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ROSTER OF PROFESSIONAL STAFF BY GRADE LEVEL 2018-2019
NOTE:   GRADE LEVEL CHAIRPERSONS HAVE A DOUBLE ASTERISK BY THEIR NAMES.

GRADE / NAME OF TEACHER:



ROOM #

3 Year Old Program:

Claudia Lua






59
PRE-KINDER:
(1)

Sonia Cortinas**
 




60
KINDERGARTEN:
   (2)
Norma Berrones

 



55
Adriana Garcia** 





53
FIRST GRADE:
(3)

Maria Rosario Perez
**




56
Maria Dolores Leija





54
Celia Guerrero-Saiz





57




SECOND GRADE
(3)

Patricia Vasquez **                                                 24
Veronica Rodriguez





23





Mary Ann Smith (NL)




21
THIRD GRADE
(4)

Maria Cardenas





31






Rogelio Lozano





33
Adrian Zamora





40
Ludivina Cantu





34
FOURTH GRADE   (3)

Lina Estrada






39
Adriana Lerma





32

Esmeralda Herrera





35







FIFTH GRADE
(3)

Yolanda Salazar





37
Priscilla Canul (NL)





36

Nelda Garza (NL)





38
PHYSICAL EDUCATION:
Emiliano Gonzalez





Gym

MUSIC:
Mr. Longoria      





Portable #48
ART:

Maria Fatima Lai





Portable # 44
SPECIAL EDUCATION / DYSLEXIA:
Cristabel Ortega

(Resource/ Inclusion)
Room 3


Martha Hinojosa
   
(Inclusion)


Room 3


Peter Rivera

   
(B.I. Unit)


Room 5
Mayra Rangel

(B.I. Unit)


Room 4

______________
      
(Dyslexia)


Room 19
SUPPORT STAFF:  (FULL TIME)

Blanca Holmes-Librarian




Library

Maria Jimenez, R.N.





Nurse’s Office

Sylvia Chavez
, Counselor




Room 16
Lydia Munoz–Diagnostician
(W, Th, F)


Room 7



 

SUPPORT STAFF:  (PART-TIME)

– Speech Therapist





Room 6
ADMINISTRATION:

Mary Ellen Rodriguez – Principal



Office

Santos Delgado – Assistant Principal


Office

Alejandra Aldrete – Dean of Instruction


Office
OFFICE:
Lisa Montiel
-Data Entry




Office

Maria Jaramillo-Home Visitor



Office

Sylvia Longoria- Secretary




Office

Beatriz Pacheco-Records Clerk



Office

PARAPROFESSIONALS:

Diana Lopez- 




Pre-Kinder
Sylvia Martinez- 




Library

Maria Rios – 





BI

Eduardo Rodriguez- 



BI

Federico Gomez




BI

Maria Sandoval-




Computer Lab

Olga Torres- 





PE

Miriam Cruz





PE

Elizabeth Zamora- 




LPAC Aide

CUSTODIANS:

Ana Diaz
Juan Torres

CAFETERIA STAFF:

Patricia Alvarado

Maria Olivia Castillo

Isaias Chavez

Maria Davila

Sonia Garcia

Texas Teacher Evaluation and Support System

(T-TESS)
2018-2019
BISD will be using the Texas Teacher Evaluation and Support System (T-TESS) this year.  As of this writing, all teachers will be receiving a full observation using this system.  
Mr. Santos Delgado- Teachers of 3 Year old, Pre Kinder, Kinder, 1st, 2nd, 5th, Special Education and Dyslexia
Mrs. Mary E. Rodriguez- Teachers of Grades  3rd, 4th, 5th, Special Programs and    

   Physical Education

SBDM – Site Based Decision Making Committee

2018-2019 (subject to change after Sept. 1, 2017 meeting)
New Members – newly elected Lead Teachers for 2018-2019
Chairperson – Mrs. Mary Ellen Rodriguez
Co-Chairperson – Ms. Alejandra Aldrete

Recorder – Vacancy
GRADE

       



      


 REPRESENTATIVE
PreKinder…………………………………….……….………  .Sonia Cortinas
Kinder………………………………………….……………….Adriana Garcia
1st …………………………………………………..……………Maria Rosario Perez
2nd………….……………………………………….…………..  Patricia Vasquez
3rd…………………………………………………………….……………Rogelio Lozano
4th……………………………………………………..……..………..Adriana Lerma
5th…………………………………………………………..…………...Yolanda Salazar
Special Education ………………………………….…………………. Mayra Rangel
Special Programs ………………………………………………………..Fatima Lai
Counselor ……………………………………………………………....Sylvia Chavez
Dean of Instruction….…………………………………………………………Alejandra Aldrete
Paraprofessional…………………………………………….………….. Diana Lopez
Parent(s)…………………………………………………………………………..TBD
Business…………………………………………………………………………..TBD
Community……………………………………………………………………….TBD
Main Office ………………………………………………………………………TBD
Administrator ……………………………………………………Mary Ellen Rodriguez
      Times
And

Assignments





[image: image2.jpg]



Daily Schedule

Faculty, Staff, and Students

2018-2019
Work Hours

A. Faculty and Staff

1.
Administration . . . . . . . . . . . . . . . . . . . . . . . . . . . . .As Scheduled
2.
Teachers . . . . . . . . . . . . . . . . . . .  . . . . . . . .. . . . . . .7:55 am to 3:25 pm
3.
Paraprofessionals . . . . . . . . . . . . . . . ……………. As Scheduled
4.
Custodians . . . . . . . . . . . . . . .  . . . . . . . .. . . . . . . . . .As Scheduled

B. Students

1.
Daily Schedule . . . . . . . . . . . . .  . . . . . . . .. . . . . . . . 8:05 am to 3:15 pm
2.
Breakfast . . . . . . . . . . . . . . . . . . . .  . . . . . . . .. . . . . .7:55am -8:05 am
C. Early Dismissal

1.
Students . . . . . . . . . . . . . . . . . . . . . .  . . . . . . . . . . . . 8:05 am to 12:15 pm
2.
Paraprofessionals . . . . . . . . . . . . . .  . . . . . . . .. . . . . AM Duty - 1:00 pm

3.  Faculty  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .7:55 am to 12:30 pm
Bell Schedule
Start of Instruction





8:00 am
Morning Announcements/ Pledge


8:10 am

Attendance taken





10:00 am
Dismissal for students




 3:15 pm
Teachers are expected to walk students into the cafeteria and ensure that they sit by assigned pick up number.  
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P.E. Schedule

8:15 – 9:00



1st
9:00 – 9:45



Pre-kinder
9:45 – 10:30



Kinder
10:30 – 11:15


2nd
11:15 – 11:45


Lunch
11:45 – 12:30  


Planning
12:30 – 1:15



3rd
1:20 – 2:05 



4th

2:05 – 2:50 



5th
Lunch Schedule

10:15-10:45

Kinder 3 (A.M.)
10:30-11:00 

PK, Kinder
11:00-11:30

First, Third
11:30-12:00

Second, Fourth
11:55-12:30 

Fifth
12:30-1:00 

Kinder 3(P.M.)
LEAD TEACHERS
             Early Childhood
Mrs. Cortinas


             Kinder



Ms. Garcia
     
     1st Grade


Mrs. Perez
            2nd  Grade

      Mrs. Vasquez
            3rd  Grade


Mr. Lozano
            4th  Grade


Mrs. Lerma
            5th Grade


Ms. Salazar 

           Special Ed.


Mr. Rivera
   

           Special Programs 
 Mrs. Holmes


TST 



Mr. Zamora


LPAC



Mrs. Berrones

MORNING ANNOUNCEMENTS SCHEDULE


2018-2019


FIRST SEMESTER:

Week of August 20
Mrs. Canul

Week of August 24
Mrs. Salazar

Week of September 3
Mrs.Garza
Week of September 10
Mrs. Estrada

Week of September 17
Mrs. Lerma

Week of September 24
Mrs. Herrera
Week of October 1
Mr. Zamora

Week of October 8 
Mrs. Cardenas

Week of October 15
Mr. Lozano

Week of October 22
Mrs. Cantu

Week of October 29
Mrs. Vasquez

Week of November 5
Mrs. Smith
Week of November 12
Mrs.Rodriguez
Week of November 26
Mrs. Perez
Week of December 3
Mr. Leija
Week of December 10
Mrs. Saiz

Week of December 17 Mrs. Garcia
SECOND SEMESTER:

Week of January 7
Mrs. Berrones
Week of January 14
Mr. Rivera 
Week of January 21
Mrs. Rangel 
Week of January 28
Mrs. Canul
Week of February 4
Mrs. Salazar
Week of February 11
Mrs. Garza
Week of February 18
Mrs. Estrada
Week of February 25
Mrs. Lerma
Week of March 54
Mrs. Herrera
Week of March 18
Mr. Zamora
Week of March 25
Mrs. Cardenas
Week of April 1

Mr. Lozano
Week of April 8

Mrs. Cantu
Week of April 15

Mrs. Vasquez
Week of April 22

Mrs. Smith
Week of April 29

Mrs.Rodriguez
Week of May 6

Mrs. Perez
Week of May 13

Mrs. Leija

Week of May 20

Mr. Saiz
Week of May 27

Mrs. Garcia
Week of June 4

Mrs. Berrones
GUIDELINES
 AND 
PROCEDURES
SCHOOL PROCEDURES

Teachers are required to clock in and out each day using the biometric machines or the new Time Clock Plus system located in the Office and in the Fourth/Fifth Grade building.  Teachers should be on campus and clock in no later than 7:55 a.m..  Please call the office if you are not going to be on time.   The Pledge of Allegiance and announcements will begin exactly at 8:10 a.m.    Students entering after the 8:10 a.m. bell shall be required to present a tardy slip to the teacher.  This slip will be issued from the Office.  All teachers should keep a file/record of student tardies.  Administrators will conduct periodic checks of files.

