

· Press the MESSAGE or MSGS button

· Key in your PASSWORD followed by the # sign

· Listen to the directions given to you by the operator

To check voicemail remotely:

· Dial the school’s number (560-3966)

· As soon as you hear the voice of the operator, press the (*) key
· Key in your FIVE-DIGIT EXTENSION followed by the (#) key

· Key in your PASSWORD followed by the (#) sign

· Listen to the directions given to you by the operator

To access a “PARKED” call:

· Pick up the receiver of any phone, make sure you have a dial tone
· Dial the FIVE-DIGIT number given to you to pick-up on
ALL FACULTY AND STAFF WILL HAVE AN EXTENSION AND A VOICEMAIL BOX SET UP AT THE BEGINNING OF THE SCHOOL YEAR.  PLEASE CHECK WITH WAYNE STONE FOR YOUR EXTENSION NUMBER AND INITIAL ACCESS TO VOICEMAIL PROCEDURES.

Fire Drill Exits
The following exits will be used:

Administrative offices, guidance offices, media center, and computer lab

Go out front door of building.  
Hall A

Go out to Main Hall and turn left to exit building to soccer field.  A-9, A-10, A-11, and A-12 go out door at the end of the hall and proceed to soccer field.
Hall B

Go out the Applied Arts to football field.  B-9, B-10, B-11, and B-12 go out door at the end of hall and proceed to bus lot.
Hall C

Go out to main hall and across patio to softball field.  C-9, C-10, C-11, and C-12 go door at end of hall and proceed to front of school via the drive way.
Applied Arts and Fine Arts


Go out end of the hall exit door to the football field.

Health classroom


Go out back doors to basketball court.

Gym 


Go out back doors to basketball court.

Trailers 1-5
Go to blacktop.
Trailers 6-14

Go to soccer field.
Caves
Exit fire doors to front of school (field)

Cafeteria 


Go out back door to upper black top area.

IMPORTANT: Everyone who exits the building must move away from building far enough to be safe from fire.  Waiting near the building or in a parking lot full of vehicles with gasoline in their tanks is not a safe choice.
Sherwood Githens Middle School

Daily Bell Schedule 2011-2012

One-Hour Delay 
6th Grade 

8:10-8:20                  Drop-Off/Breakfast (10 min)         

8:20-8:30                  Transition (10 min)

8:30-8:40                  Homeroom (10 min)

8:43-9:46                  1st Period (63 min)

9:49-11:12                2nd Period (Includes lunch) (83 min)

                                                            Sharks                       10:04-10:24

                                                            Starfish                     10:09-10:29

                                                            Stingrays                  10:24-10:44

11:15-12:18              3rd period (63 min)                                      

12:21-1:24                4th Period (63 min)

1:27-2:20                  5th Period (53 min) (A/B Electives)

7th Grade
8:10-8:20                  Drop-Off/Breakfast (10 min)

8:20-8:30                  Transition (10 min)

8:30-8:40                  Homeroom (10 min)

8:43-9:46                  1st period (63 min)

9:49-10:52                2nd Period (63 min)

10:55-11:48              3rd Period (53 min) (A/B Electives)

11:51-1:14                4th Period (Includes lunch) (83 min)

                                                            Cheetahs                  12:06-12:26

                                                             Pandas                     12:11-12:31

                                                            Jaguars                     12:26-12:46

1:17-2:20                  5th Period (63 min)

                                                            

8th Grade
8:10-8:20                  Drop-Off/Breakfast (10 min)

8:20-8:30                  Transition (10 min)

8:30-8:40                  Homeroom (10 min)

8:43-9:36                  1st Period (53 min) (A/B Electives)

9:39-10:42                2nd Period (63 min)

10:45-12:08              3rd Period (Includes lunch) (83 min)

                                                            Eagles                                   11:00-11:20

                                                            Ospreys                                1:05-11:25

                                                            Ravens                                  11:20-11:40

12:11-1:14                4th Period (63 min)

1:17-2:20                  5th Period (63 min)
Sherwood Githens Middle School

Daily Bell Schedule 2011-2012

Two-Hour Delay

6th Grade 
9:10-9:20                  Drop-Off/Breakfast (10 min)         

9:20-9:30                  Transition (10 min)

9:30-9:40                  Homeroom (10 min)

9:43-10:36                1st Period (53 min)

10:39-11:52             2nd Period (Includes lunch) (73 min)

                                                            Sharks                      10:49-11:09 
                                                            Starfish                     10:54-11:14