Teachers may leave campus during their lunch periods.  They must clock-out and clock back in using the TimeClock Plus machines.  Please inform an administrator of the destination in case of an emergency by signing out in the front office.  

Announcements will come in two forms, verbal announcements over the intercom, and the weekly Newsletter via email each Monday.  The Newsletter is our official communication document.  It is vital that all staff members read the Newsletter very thoroughly each Monday as the information that is contained is critical and constitutes campus policy.  

Daily announcements for the intercom must be written on the appropriate form and placed in the designated location.  Announcements turned in after 8:00 a.m. will not be made in the morning unless an emergency situation exists.

TEACHER ABSENCES
Absences must be kept to a minimum.  If you are going to be absent you must notify the principal (via email, text message or phone call) as well as call the Substitute Employee Management System (548-7827) to record your absence with the district so that a substitute may be called.  My number is 956-571-0177.
As per district policy (pages 15-16 of the BISD Employee Handbook), three absences in a thirty day period is considered “Excessive.”   This must be documented each time it occurs.  Please save your absences for true necessities. 

Excessive Tardiness

Any three (3) occurrences of tardiness within a thirty (30) day period will be considered excessive.
Absence 
Any employee who is not present at his/her work assignment during any scheduled work period will be considered absent for that period.

Excessive absenteeism 
Excessive absenteeism and turnover are expensive, disruptive, and places an unfair burden upon other employees. Any three (3) separate occurrences of absence within a thirty (30) day period will be considered excessive. The supervisor shall review reasons for absences. The supervisor may issue a written notice outlining concerns and/or a conference may be requested. 

It is necessary for staff members who have been absent to fill out and sign an ABSENCE FROM DUTY REPORT for Certified Personnel and Classified Personnel.  This report is filled out at the end of the month and will be turned in to Sylvia Longoria.
SUBSTITUTE TEACHERS

1. Lesson plans and necessary materials shall be made available for substitutes. They should be detailed, self explanatory and be left on your desk.  

2. Substitute folder, manuals, and materials are visible so they can be easily found.

3. The daily class schedule needs to be part of the lesson plans.  This schedule should be a copy of 

the one given to the office.  It should contain when and what is to be taught, the number of minutes given to each subject, lunch, P.E., Inclusion, computers, music, and planning time.

4. Include in your lesson plans a list of your students.  Indicate which students are helpful, along with the names of your cooperating teachers. 

5. Point out where to locate extra enrichment materials and activities.

6. List the students who leave for resource, speech, or other special services.

7. List the student who require medication or have special medical needs.

8. Include a copy of the campus emergency plan.
9. Include the bus students, bus #s, day care and pick up students.

10. Your substitute should report to your duty station at the end of the day.  
CELL PHONES 

No cellular phones are to be used during instructional time, and they must be turned off in the classrooms as per district policy DH (Local).

In addition, paging devices and cellular phones shall not be present in a testing room during any State Testing (STAAR, STAAR Alternate, TELPAS Reading or any other mandated test).

School Personnel will be subject to disciplinary action including letter of concern, warning and/or termination of employment as a result of leaving students unsupervised (in or out of a classroom) while they use or answer a device.
PROFESSIONAL LEAVES

Professional Leave Forms must be submitted to the Principal or Principal’s Secretary 2 1/2 to 3 weeks before the scheduled date of the inservice.  These forms are available electronically and MUST BE TYPED online.  Immediately upon return, all receipts must be attached to the copy of the approved Professional Leave form and turned in to the Principal’s Secretary. Teachers who anticipate an absence due to Professional Leave must call SEMS as much in advance as possible in order to schedule substitutes ahead of time.  This is critical.  A Professional Leave must be submitted for ALL inservices or meetings which will require absence from the classroom or school.  An Absence Report must be completed monthly.

LOUNGE

The Lounge is provided for the staff’s comfort and convenience.  The Lounge area is furnished with refrigerators, microwave ovens, chairs, and tables.  IT IS THE RESPONSIBILITY OF EACH STAFF MEMBER TO CLEAN UP AFTER HIM/HERSELF.  This is courtesy extended to others.  The refrigerator will be cleaned out every Friday by a custodian, as directed by the administration.  No one should leave partially-consumed food or drink in the refrigerator.  NO ONE SHOULD HELP THEMSELVES TO ANY FOOD OR DRINK OTHER THAN HIS/HER OWN.

No students are allowed in the Lounge  during the regular day or before / after school.

E-MAIL / MAIL

Any items to be sent through the U. S. mail should be placed in the appropriate container on the front counter.  The intra-district mail runs daily.  Office personnel will assist with routing slips, etc.  Also, our main tool for communication during the school day is via email.  E-mails are subject to request by public information.  It is imperative that teachers be professional when sending emails (including but not limited to language and tone.)  Student names should never be referenced in an email.

BISD DRESS AND GROOMING

It is the intent that the appearance of all personnel reflect the high quality of our school and community.  In keeping with this objective, desirable dress and grooming is determined by neatness, cleanliness, appropriate selection and freedom from distraction of the learning process.  

The following is the Dress Code and Grooming Guidelines for BISD Employees that will continue to be implemented this school year:

Attire and Grooming for Men - The following are permissible for men:  

Collared shirts, polo style shirts, sport shirts, and guayaveras (shirt tails tucked in)

Neatly trimmed mustaches / beards and sideburns

Hair shall be neatly groomed

Dress shoes, casual shoes, boots, canvas shoes

Dressy slacks

Undergarments are to be worn at all times.

Attire and Grooming for Women - The following are permissible  for women:

Dressy blouses and shirts

Sleeveless dresses and blouses (if undergarments are not exposed)

Dressy capris

Dress shoes, casual shoes, boots, canvas shoes
Dressy slacks

Undergarments are to be worn at all times.

The following are prohibited for men:

Plain, collarless t-shirts of any color

Muscle shirts or sleeveless t-shirts
The following are prohibited for women:

Clothing that is strapless, having spaghetti straps, bare midriff, cut-out backs, or having provocative / low necklines;

Dresses / skirts that are more than 2” above the knee cap;

Dresses / skirts with slits on side, rear or front exposing 2” above the knee cap;

Leggings in lieu of pants; (including spandex)

Continuation of prohibited items for both men and women:

· Denim jeans of any color

· Warm-ups and windbreaker suits

· See-through apparel

· Distracting hairstyles and/or hair color

· Flip flops, slippers, or Crocs style shoes

· Attire shall not be tight / binding

· Tattoos (body art) shall not be visible

· Body piercings shall not be allowed, other than on ears in a reasonable amount

Exceptions:

· Spirit Day and/or College Awareness Day will be limited to one day per week as designated by the Principal.  Additional days will require approval from the Superintendent or Superintendent designee.  On those designated days, denim jeans, tennis shoes or athletic shoes may be worn only if accompanied by a spirit shirt and/or a college awareness shirt.  Denim clothing shall be clean and neat, with no holes, no extreme fading, frayed hems, or worn-out look and not multi-toned.

· Physical Education staff may choose to wear appropriate attire, approved by Administration, during the physical education period.

· Teachers who have lab or shop courses may wear aprons, smocks, or overalls during the instructional period, since this attire may be deemed necessary for safety purposes.

· Auxiliary employees in maintenance, custodial, transportation, food service, and positions requiring uniforms are exempted from the general guidelines, but shall comply with dress and grooming guidelines specified by their supervisors in the department handbook.

BISD reserves the right to determine at its discretion what is and is not appropriate workplace attire and to address issues as they arise.

Please note:   A good rule of thumb when choosing attire for school is:

If you’re not sure that it’s acceptable, don’t wear it.

MATERIALS TO BE COPIED

Teachers should turn in materials to be copied to the Parent Center and pick up materials themselves.  This can be done before or after school, during conference periods, or during lunch.  Students should not be sent for any reason.
Duplicating materials and making of copies can be done by teachers or by teacher aides ONLY before and after school and during the conference period, if time permits. 

Paraprofessionals:  Please do not use the copy machines at any time other than the times specified above as this infringes on the planning time of other teachers. 

It is imperative that we follow all copyright regulations.  Specific information and/or concerns pertaining to these regulations should be addressed to our Librarian.  If additional information is needed, she will contact the Media Center.

Requests for duplicating materials can be made through the Parent Center 5 days in advance.

Every effort should be made by the teacher to limit the use of duplicating materials.

Alternatives are as follows:

1. Use of document camera / projector

2. white dry erase board
3. chart tablets

4. tag board 36” x 24”

5. cooperative learning

MEDIA CENTER

The Library has a copy of the Media Center listings for BISD (films, tapes, etc.).  Materials should be requested using Form 15-100 and should be returned to the Media Center promptly.  The Media Center also has patterns for letters and designs which may be used by any teacher.

AUDIOVISUAL RESOURCES

Use of multimedia must be documented in your lesson plans.  Non-BISD films or tapes should be instructional in nature and must have approval by the Dean of Instruction prior to showing.   A form for the approval of such films and guest speakers is available in the Office and a copy of the form is included at the end this handbook.  This form must be submitted prior to the event and signed by your Dean.  Only those teachers that appear on the request will be allowed to show the video/film to their students.  Teachers are reminded that only “G” rated films may be shown.

COMMUNICATION TO PARENTS

It is imperative that all parents are kept up-to-date on their students’ progress in both areas of academics and conduct.  For this reason, progress reports will be sent home with each student in grades Kinder through Fifth at the end of the third week of each Six Weeks period.  Progress reports are intended to inform parents and students in time for deficiencies to be corrected.  Our Dean of Instruction will provide more specific information about progress reports during the First Six Weeks of school.

In addition to the progress reports, teachers are encouraged to make frequent telephone calls, home visits, as well as sending personalized notes regarding not only progress or lack thereof, but also regarding student attendance as this is in keeping with T-TESS requirements.  It is always beneficial to contact parents when students are doing well.  These positive contacts go a long way in building positive parental-school relations.  Telephones for teacher use are located in the Teachers’ Lounge as well as on the front office counter.

Notebooks, Folders, Portfolios and Student Planners

Folders:   Teachers will maintain folders for all students in grades PreK- 5th.  These folders will contain samples of daily work grades and test grades.  These folders are sent home every week as a means of communication with parents.  A signature form should accompany these folders at all times.

Portfolios:   Teachers in grades PreK to 5th will maintain portfolios for all students.  This means of assessment demonstrates student progress to the student, parent, and teacher.

Student portfolios should not be confused with notebooks or folders.  Portfolios represent individual work selected by the student and/or the teacher.  Not all daily work goes into the Portfolio.

Please make an extra effort during the school year to contact parents.  It is unfortunate when the first time that we see our parents is at the end of the school year when the student has failed the grade level and needs to attend summer school.

Please note:   Any notices going home for a class as a whole shall have the principal’s approval (initials) before distribution.  Notices must be typed and grammatically correct.  This procedure must be strictly implemented and followed.

VISITORS TO THE SCHOOL

Our building security system is in use at all times during the instructional day. Visitors to the campus will press the button at the gate and an office clerk will allow them to enter the building.  Upon entering the building, all visitors shall report to the Office – Visitor Passes will then be issued.  This does not apply to parents attending conferences held after school. 

This procedure is very important for the safety of our children.  Staff members should be vigilant in questioning any visitors not known by them and check for a Visitor’s Pass.  

Employees of the school system (directors, supervisors / coordinators, maintenance, etc.) are to advise the school administration or Secretary that they are on campus and sign the Visitors’ Log.  They will then be issued a Visitor’s Pass.

Please note:  Any teacher requesting that a parent come to school and remain in the classroom with their child all day or a large portion of the day will need to secure the Principal’s approval prior to this happening.)

Spouses or other relatives of Skinner Elementary staff shall also report to the office upon arrival at the campus and receive a Visitor’s Pass.

LESSON PLAN BOOKS AND GRADE BOOKS

All teachers will be using the grade book and attendance program called Teacher Access Center (TAC).  Lesson Plans will be submitted via email to our Dean of Instruction three weeks in advance to coincide with Progress Report dates via Office 365.  Teachers will be required to have a binder with a copy of these lessons plans readily available on their desks. Lesson plans must be up-to-date, clear, comprehensive, and accurate at all times- with names of sources, page numbers, objectives, etc. Plans must also indicate homework assignments which should follow district policy.  Note:  District Initiatives and the TEKS MUST BE TARGETED AND THE FOCUS OF YOUR LESSONS SPECIFIED.  Modifications for special education students should be noted in the lesson plan book.

SEMESTER OUTLINES

In an effort to assure long-range planning and integration of learning, all teachers will turn in semester outlines.  As part of our Campus Action Plan to improve the Science STAAR scores, Science plans should reflect hands on activities and project based learning integrating STEAM lessons.  This includes P.E., Art and Music.  The Fall Semester Outlines are due September 4, 2018.  The Spring Semester Outlines are due January 8, 2019.  The outlines to be turned in to the Dean and campus principal as follows:


Grades Kinder – Third:

Math / Reading/Science

Fourth Grade:



Math / Reading / Writing/Science

Fifth Grade:



Math / Reading / Science

RECORDS AND REPORTS

· Records must be complete, accurate, neat, and systematic; otherwise, they have little or no value.

· Records and reports must be ready at the time designated by the administration.  Reports due at the end of the six weeks period include, but are not limited to:

Elementary Teacher Reflection Data Report – Campus Principal

End of Six Weeks Failing Letter documentation of letters sent home with students – Dean of Instruction

End of Six Weeks lists for Awards Ceremony (Perfect Attention, A Honor Roll, etc.) - Counselor

Samples of modified student work and modified tests for Special Ed. students – Assistant Principal
· Records that are filed in the Office for permanent use should have the student’s last name first.  Report cards and other reports used by the student or parents should have the first name first.

Teachers should post any PRC or other student list in alphabetical order.

· Black pens should always be used for filling out forms, unless otherwise stipulated.

· PRCs will not be taken from the Office area without administrative approval.  PRCs will be checked in and locked up at 4:30 p.m. each day.

· If a student withdraws from school before the end of the year, teachers will update the PRC in the following manner.   IF the student is moving within BISD, only the teacher and school name should be filled out on the front of the cumulative record card in black ink.  NO grades should be entered.  On the reverse side, the teacher should record the withdrawal date and transfer location in pencil.  

· IF the student is moving outside BISD, the teacher should record the grades in pencil on the front and the back of the cumulative record card.  The withdrawal date and transfer location should also be recorded in pencil.  When a student withdraws, the teacher, after entering all appropriate material on the PRC, should give the PRC, withdrawal papers, and the report card to Lisa Montiel or Maria Jaramillo.  Please note – if the student withdrawing is on an RTI, please make a note of this with our Records Clerk, as this folder will need to be sent to the new campus.
         STUDENT ATTENDANCE

Teachers in the State of Texas are required to maintain accurate daily attendance records.    Information from these forms will be entered on the BISD main-frame computer on a daily basis.  

As per T-TESS, it is the responsibility of the teacher to maintain high student attendance ADA.  Failure to maintain high attendance rates (97.5% or higher) will be reflected on the T-TESS.  
Any students (except those with documented doctors’ appointments) not present by 9:40 a.m. will be counted absent for the day.  When a child withdraws, the procedures described under “Records and Reports” should be used.  If a teacher has any questions about attendance procedures and documentation he/she should ask our Data Entry Clerk before entering any information.  All attendance forms are State documents; therefore, they should be treated as such.

Our campus attendance initiative will continue to be to place phone calls to the homes of students that have not reported to school by the beginning of instruction.  Please send your individual student Absence Daily Telephone Logs to our Parent Liaison in the front office no later than 8:30 a.m.  
Students who are absent shall present a written note from their parent/guardian upon return to school.  TEACHERS SHOULD KEEP A FILE OF ALL WRITTEN EXCUSES, available for review by an administrator at any time.  According to BISD and State policy, elementary students should not miss more than eighteen (18) days during the entire school year.  If a student misses (3) consecutive days, the principal, assistant principal, or home visitor should be notified.  At that time, the parent will be contacted as a reminder of school policy.  