                                                            Stingrays                  11:09-11:29

11:55-12:48              3rd Period (53 min)                                      

12:51-1:45                4th Period (53 min)

1:47-2:20                  5th Period (33 min) (A/B Electives)

7th grade

9:10-9:20                  Drop-Off/Breakfast (10 min)

9:20-9:30                  Transition (10 min)

9:30-9:40                  Homeroom (10 min)

9:43-10:36                1st Period (53 min)

10:39-11:32              2nd Period (53 min)

11:35-12:08              3rd Period (33 min) (A/B Electives)

12:11-1:24                4th Period (Includes lunch) (73 min)

                                                            Cheetahs                  12:21-12:41

                                                             Pandas                     12:26-12:46

                                                            Jaguars                     12:41-1:01

1:27-2:20                  5th Period (53 min)

                                                            

8th Grade

9:10-9:20                  Drop-Off/Breakfast (10 min)

9:20-9:30                  Transition (10 min)

9:30-9:40                  Homeroom (10 min)

8:43-9:36                  1st Period (33 min) (A/B Electives)

9:39-10:42                2nd Period (53 min)

10:45-12:08              3rd Period (Includes lunch) (73 min)

                                                            Eagles                                   11:00-11:20

                                                            Ospreys                                1:05-11:25

                                                            Ravens                                  11:20-11:40

12:11-1:14                4th Period (53 min)

1:17-2:20                  5th Period (53 min)
Githens Middle School

Daily Bell Schedule 2011-2012

Early Release

6th Grade 

7:10-7:20                  Drop-Off/Breakfast (10 min)         

7:20-7:30                  Transition (10 min)

7:30-7:40                  Homeroom (10 min)

7:43-8:36                 1st Period (53 min)

8:39-9:52                 2nd Period (Includes lunch) (73 min)

                                                            Sharks                        8:49-9:09 

                                                            Starfish                       8:54-9:14

                                                            Stingrays                    9:09-9:29

9:55-10:48                3rd Period (53 min)                                      

10:51-11:45              4th Period (53 min)

11:47-12:20              5th Period (33 min) (A/B Electives)

7th grade

7:10-7:20                  Drop-Off/Breakfast (10 min)

7:20-7:30                  Transition (10 min)

7:30-7:40                  Homeroom (10 min)

7:43-8:36                 1st Period (53 min)

8:39-9:32                 2nd Period (53 min)

9:35-10:08               3rd Period (33 min) (A/B Electives)

10:11-11:24             4th Period (Includes lunch) (73 min)

                                                            Cheetahs                  10:21-10:41

                                                             Pandas                     10:26-10:46

                                                            Jaguars                     10:41-11:01

11:27-12:20             5th Period (53 min)

                                                            

8th Grade

7:10-7:20                  Drop-Off/Breakfast (10 min)

7:20-7:30                  Transition (10 min)

7:30-7:40                  Homeroom (10 min)

7:43-8:16                  1st Period (33 min) (A/B Electives)

8:19-9:12                  2nd Period (53 min)

9:15-11:28                3rd Period (Includes lunch) (73 min)

                                                            Eagles                         9:35-9:55

                                                            Ospreys                      9:40-10:00

                                                            Ravens                        9:55-10:15

11:31-12:24              4th Period (53 min)

12:27-12:20              5th Period (53 min)
Duty Station Assignments
(Morning)

August 25, 2011 through June 7, 2012
	Bus 


	Cafe


	Gym
And

Café

intersection
	Between Café & 8th Grade Hall
	8th Grade Hall & Main Hall
	8th Grade Restrooms
	Between 8th Grade Hall & Applied Arts
	Applied Arts Hall

& Main Hall
	Between Applied Arts Hall & 7th Grade Hall
	7th Grade Hall Restrooms
	7th Grade Hall & Main Hal

	Deputy Costa
J Butler
	S. Yeatts – Serv. Line

T. Campbell
J. Bazemore

Dining Room

G. Wilson
	J Wayson
	New PE/Health

	L Wedig
	L Kelly
	L Long
	B. Scruggs
	M. Stutzman
	N Ekanem

A Shepherd

	D Barnes



	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11


	Fine Arts Hall
	Fine Arts Hall &   Main Hall


	Between Fine Arts & 6th Grade Hall
	6th Grade Hall & Main Hall
	6th Grade Restrooms
	Between 6th Grade Hall & Lobby

White Pole
	Lobby
	Front of  Building
	Back of School – Between 8th Grade Hall and Trailers
	Back of School – Between Gym and Trailers
	Media Center