Students becoming ill or being injured during the school day should be sent or taken to the Nurse’s Office.  If this incident is not an emergency, the teacher should first fill out the necessary referral form.  The teacher and the nurse should monitor the frequency of visits to the nurse by students.

Excessive or chronic tardies shall be reported to the Office for investigation by the home visitor.  The request must be written on the proper form.  All visits by the home visitor must first have administrative approval.

Teachers will be required to keep a binder with their attendance parent contact logs documenting their efforts to improve their classroom attendance.  The information should include the date, time, person you spoke to and the outcome of the telephone call or home visit.  This information should coincide with the Absence Daily Telephone Log forms you send to our Parent Liaison on a daily basis.

Absences will be recorded on report cards each six weeks and on PRCs as required by District Policy.

Students who have medical appointments during school time will be called to the Office and should not be sent to the Office until they have been called.

Teachers and paraprofessionals should never release students to anyone during school hours until the teacher has clearance from the Office.  Each child will have on file in the Office a form indicating to whom he/she can be released.  Each teacher must be insistent and persistent that parents return these forms.  
ATTENDANCE RECOGNITION 

Good attendance in school is directly related to student achievement. Individual schools sponsor various programs and activities that stress the importance of good attendance. Recognizing students who have perfect attendance is one way of doing this. “PERFECT ATTENDANCE is as defined: No absences, tardies, or early releases for any part of the day that the student is scheduled to be in attendance at school with the exception of documented school business or school-related activities. Students approved to participate in school-related or school-sanctioned activities shall not be counted absent from school for perfect attendance recognition. Upon early release a parent form will be signed stating the parent acknowledges that their child will not be eligible for the District Perfect Attendance Award for that six weeks and may not be eligible for the campus attendance award. The recognition of students who have perfect attendance shall be at the discretion of the school. 
***This year, we will be taking students in PK-5th grade to Party Palooza in January 2019 if they had Perfect Attendance for the Fall Semester!  This means students did not leave early or arrive tardy to school.  Therefore, documentation will be EXTREMELY important!!! 

PERFECT ATTENDANCE FLAGS

To reach the high level of attendance that is our goal at Skinner Elementary, perfect attendance flags will be designed and constructed by the classroom teachers, paraprofessionals, and students.  These banners will be flown outside individual classrooms only on days when all students and teacher are present.  Periodically, administrators will randomly select “Perfect Attendance Classrooms” to be the recipient of a “treat”.  Also, periodically, administrators will check attendance sheets to make sure flags are flying.

All staff members are encouraged to participate in making this project a successful and motivating one.  Everyone is reminded that attendance is part of the AEIS and must be kept at a high percentage.

GENERAL ATTENDANCE RULES

Each teacher or other school employee who records student attendance shall certify, in writing, that all such records are true and correct to the best of his or her knowledge and that the records have been prepared in accordance with laws and regulations pertaining to student attendance accounting.  Electronic signatures are acceptable.  Signature stamps and pencil are not acceptable. 

The student’s entry date is the first day the student is physically present during the official attendance accounting period on a particular campus.  

Teachers are responsible for signing the attendance sheet at the bottom corner of the attendance sheets at the end of every 6-weeks period.  Initials are not acceptable.  If student’s names are not on the attendance sheet, please notify our Data Entry Clerk. 

The following procedures will be implemented for identifying the “No Shows” during second period attendance.    All “No Shows” should be identified as soon as possible.

· On the first day, mark “1” on the attendance sheet for the students who are physically present in your class;

· On the second day and the rest of the days during the first week, mark “1” on the first day that a student enters your class;

· If student names are not on your attendance sheet, add them on the bottom of the attendance sheet, including their student number (extremely important) and mark the correct code “1” for the day the student enters.  If you need additional room, use blank attendance sheets;

· The following codes will be used for attendance:

“1”
Original entry, first day student attends class   
“W”
Withdrawal from the school

“D”
Dropped class, still in school



“S”
Schedule change
NOTE:   If a student has not attended school during the present year a “1” should be used.  Students will only be marked absent “A” if they have previously been coded as “1”.  They cannot be absent until they have been entered as a “1” on the attendance sheet. If you have any questions, please ask Lisa Montiel, Data Entry Clerk. 
Procedures on keeping students after school: (Camps, Clubs, Sports, etc.)  
If you keep students after 3:15 p.m. you will assume the following responsibilities:
(1) Get written permission from the parent/guardian prior to keeping student.
(2) The permission must state dates and time.
(3) It must also state who will pick-up the student or if the student has permission to walk home.
(4) If someone, other than the parent is picking-up the students, they must be listed in the student release form located in the office.
(5) The students must stay for the time stated only.  
(6) Call the parent if they are late.
(7) If you need to cancel, notify the parent/guardian ahead of time.  A 24 hour notice of cancellation must be given to the parents. The teacher is expected to inform all office staff and Administration of the cancellation.  For emergencies inform administration immediately.

If students are not picked up on time.  Teachers will call parent and then will escort students to the office at 3:30 and notify the office personnel of the status of the situation.  All Certified teachers are expected to remain with the student until the child is picked up by the authorized person listed on the student release form located in the office.

Tutorial teachers who have students that have not been picked up by 5:15p.m. will advise Administration.  At that time Administration will designate a staff member to supervise the child. 

STUDENT SUPPLY LISTS
Teachers are reminded that the total monetary amount of supplies required for any classroom must not exceed the total of supplies on the BISD suggested list.  Different items may be requested as long as the total is basically the same.  Teachers should also be a little flexible, remembering pay periods for parents when setting deadlines for students to have supplies.  Teachers should have the supply list ready for distribution at Meet Your Teacher Night (August 16, 2018).  The supply list must be approved by the campus principal and must have the principal’s initials on it before being distributed at Meet Your Teacher Night.

FUNDRAISING

Skinner Elementary School will be planning their school-wide fundraising events during the school year; with SBDM’s assistance and feedback.   A fundraising form must be submitted at least three weeks between the request and the beginning of the fundraiser.  This form must be approved by our Area Supervisor prior to any fundraising taking place.  

Note:   Please refrain from selling anything that does not have a fundraising form on file in our office. Teachers that are parents of students at other campuses - please do not sell any items out of your classrooms as this is a violation of the fundraising guidelines and may result in a write-up.  

STUDENT CELEBRATIONS

The only parties allowed are for the Christmas break, Valentine’s Day and the Easter break.  On other holidays, please do not have a full blown celebration.  Parents may ask to bring healthy snacks for birthdays.  In grades PK and Kindergarten, teachers may dedicate up to 30 minutes for birthdays since this can still be viewed as developmentally appropriate on a particular day per month.  In first through fifth grades, the schedule does not really permit this amount of time. Please try to keep your grade level together in these decisions.  Also, do not offer a party then take it away as punishment.  I cannot defend those actions.  In addition, please inform parents that they are not allowed to participate in birthday celebrations or class parties.  All items are to be left in the front office.
STAFF RESPONSIBILITIES

· To execute Board of Education and administrative policies.

· To direct, be a part of, and evaluate the learning experiences of the students in curricular, co-curricular, and extra-curricular activities.

· To be responsible for student accounting according to locally-prescribed practices.

· To be a liaison with and help interpret policies to both parents and the community.

· To care for and protect school property.

· To participate in the planning, implementation, and evaluation of the Campus Improvement Plan.

· To participate in the staff development activities of the school.

· To attend faculty and SBDM meetings.

· To implement and help students understand the discipline policies of the District and Skinner Elementary.

· To maintain individual in-service records in a timely manner.

· To perform other professional duties as assigned.

· To execute all activities and duties with a positive attitude and a smile.

CLASSROOM ORGANIZATION AND RESPONSIBILITIES

1. Teachers are responsible for classroom activities, student achievement, and effective discipline.

2. NO student may be in a classroom which is unattended by a teacher.  Teachers are NOT to leave their classes unattended at any time.  Teachers who must leave their classes due to an emergency should notify an administrator so that a replacement may be sent.  If the teacher is unable to notify an administrator, he/she should request the teacher next door to assist by looking in on the class.

3. A daily opening exercise over the intercom will consist of the Pledge of Allegiance, the Texas Pledge, the Words of Wisdom by students who represent each classroom.  

4. Teachers/Paraprofessional may not use whistles for any reason when working with students.  The exception to this, of course, is P. E. where whistles may be used to begin or end activities.

5. Teachers should adhere to the following procedures when allowing students to leave the classroom:

a. When sending a student to the Office for discipline, the teacher should be certain that the student incident has been documented through Eschools. This is to be implemented only after the in-class discipline has failed.  Students should be accompanied by another student.  

b. Students who are permitted to leave class for any reason MUST be given a pass.  Student passes must be kept to an absolute minimum.  Special care should be taken so that students do not abuse restroom privileges.  Students should be taken to the restroom as a whole group and supervised by the teachers.

6. The following procedures concerning students leaving campus should be followed: 

a. Students shall remain on campus during the school day except when specific permission to leave has been given by the principal or designee.  A record of students leaving during the school day shall be maintained by the principal or designee.

b. The principal or assistant principal must be notified immediately if a student leaves the campus without permission.

c. All students must have on file the 2018-2019  BISD Student Release Form.

7. BISD has a Response to Intervention Team (RTI) on each campus.  The procedure for students having academic and/or behavior difficulty will be introduced to all members during campus back to school staff development days.  Referrals should not be initiated before the end of the First Six Weeks’ grading period unless documentation exists from the previous year or there is an emergency.

SUPERVISING STUDENTS DURING THE DAY

A. P. E.

Teachers and paraprofessionals MUST accompany students to the P.E. Hard Top for their scheduled 
P. E. period.  Students must be picked up after class promptly, as scheduled.  DO NOT send any group of students on their own.  DO NOT “wave” to students to come toward you at the end of the P. E. period.

It is the responsibility of each classroom teacher to notify the respective coach ON A DAILY BASIS of any student absences from class and of any child absent from P. E. (but in school) due to illness.

B. Lunch Schedule

Teachers and paraprofessionals MUST accompany students to the cafeteria or their scheduled lunch period.  Students must also be picked up promptly after lunch, as scheduled.  DO NOT send any group of students on their own.

In order to take advantage of the full 30 minutes of lunch, depending on your classroom’s proximity to the cafeteria, a teacher may begin to move students 2 to 3 minutes earlier, and NOT ANY SOONER.  Above all, DO NOT bring your students late to the cafeteria.  This disrupts the entire schedule.

Teachers will schedule, if needed, a short restroom break right before or after lunch.  
Note:   “Lunch Bunch” will be limited to Fridays only, unless special arrangements have been made with the school principal.

C. Music Classes/Computer Lab/Art

Teachers and assigned teacher aides must accompany students to the appropriate classroom for their scheduled special program period.  Once the Music teacher or Art teacher receives the students, the teacher can return to the classroom.  However, teachers must remain with the students in the computer lab.  Students are to be picked up promptly at the end of the period. 

D. Student Assemblies

Teachers and paraprofessionals must accompany their students to all assemblies, student programs, fire drills, etc. and must remain with their students for the duration of these school activities.

TEXTBOOKS

All textbooks MUST be covered and the student’s name, teacher’s name, and room number should be written with red ink by the teacher on the inside hard cover.   All books must be assigned to students.  If you choose to have a class set, YOU WILL BE RESPONSIBLE FOR ANY LOST TEXTBOOKS.  

Teachers should conduct periodic book checks.  Good recordkeeping is a must.  Lost books must be reported to the office and to the parents immediately to avoid a problem at the end of the school year in clearing.

ADDITIONAL RESPONSIBILITIES TOWARDS STUDENTS

A. Teachers will not leave a class unattended for any reason, at any time.  In case of an emergency, call the office through the PA system and notify the teachers closest to your room.  Somebody will assist you immediately.

B. Students are not to be sent on errands to get water, ice, cokes, coffee, copies, snacks, cafeteria trays, etc.

C. Teachers and paraprofessionals will NOT release any student to any person, parents included, without consent from the principal’s office.  Do not use instructional time to visit with parents or other visitors, unless a written pass slip has been issued by the office.  Always ask if the visitor has reported to the office and ask to see their Visitor’s Pass.

D. Teachers and paraprofessionals will NOT transport any students to school functions, activities, or home in a private car.  BISD will not assume the responsibilities for accidents which may result from any private transportation by an employee.

E. Teachers and paraprofessionals will not allow any student to leave the campus during the school day, unless approved through written permission from the parent and by the principal.

F. Teachers and staff must report suspected child abuse immediately to the proper agency.  Please note that all administrators / counselors are available to assist, if needed.

G. Teachers and staff must NOT allow any student to go into the parking lot to get something from a teacher’s car unless accompanied by a teacher.  
H. In order to safeguard instruction and provide constant student supervision, do not use instructional time to visit with parents to address student’s progress or to visit with other teachers in the hallway. 

COMMUNITY/SCHOOL RELATIONS

The community is an extension of the school.  If the community is pleased with the school, harmony and support exist.  This relationship does not just happen.  It is a result of careful planning and hard work.  The school staff has an important role in this relationship.  In the eyes of the public, the staff is the school.
Some of the items for all the school staff to consider in order to make the school better, the work more pleasant, and the community friendlier and more supportive are the following:

· Make a positive, effective impression on students every day.

· Take a sincere, friendly, and personal interest in the lives of pupils.

· Get to know parents and have them know you.

· Be present at school functions, particularly those in which your students participate.
· Volunteer to help with school activities outside regular classroom hours:  your knowledge of and interest in students and the school will be reciprocal.

· Take an interest in the programs offered by community agencies.

· Be alert to the safety of all students.

· Behave as if you truly believe that all children have talents and can learn.

· Develop a sense of humor.  Laugh and smile often.

· BE SOLUTION–ORIENTED, NOT PROBLEM-ORIENTED, for each of these attitudes projects its own magnetism.  Solution-oriented = attracts success.  Problem-oriented = attracts only confusion and mental paralysis.

PARENTAL INVOLVEMENT 

A. Portable 227  has been designated as our Parental Involvement Center.  Parents will assist teachers in the following areas:

1. Duplicating materials.


5. Laminating.
2. Cutting, pasting, coloring.

6. Making visuals, games, activities for learning centers.
3. Making visuals for bulletin boards.
7. Enlarging visuals.

4. As Chaperones on field trip.

8. Badges,  binding of books.
· Materials available at Parent Center are to be used there.  DO NOT REMOVE.

Please make all requests to the center at least five days in advance.  Boxes will be labeled for “In-coming” materials and for “completed” materials.  The “request” form must accompany all materials.

8. Teachers will make every effort to meet the parents of every student in their classrooms:

a. Meet Your Teacher Night

b. Scheduled conferences

c. Parental workshops by grade levels

d. Parental Involvement Center

e. Each teacher is to recommend parents for involvement at Parent Center.

Teachers are expected to maintain a log of all conferences and a sign-in roster to document all meetings or visits by parents.  Teachers will also keep a log of all telephone calls to parents.  This is part of your T-TESS evaluation system.
OTHER ITEMS …………

· Students are not to stand outside the room for disciplinary reasons.

· Money or other valuables should never be left in the classroom by students or staff.  Students should be informed that they are not to bring extra money (except for lunch snacks), toys, or other valuables to school.  The teacher will be responsible for money left in his/her care.
· Money should never be collected from or given to students for any reason without administrative approval.

· When dismissing the class, the teacher should stop in time for books and other materials to be put in place in an orderly manner.  
· Classes should be dismissed promptly.  

· Student birthdays may, of course, be celebrated.  This celebration should begin no earlier than 2:30 p.m. on a specified day of each month.
· Snacks – parents are not to send home-baked goods to classrooms.  In keeping with our district’s C.A.T.C.H. program, please encourage pre-packaged health foods (granola bars, trail mix, etc.) for classroom parties and celebrations.

CLASSROOM CARE AND MAINTENANCE

· The combined cooperation of teachers, students, administrators, and paraprofessionals will insure the maintenance of a pleasant facility.

· The condition of the floor should be considered at all times.  It is permissible and suggested to spend a couple of minutes at the end of each teaching period to allow students to dispose of litter.  
· The care of desk tops is a matter of great concern; therefore, desks should be checked on a regular basis.  
· The following should be observed in a typical classroom;

-Desks and floors should be clear and free of paper and trash.

-Boards should be maintained / cleaned properly.

-Bookcases, maps, shelves, and other equipment should be cleaned and maintained on a regular basis.

-Bulletin boards and s

tudent work should be displayed neatly on a timely basis.

· Materials assigned to a grade level classroom (e.g., maps, kits, document cameras, laptops, projectors, Smart Board, “boom boxes,” computers, teacher’s desk) should be left in the classroom and not transferred.  If there are questions, these should be addressed to our Assistant Principal or our TST.  

CUSTODIAL/MAINTENANCE REQUESTS:

· Any type of repair in the classroom or any custodial assistance (other than the routine or that of an emergency nature) should be submitted in writing to an administrator.

· Each teacher should check his/her classroom for safety and report to an administrator any concerns that may exist.

· All requests for additional furniture or furniture removal should be made through the principal or designee.