	Blackburn
	J Bruer
	T. Tillery
	V Smart
	A Schnitzler


	D. Franklin

Ziegler
	K. Murphy

T. Herbert


	D Vick

O’Toole
	C Kemp

E Rich


	Venetta
	B Eubanks

S. Puckett



	12
	13
	14
	15
	16
	17
	18
	19
	20
	21
	22


Morning Duty Procedures:
· All morning duty begins at or before 7:10 AM and ends at 7:30 AM.
· All students should be directed to their assigned class unless they have a pass notating an alternate destination.
· Remember… your interaction with the students during the morning transition sets the tone for the school day!
· It is the responsibility of each teacher to notify an administrator in the event you are unable to be at your assigned duty station.
Duty Station Assignments 

(Afternoon)

August 25, 2011 through June 7, 2012
	Cafe
	Gym
	Between Café & 8th Grade Hall
	8th Grade Hall & Main
	Between 8th Grade Hall & Applied Arts
	Applied Arts Hall & Main
	Between Applied Arts Hall & 7th Grade Hall
	7th Grade Hall & Main
	Main Hall & Fine Arts
	Between Fine Arts Hall & 6th Grade Hall
	6th Grade Hall & Main
	Lobby

	S Wyde

M Patterson

	J Nero
	D Young

T Daly
	A Johnson
M Booth
	S Griffith

R Lee
	D Franks

E McCowen
	H. Sims
	S. Rodriguez
	C Guthrie
	J Wilson
	C Murrill
	L Wright

J. Potts

	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12




Procedures

· Afternoon duty begins at 2:15 PM and ends when all students have departed.  

· Students should be directed to immediately exit the building.

· Once students exit the cafeteria doors to the bus lot, they are not to re-enter the building.
DURHAM PUBLIC SCHOOLS

ACTIVITY PERMISSION FORM
8/15/07

DATE________________________SCHOOL____________________________

_______________________________has my permission to go on a field trip

to______________________on__________________________, with his/her teacher(s). I understand that the teacher(s) will do everything possible to maintain a safe, orderly learning environment while on the trip and I will discuss the importance of proper behavior with my child and urge him/her to conduct himself/herself in an appropriate manner.

Here are the expected details:

Date of trip:_____________Departure time_____________Return time_____________

Mode of transportation________________________ Total student cost_____________

The student cost must be paid within five days from date of this notice. If, for a valid reason, the student cannot go on the trip, such notice must be received no later than one week prior to the trip, and the non-transportation cost of the trip will be refunded.

I hereby permit my son/daughter to participate in the activity described above, and hereby agree to the following.

I hereby release the Durham Public Schools system, local/individual school personnel, and individual teachers, bus drivers, advisors, chaperones, administrators, attending physicians, and all others connected with school activities, from any and all damages for injuries sustained by my son/daughter while participating in this activity arranged by the Durham Public Schools, and do hereby hold harmless any and all of the above from any and all damages which they may suffer as a result of injuries sustained by my son/daughter while participating as stated above.

Parent/Guardian Signature____________________________Date_______________

DURHAM PUBLIC SCHOOLS

MEDICAL PERMISSION FORM
(teacher must take on trip)

8/14/07
GITHENS MIDDLE SCHOOL

STUDENT_______________________________

DATE OF TRIP______________

Permission is hereby granted to Durham Public Schools and its authorized representatives, in the unlikely event they are needed, to initiate emergency medical and rehabilitation treatment of injuries, and authorize any needed medical services including, but not limited to, minor surgical treatment, x-rays, authorized medicines and shots, and examination by qualified medical personnel. In the event of a serious illness or injury, and/or major medical treatment is required, I understand that every attempt will be made by the attending physician to contact me in the most expeditious manner possible. If said physician is unable to contact me, and the medical treatment is in the best in of my child, then I give my permission for the treatment.

My child will need the following medications taken on the trip:

__________________   ___________________   ______________________

My child has the following medical conditions that need to be monitored:

_______________________________________________________________________

Primary medical contact and emergency phone number(s):

_______________________________     ______________________________________

Secondary medical contact and emergency phone number(s):

_______________________________     ______________________________________

Parent or Guardian Signature______________________________Date______________

	DURHAM PUBLIC SCHOOLS

	FIELD TRIP APPROVAL FORM

	8/15/07
	
	
	
	
	
	
	
	

	
	Day Trip
	 
	
	Overnight
	 
	
	
	

	
	
	
	(check one)
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	School
	GITHENS
	Requesting Teacher
	 
	 
	Date
	 

	
	
	
	
	
	
	
	
	