· The teacher should request broken furniture be removed from the classroom as soon as possible.

· Staff members should not borrow tools, equipment, or supplies from custodians.

REPORTING BREAK-INS/VANDALISM

1. Damage of any nature to school property, whether willful or accidental, shall be reported, upon detection, to the principal, who shall then report it to the Area Superintendent.  The name(s) of the person(s) responsible shall also be reported, if known.

2. When a classroom is discovered to have been entered and vandalized, these procedures should be followed:

--The teacher or staff member should notify the principal or assistant principal.

--A written, itemized list of damage and loss should be given to the administration.

--If equipment is damaged, the serial/Tag# of the item should be placed on a 

  Vandalism / theft / repair report.

3. Any graffiti should be reported to an administrator immediately
STUDENT/PARENT FOLDERS

In an effort to communicate effectively with parents, a folder of work will be sent home with all students (Pre-K through Grade 5) at intervals designated by the grade level.  It has been proved that this activity helps open lines of communication between the school and the home and will help students achieve greater levels of responsibility.  This procedure is also a proven source of documentation.

The following steps will assure implementation of this school-wide initiative.

Each child will furnish a two-pocket folder for this activity.  This folder should be included on the class supply list.

1. A note from the teacher will be included in the folder the first week.  This note will explain the procedures each teacher has adopted concerning the sending and returning of papers and folders.  (This note must be presented to the principal for approval.)

2. A form for dates, parent signatures, and parent comments will be stapled to the inside left pocket.  The teacher/grade level will design an informative one, which will be approved by the administration.

3. In the folder, the teacher will put all student work/reports/projects for the time period.  Parents will be able to see the work, discuss it with their children, and keep it.  (If the teachers needs to keep any papers for documentation, two options can be considered:  these papers can be kept by the teacher until the end of the six weeks/semester or a system can be implemented in which parents keep the papers in the left-hand pocket and return the papers in the right-hand pocket, etc.  Another option:  teachers may require that all work be corrected and returned.)

4. In addition to the signature page (or in conjunction with it) and the work itself, a page indicating progress (or lack of it) and behavior for the time period will be included.  These forms may be created by the individual teacher or purchased commercially.  

5. Parents are to sign the form to indicate receipt of the folder, and students are to return the folder to the teacher the following school day.

6. Teachers must keep signed documentation so that a record of communication exists.

CLASSROOM MANAGEMENT

Teachers at Skinner Elementary School will implement highly-effective and structured individualized classroom management plans within their classroom.  BESIDES ADHERING TO THE B.I.S.D. CODE OF CONDUCT, THE FOLLOWING PROCEDURES WILL BE USED.  BE CONSISTENT WITH YOUR DISCIPLINE.
In each classroom students and teachers working together will develop an operational plan that will allow learning to take place and not allow the behavior of individual students to interrupt the learning of their peers.  After this plan is developed, modeling and role playing should take place frequently throughout the year to ensure and maintain students’ understanding of expectations.

A positive reward system should be developed by each teacher in conjunction with student input.  After the principal has approved the system, it should be displayed prominently in the classroom.   Examples of positive reinforcement include: (Reminder:  Rewards of candy and other sweets are not allowed.)

-Praise;


-Special privileges (e.g., no homework for 1 subject that night);

-Time for “fun” activities;
-Positive notes for class to parents/guardians.

-Material rewards;

***Teachers will explain to the students and send home an explanation of their discipline program to the parents at the beginning of the school year.
Teachers are expected to get a signed Student Code of Conduct form back from the parent within two weeks from when the child enrolls.  This is placed in the PRC by the second week of school.
Class Rules: 
All minor infractions should be handled by the teacher in the classroom. Major disruptions may be handled by administration when accompanied by the proper documentation through Eschools.

A. Students must follow Campus School wide Skinner Discipline Plan.

B. Rules and Consequences will be posted in each classroom and will be reviewed beginning with the first day of school.  All students must understand the rules and consequences.


1. Referrals to the Office:

A. Teachers are expected to follow Campus Discipline Plan.   


B. If a student is disciplined by in-school suspension, the teacher is responsible for providing assignments.  If a student is issued lunch detention, the teacher needs to make sure that the student sits in the correct assigned area for lunch.  

CURRICULUM AND INSTRUCTION

A. Teachers will use their 45 minutes of planning time to plan individually or to co-plan with their fellow grade-level teachers, with the Dean of Instruction, counselor and/or with the principal.  Teachers/staff members are not to leave the campus during this time unless permission is granted by an administrator.  This is NOT an “Off” period.  If there is a need for a professional staff member to leave the campus, he/she must obtain approval from one of the administrators and must be sure to sign the “Sign-Out” sheet located in the office indicating the name of the administrator that granted permission.  Teachers may then clock out and back in using the Time Clock Plus system.  

NOTE:  Paraprofessionals do not have a conference period.  During a teacher’s conference, paraprofessionals may be asked to assist in another area of the building.   

Teachers are required to co-plan each week by grade-level to ensure continuity of instruction.  These sessions must be documented by the grade chairperson and have teachers turn in a copy to the Dean monthly.
Note: These items are to be posted next to the classroom door.
       a. Daily instructional schedule
       b.  Classroom rules and consequences
       c.  Paraprofessional schedule (if applicable)
       d.  Seating Arrangement
       e.  School map
       f.  Emergency Operations Plan (Green/Red tag)
       g.  Names of Student Managers

All classrooms should have the following posted:  (This will be reflected on T-TESS and observations).
a. Daily Objectives 
b. TEKS for content areas       c. ELPS posted

B.   The Dean of Instruction must approve all audiovisual materials before they are presented to students.  This includes material used by guest speakers, movies, films, videos, or slide presentations.  Videos not written into a lesson plan with specific objectives correlated to the TEKS will not be approved.

Educational films from the Media Center do not have to be approved but must be noted in the lesson plans and correlated to the TEKS.
C.   Consumable Supplies

All requests for consumable supplies must be made on the appropriate form.  Requests can be submitted any day of the week to Sylvia Longoria in the office, however, they will be filled on Mondays.

D.   Special Education
1)
Resource students must attend classes as scheduled.

2)
Special Services include the following:

a. Speech




b. Inclusion




e.  Physical Therapy

c. Resource / CMC 



f.  Occupational Therapy


d. Life Skills

HOMEWORK

Students at all grade levels need to develop self discipline and independent working skills.  Depending on grade level and on the level of student ability, teachers should assign homework tasks, Monday through Thursday, as follows:

Grades                           Approximate Length of Task
PreK- K…………………………..…….10-15 minutes

1-3……………………………….……...15-30 minutes

 4-5……………………………….……...30-45 minutes

Homework is an important learning tool and we encourage all teachers to send out homework during the week.  Use different homework techniques or strategies; vary the activities.  Remember that homework should be used to assess how well students mastered what was taught – it is independent work – not an introduction.  Assignments should also reflect higher order thinking skills and should NOT take the form of copying, working excessive problems, or writing lines. 

TYPES OF HOMEWORK:

1)
Practice - provides students an opportunity to reinforce newly acquired skills or to apply recent learning.

2)
Preparation - (usually upper grades) – gives students an opportunity to obtain sufficient background information to be prepared for the following day’s lesson.

3)
Extension - takes the student beyond the work begun in class and encourages individualized and often creative and imaginative pursuit of knowledge.

CLASSROOM ENVIRONMENT

The classroom is an extension of the home.  Every effort will be made by the classroom teacher to provide the best learning environment possible which will enable every child the opportunity to develop to his/her potential, socially and academically. Please be sure that unneeded items are discarded and that bookshelves and other storage areas are neat.  Classrooms are visited on a daily basis by students, parents, community members, personnel from the main office, etc..  Your classrooms should be clean, child-centered, colorful, and conducive to learning at all times.  Let your classroom environment set the tone for exciting and dynamic learning experiences.

The following are classroom expectations:

A.
The classroom environment should be safe and free of clutter.  Have students pick up all paper, pencils, personal items, books, etc. from the floor around their desks at the end of each school day.  Students should remove everything from the tops of their desks, and all instructional components need to be returned to their proper place. Chairs are to be stacked up in the classroom at the end of the day. Please ensure that your door is locked and lights are off when you leave your classroom.
B.
The classroom environment should reflect colorful and appropriate bulletin boards.  These bulletin boards can depict student work, teacher-made or commercially acquired materials.  However, bulletin boards should be timely and changed often either during your planning period or after school.

C.
Teachers are responsible for the safe and clean upkeep of their classroom: walls, floor, desks, whiteboard, sharpener, and other physical items.  The teacher is also responsible for the audiovisual equipment, books, materials, keys, and other items which are subject to inventory and to review.
D 
Classroom “learning stations” should be put in place to help students to reinforce, to review, or to extend concepts and objectives which are introduced by the teacher. All learning stations should have appropriate materials which should be changed as TEKS/objectives are completed.

A. Examples of Learning stations are as follows:

· Science Center-NON-negotiable; should be changing weekly vocabulary
· Reading center- reinforcing TEKS & skills previously covered
· Writing Center- free write and/or teacher guided
· Math Center- STRONGLY RECOMMENDED
· Library Center

· Listening Center

· Social Studies Center
B. All classrooms, grades PreK-5, will have a “Technology Station” (Ipads, laptops, desktops).  The benefits of this center are many:  1) Teachers will become computer literate, 2) students have the opportunity to use technology daily and 3) disruptive behavior will diminish because students love to work with technology.  Teachers are responsible for the daily scheduling of students to this center.
E. All teachers and paras will take care not to damage doors, whiteboards, or walls with staples, two way tapes or other harsh adhesives.  Items taped to the walls or windows with masking tape should not be left too long as the glue will separate from the tape and deface the wall, boards, etc., after a period of time.  Use the glue gun sparingly or soft putty for best results.
F.
Classroom rules and consequences, the daily schedule fire drill routes, inclement weather rules, etc. must be posted in a very visible place at the entrance of each room.

G.   
ame Plate: Teachers need to have a name plate next to their room number.
Important:   Do not block the window of your door.  If you cover the door, cut around the window.  A clear view from the hallway into your room should always be available.
H.
Posted Information
The following items must be reviewed with students and posted in a very visible area of your classroom:

A) Fire Escape Route (unobstructed)
D)
Tornado Information

B) Fire Alarm Exit Drill Signals

E)
Daily Schedule

C) Hurricane Warning Information

F)
Emergency Code Procedures

FIELD TRIPS

Field trips should be grade appropriate and used as enrichment to the classroom instruction.  With this in mind, teachers should plan field trips to coincide in a timely manner with instruction.  
All instructional Field Trips are required to be scheduled between 9:00 a.m. – 1:30 p.m.   (Students must be on the bus ready to return to school at or before 1:30 p.m., as per the Transportation Department.)

It is the responsibility of the teacher to submit to the principal a comprehensive lesson plan, type written, for any field trip at least 3 weeks before the scheduled date of the trip.  Transportation requests submitted without the three week window will not be approved unless there are extenuating circumstances.  A field trip should be an educational experience and should be an extension of the classroom instruction.  These forms MUST BE TYPED.  The Field Trip package needs to be submitted to Sylvia Longoria for review.  (Forms are attached in the end of the handbook).
Field trips should be taken after the STAAR test for grades 3, 4, and 5.

All permission slips and emergency medical forms must be signed by the parent or legal guardian of the student and be returned before the student can travel with the class.  If any teacher anticipates that some students may not be allowed to accompany the entire class, a procedure must be in place.  A letter must be drafted and sent to the parents, after administrative approval, at least two weeks before the trip.  The letter must specify criteria, and must be signed by the teacher, parent, and student. Except for emergencies cleared by the administrative team, no student shall be excluded from any field trip on a last-minute basis.  

*Lead Teachers will provide the front office with a list of students staying behind one day before the trip.  He/she will also coordinate the ordering of sack lunches with our Cafeteria Manager at least two weeks prior to the field trip.  The cafeteria 
*Any parent accompanying students on a field trip must have cleared with the main office and the documentation must be on file with our Parent Liaison. Please plan ahead so each classroom will have two room parents that are cleared to accompany the class, if needed, on field trips.

Suggestions: 

Port Isabel Texas Lighthouse

South Padre Island Birding and Nature Center

Sea Life Center Marine Touch Tanks @ P.I.

SPI, Sea Turtle Inc.

UTRGV/ TSC Campus

The Dancy Building (Former county courthouseI)

Children’s Museum of Brownsville

Palo Alto Battlefield National Historical Park

Stillman House Museum

Commemorative Air Force Museum

Gladys Porter Zoo

Section VI

Faculty Meetings  

and 

Communication System

FACULTY / STAFF MEETINGS

A.
Certified Staff members are expected to attend all meetings such as faculty meetings, grade level meetings, SBDM meetings (if appropriate), committee meetings, and Open House activities.  Faculty meetings will be held on Thursdays from 3:30 – 5:00 p.m. whenever needed - unless there is a need for an Emergency Meeting.   Please plan accordingly as these meetings are not optional.

Please Note: 

  a.)   A person may miss a meeting only in the case of an emergency (illness included).

b.)  A person may be excused from a meeting if one meeting conflicts with another scheduled meeting with the Principal’s permission.

c.)  Since the administration has designated Thursdays from 3:30 to 5:00 p.m. for faculty meetings and Vertical Alignment meetings, doctor appointments for those days will not be considered an acceptable excuse.  Please keep in mind students MUST NOT BE LEFT UNATTENDED EITHER BEFORE OR AFTER A SCHEDULED MEETING.
B.
Grade level meetings will be held by the Dean of Instruction or by the Principal during respective planning time.  Please plan accordingly.
Grade chairpersons will also meet with their respective teachers at least two (2) times every reporting period.  Lead Teachers must maintain in file “agendas” and “sign-in” sheets of all meetings.  These are subject to audit by local, state, and federal agencies.

C.
Staff Development for paraprofessionals will be held during working hours.

D.
A staff meeting can be called for emergency reasons at any time.  These will be kept at a minimal and will be held on emergency cases only.

COMMUNICATION SYSTEM AT SKINNER
A.
BISD’s Organizational Chart
Please follow the chain of command when voicing a concern.  All efforts will be made to solve problems or concerns at the campus level.  As in all professions, following the chain of command is critical.  Prior to contacting or discussing concerns pertaining to personnel, programs or situations at Skinner Elementary with persons outside the immediate campus, a staff member is to discuss these issues with the grade level Lead Teacher, Assistant Principal, Dean of Instruction and Principal.  If after these varied attempts the program has not been resolved to the employee’s satisfaction, then the principal will assist you in following the appropriate chain of command at the main office to ensure that your 
request is addressed at a higher level.  As the instructional leader, the principal will always assist any staff members in that effort but must insist that administration have an opportunity to address a problem before it is referred to a higher level.  Calling the main office without giving the principal a chance to resolve a dispute is unacceptable and a violation of campus policy.

B.
Telephone
No one will be called to the phone during instructional time unless it’s a case of extreme emergency.  
C.
Weekly Newsletter
In order to ensure that everyone is well informed about upcoming school activities, it is important for all events to be publicized in the Weekly Newsletter that is available to everyone via email prior to the beginning of the work week.  Please be sure to submit items to the School Principal no later than the end of the instructional day on Thursday of the preceding week so that they can be included in the Newsletter.  Please specify the date, location, and time of the event.  This will enable us to have prior knowledge of any upcoming activities.  Faculty meetings, committee meetings, SBDM meetings, practice sessions must be publicized to ensure committee member attendance.  This Newsletter is a very informative and useful tool to ensure that all activities are coordinated and that everyone is informed.  

D.        The Public Address System (P. A.)
The P. A. System will used at the beginning and end of each day and in cases of emergency.  Only announcements of great importance will be announced.

Grade Chairpersons or sponsors of a student organization can request announcements.  These must be written on appropriate forms.

Please note - our school intercom is to be used only by office personnel and strictly for school business.

D. 
SBDM Committee
All concerns, recommendations, and celebrations can be voiced through the SBDM representative to the principal by each grade level / department.  The SBDM representatives may submit an item they would like included in the SBDM Agenda to the Principal the Friday prior to the meeting.

Section VII

Safety 

Procedures

SAFETY PROCEDURES

A.
Medication for students CANNOT be kept in the classroom, not even aspirin or cough drops.  Only medications from the United States will be administered at school.  Teachers are not allowed to administer medication.  Medication must be in a properly labeled original container.  Medication permit must be completed and signed by parent or legal guardian.  Medication will be kept in a secure place in the nurse’s office during school hours.  It is the responsibility of the parent to have the medication picked up and taken home after school hours.  Please follow our procedures by completing a referral slip when it is necessary to send a child to the nurse’s office.  If the nurse is absent or on her lunch break, please send the student to the office with the referral.

 B.
All faculty/staff accidents or injuries, regardless of the degree of seriousness, must be reported immediately to the principal or to the Asst. Principal designated as Campus Safety Coordinator.  An accident report must be completed and filed at the BISD Insurance Office.

SAFETY PROCEDURES - Fire Drill

Faculty and staff need to become fully familiar with fire exits from your classroom, both 1) obstructed and 2) unobstructed.