	Group/Class to Travel
	 
	 
	 
	 
	Destination
	 
	 
	 

	
	
	
	
	
	
	
	
	

	Purpose of Trip
	 
	 
	 
	 
	 
	 
	 
	 

	(include educational value
	
	
	
	
	
	
	
	

	  or objectives, and follow up
	 
	 
	 
	 
	 
	 
	 
	 

	  activities)
	
	
	
	
	
	
	
	

	
	 
	 
	 
	 
	 
	 
	 
	 

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	Transportation (circle)
	
	Yellow
	White
	or
	Charter (name)
	 
	 
	 

	
	
	
	
	
	
	
	
	

	Date/Time Leaving
	 
	 
	 
	Date/Time Returning
	 
	 
	 

	
	
	
	
	
	
	
	
	

	Overnight Accommodations
	 
	 
	 
	
	 
	 
	 
	 

	
	
	hotel
	
	
	
	
	
	

	
	 
	 
	 
	
	 
	 
	 
	 

	
	
	phone
	
	
	
	       address
	

	
	
	
	
	
	
	
	
	

	Number of:
	 
	
	 
	
	Appr. Cost per Student
	 
	 

	
	students
	
	chaperones
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	Names of teachers and other adults participating (please print):
	
	
	
	

	
	
	
	
	
	
	
	
	

	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	
	 
	
	
	 
	
	
	

	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	
	 
	
	
	 
	
	
	

	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	
	 
	
	
	 
	
	
	

	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	
	 
	
	
	 
	
	
	

	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	
	
	
	
	 
	
	
	

	*Attach a detailed itinerary, indicating time, place, phone numbers, and a list of all stops. Describe any unusual

	   or potentially dangerous aspects of the trip.
	
	
	
	
	
	

	*Are all students wishing to go actually going, regardless of ability to pay?
	
	
	 
	 

	*Teachers/Advisors must take with them the medical emergency section of the Permission for Activity forms.

	*No child can go on trip unless a Permission for Activity form has been completed for this trip.
	
	

	
	
	
	
	
	
	
	
	

	If for a day trip--only the principal need approve
	
	 
	 
	 
	
	 

	
	
	
	
	
	
	
	
	date

	If for an overnight trip--Asst. Super, Curriculum & Instr.
	
	
	
	
	

	   must also sign--four weeks prior to trip. All parts
	 
	 
	 
	
	 

	   to Asst. Super for approval.
	
	
	
	
	
	
	date

	
	
	
	White--
	Yellow--
	Pink--
	Goldenrod--
	
	

	
	
	
	School
	Teacher
	Asst. Super
	Funding Source
	
	


PROMOTION & RETENTION FLOWCHART
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Things to Remember:

· Homework cannot be the sole cause of academic failure
· Parents must be made aware of student’s academic standing
· Adequate records must be kept – grades, parent contact, interventions
GMS Faculty/Staff Meeting Schedule

Meeting attendance is expected as part of your employment duties and responsibilities.  Participation in faculty, committee, school improvement, and departmental meetings addresses Standard 1: “Teachers demonstrate leadership.” on the teacher evaluation rubric – (1b, 1c, 1d, 1e). 

The general schedule of meetings will be as follows:

· 1st Monday of the month – Faculty Meeting

· 2nd Monday of the month – Committee Meeting

· 3rd Monday of the month – School Improvement Team

· 4th Monday of the month – Departmental Meeting

· Thursdays during common planning – Content Area Meeting

In addition to the Monday meetings and content meetings, teachers are expected to hold at least one team meeting.  Minutes should be recorded at the weekly grade level content area meetings.

	August 

29 – 
Faculty Meeting

September 

12 – 
Committee

19 – 
SIP

26 – 
Departmental

October 

3 –
Faculty Meeting

10 – 
Committee

17 – 
SIP

24 – 
Departmental

November
7 – 
Faculty Meeting

14 – 
Committee

21 – 
SIP

28 – 
Departmental
December

5 – 
Faculty Meeting

12 – 
Committee

19 – 
SIP
	January

9 – 
Faculty Meeting

30 – 
SIP 

February
6 –
Faculty Meeting

13 – 
Committee

20 – 
SIP

27 – 
Departmental

March

5 –
Faculty Meeting

12 – 
Committee

19 – 
SIP

April

2 –
Faculty Meeting

16 – 
SIP

23 – 
Departmental

May

7 –
Faculty Meeting

14 – 
Committee

21 – 
SIP

June – Faculty meeting will be held on the 8th



Let’s Get It!
	Mon
	Tue
	Wed
	Thu
	Fri
	
	Mon
	Tue
	Wed
	Thu
	Fri
	
	Mon
	Tue
	Wed
	Thu
	Fri

	
	
	
	
	1
	
	1
	2
	3
	4
	5
	
	
	
	
	1
B
	2
A

	4
	5
	6
	7
	8
	
	8
	9
	10
	11
	12
	
	5
Holiday
	6
B

	7
A
	8
B
	9
A

	11
	12
	13
	14
	15
	
	15
	16
	17
	18
	19
	
	12
B

	13
A
	14
B
	15
A
	16
B

	18
	19
	20
	21
	22
	
	22
	23
	24
	25
A
	26
B
	
	19
A
	20
B
	21
A
	22
B
	23
A

	25
	26
	27
	28
	29
	
	29
A
	30
B
	31
A
	
	
	
	26
B
	27
A
	28
B
	29
A
	30
B

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	



	Mon
	Tue
	Wed
	Thu
	Fri
	
	Mon
	Tue
	Wed
	Thu
	Fri
	
	Mon
	Tue
	Wed
	Thu
	Fri

	3
A
	4
B
	5
A
	6
B
	7
A
	
	
	1
A
	2
B
	3
A
	4
B
	
	
	
	
	1
A
	2
B

	10
B
	11
A
	12
B
	13
A
	14
B
	
	7
A
	8
B
	9
A
	10
B
	11
Holiday
	
	5
A
	6
B
	7
A
	8
B
	9
A

	17
A
	18
B
	19
A
	20
B
	21
A
	
	14
A
	15
B
	16
A
	17
B
	18
A
	
	12
B
	13
A
	14
B
	15
A
	16
B

	24
B
	25
A
	26
B
	27
A
	28
Workday
	
	21
B
	22
A
	23
Annual

Leave

	24
Holiday
	25
Holiday
	
	19
A
	20
B
	21
Workday
	22
Annual

Leave
	23
Annual

Leave

	31
B
	
	
	
	
	
	28
B

	29
A
	30
B
	
	
	
	26
Holiday
	27
Holiday
	28
Annual

Leave
	29
Annual

Leave
	30
Holiday



	Mon
	Tue
	Wed
	Thu
	Fri
	
	Mon
	Tue
	Wed
	Thu
	Fri
	
	Mon
	Tue
	Wed
	Thu
	Fri

	2
Workday
	3
A
	4
B
	5
A
	6
B
	
	
	
	1
A
	2
B
	3
A
	
	
	
	
	1
A
	2
B

	9
A
	10
B
	11
A
	12
B
	13
A
	
	6
B
	7
A
	8
B
	9
A
	10
B
	
	5
A
	6
B
	7
A
	8
B
	9
A


	16
Holiday
	17
B
	18
A
	19
B
	20
A
	
	13
A
	14
B
	15
A
	16
B
	17
A
	
	12
B
	13
A

	14
B
	15
A

	16
B

	23
Workday
	24
A
	25
B
	26
A
	27
B
	
	20
B
	21
A
	22
B
	23
A
	24
Workday
	
	19
A

	20
B
	21
A

	22
B
	23
A


	30
A
	31
B
	
	
	
	
	27
B
	28
A

	29
B
	
	
	
	26
Workday
	27
B
	28
A

	29
B
	30
A




	Mon
	Tue
	Wed
	Thu
	Fri
	
	Mon
	Tue
	Wed
	Thu
	Fri
	
	Mon
	Tue
	Wed
	Thu
	Fri

	2
B
	3
A
	4
B
	5
A
	6
Holiday
	
	
	1
A
	2
B
	3
A
	4
B
	
	
	
	
	
	1
A

	9
	10
	11
	12
	13
	
	7
A
	8
B
	9
A
	10
B
	11
A
	
	4
B
	5
A
	6
B
	7
A
	8
Workday

	16
B
	17
A
	18
B
	19
A
	20
B
	
	14
B
	15
A
	16
B
	17
A
	18
B
	
	11
Workday
	12
Workday
	13
	14
	15

	23
A
	24
B
	25
A
	26
B
	27
A
	
	21
A
	22
B
	23
A
	24
B
	25
A
	
	18
	19
	20
	21
	22

	30
B
	
	
	
	
	
	28
Holiday
	29
B
	30
A
	31
B
	
	
	25
	26
	27
	28
	29
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              April 2012                                                    May 2012                                                     June 2012





              January 2012			           February 2012                                               March 2012





               October 2011			             November 2011                                         December 2011
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