STATE REQUIREMENTS:

The Texas Commission on Fire Protection requires that all elementary students participate in one fire exit drill (unobstructed and obstructed) per month, during the school year.  Some will be announced, others will not.  

An unobstructed drill allows students to use their regular exit routes.  An obstructed drill includes some type of obstruction that causes “some” or “all” students to use alternate exit routes.

Emergency siren . . . . . . . . . . . . . . . . . . . . . . . .
Leave Classroom

1 Blow Horn Blast . . . . . . . . . . . . . . . . . . . . . . Stop

2 Blow Horn Blasts . . . . . . . . . . . . . . . . . . . . . .
Return to Classroom

If the regular fire drill exit is blocked, exit the building using the obstructed Fire Drill Plan.

1)
In case of fire drill, students should leave the classroom promptly and in an orderly fashion.

2)
Teachers should take class roster to take head count of students.

3)
The last student to leave the room should turn the light off and shut the door as he/she leaves the room.

4)
Students should walk in line rapidly.  Students should not talk.

5)
After leaving the building, students should walk directly away from the building at least 100 feet safety area.

6)
Teachers should make sure that exit door is closed.

7)
Students should wait quietly in line until the return signal is given.

Note:
Teachers should instruct students who are in restrooms to exit building through nearest door.  Students should not return to their classrooms.

HOW TO CONDUCT FIRE EXIT DRILLS

Fire exit drills should be “instructional activities” to practice skills needed to pass the test of an unannounced drill or actual fire.  Here are some suggestions for planning and conducting fire exit drills:

1. Familiarize your students with their regular exit routes. Inform students that fire drills will be conducted regularly.

2. Familiarize your students with their alternate exit route in case the primary route is blocked or obstructed.

3. Have specific plans for assisting special needs students:  students in wheel chairs, students on crutches and/or any individual with a physical or mental handicap.

4. Determine a method of checking to see that everyone is out of the classroom/building.  

5. Teachers should conduct individual classroom drills.

FIRE EXIT DRILL SIGNALS:  ELECTRONIC AND AIR HORN

The school will continue to use the electronic siren signal to notify teachers to evacuate the classrooms.  The electronic signal will be used for approximately 30 to 40 seconds to evacuate all classrooms.  After the electronic signal, air horns will be used once to signal students to HALT twice to RETURN to class.  In the event that the electronic signal is not working or ceases to work during a fire, the 3, 1, 2 air horn signal procedure listed below will be used:

EVACUATION:


3 signals from the air horn

HALT:




1 signal from the air horn

RETURN TO CLASSROOM:

2 signals from the air horn

ALTERNATE FIRE EXIT ROUTES

NOTE:  If your room door or your alternate route is obstructed, quickly select the nearest tertiary exit route such as a classroom window or another sidewalk/pathway.  BEFORE EXITING YOUR CLASS, THE TEACHER SHOULD ALWAYS SCAN THE REGULAR ROUTE TO DETERMINE IF AN OBSTRUCTION 
EXISTS.  If no obstruction is observed, use the regular exit route.  Again, please keep in mind, the teacher should always be the last person to leave and close the classroom door.  This procedure will assure that all students have exited the room.

HOW TO USE A FIRE EXTINGUISHER

To properly use a classroom fire extinguisher, please remember and follow the P.A.S.S. procedure:

P
=
PULL the pin off the fire extinguisher.

A
=
AIM the fire extinguisher hose/nozzle at the base of the fire.

S
=
SQUEEZE the fire extinguisher handle to release the foam / liquid.

S
=
SWEEP the hose/nozzle left to right while spraying 
the fire.  
Internet Bomb Threat

· All persons need to immediately report this type of threat to the campus Principal, our Asst. Principals, or our Dean of Instruction.  

· These types of emails are not to be responded to or deleted.  Leave screen as is.
SAFETY PROCEDURES

Lock Down

GOAL:
To ensure a safe environment through an emergency plan for intervention for staff and students if a person is threatened or in danger of physical harm.

I.
Reasons for initiating a Lock Down: A lockdown is a precautionary measure in response to a threat directly to the school or in the surrounding community. ... Depending on the type of lockdown, interior and exterior doors on campus are locked. No one is allowed to enter or exit the building. Parents may not come to the school during a lockdown.
A)
Someone is being threatened physically or by an unauthorized person on campus or by a student.


B)
Physical assault.

C)
Someone in the building with a weapon or someone who poses immediate danger.

II.
To call a Lock Down:

A)
Teacher/staff alert office, identifying wing and room number or identifying area (be specific).

B)
Office will announce over the intercom TWO TIMES, i. e., “LOCK DOWN IN PLACE”.


C)
911 will be called, given specific information.


D)
Notify BISD Safety Officer.

III.
Action to be taken during a Lock Down:


A)
In classroom:



1)
Look outside and get any student walking in the hall.



2)
Teachers are to lock the door and turn off the lights.

3)
Keep students in classroom until “LOCK DOWN CLEAR” is announced.  Students should be moved out of door’s view.  Do not allow anyone inside classroom until further notice.

4)
Use door place card with appropriate color showing.


(Green = All Clear / Red = Need Assistance)


B)
If Between classes (P. E., Library, Music, etc.)



1)
Direct students to nearest classroom or to a secure area.



2)
P.E. Coach use whistle outside to alert students and staff.



3)
All exit doors should already be locked.


C)
Response team to area indicated.



1)
Team of administrators one of which will remain in office.
Faculty & staff should do the following if a lockdown is ordered:

· Lock all doors and windows immediately. If a door can’t be locked, attempt to quickly block the door with heavy items.

· Never open doors or windows unless ordered to do so by a safety or school official. Always ask for documentation from an official to confirm their identity.

· Turn off all lights, and close the blinds or curtains.

· Instruct all students to stay low and away from the windows and doors.

· Keep students inside of the classroom.

· Silence televisions, cell phones and other electronics.

· Clear hallways, bathrooms and any area or room that cannot be thoroughly secured.

· Account for every student in the room.

· Assist those with special needs.

· Remain indoors and under lockdown until you receive an “all clear” from authorized personnel.

Students should abide by the following rules during a school lockdown:

· Remain quiet, still, calm and alert.

· Follow all instructions.

IV.
Cancel LOCK DOWN:

A)
“LOCK DOWN CLEAR” will be announced two times over intercom at discretion of administration.
B)
Resume normal activities.
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Clarification of Campus Policies and Procedures, Miscellaneous Info / Forms

CLARIFICATION OF CAMPUS POLICIES AND PROCEDURES, MISCELLENEOUS INFORMATION, AND FORMS

Bell Schedule

Our instructional day begins at 8:00 a.m. and ends at 3:15 p.m. on a daily basis.

According to the BISD Calendar, there is only one Early Release Day scheduled for the 2018-2019 school year – February 21st .  An abbreviated schedule will be attached to the Weekly Newsletter for everyone to follow on that day.  Teachers will be notified via the Newsletter if there is a need for additional changes in the Bell Schedule. 

Birthday Celebrations

Teachers will send out a calendar to all parents at the beginning of the school year informing them that all birthdays in a particular month will be celebrated together on a specific day and time each month.  Teachers will also send them information with the items that are permitted for them to bring to avoid any confusion.  

Please make sure to assist us in abiding by the policy of limiting the Foods of Minimum Nutritional Value (FMNV) to our five waiver days during the school year – Halloween (10-31), Christmas (12-21), Valentine’s Day (2-14), Easter and the End of the School Year. 

BISD Personnel Handbook 

The Certified Personnel Department develops a Personnel Handbook which contains a wide variety of information concerning policies and procedures regarding employment, payroll, leaves and absences, standards of conduct, and an assortment of other pertinent information.  I encourage staff members to review this document carefully, as it is a wonderful source of personnel-related information.   Copies of this document may be found in the office, school library, and may also be accessed via the internet.  

Board Policy Concerning Assignments and Schedules for Elementary and Middle School Personnel Policy DK (Regulation); Date issued 1/30/2006.

Faculty meetings for our campus are held after school on scheduled Thursdays.  This is in keeping with policy DK (Regulation) - “Teachers, nurses, librarians, and counselors will be on duty a minimum of 7 ½ hours per day (includes 30-minute duty-free uninterrupted lunch) and should be available periodically to attend staff meetings, a maximum of 2 ½ hours per week.  Staff development and parent conferences are not to be considered as part of the time allocated for staff meetings.  This additional time will be scheduled by the appropriate principal or program director.”
School District Policies 

In order to ensure that each faculty and staff member has access to School Board Policies, various computers on our campus (the library, computer lab, administrative offices, classrooms, etc.) are now able to access any School Board Policy on the Internet.  The address is www.bisd.us
If additional information is needed on School District Policies and you are unable to obtain the needed information from the previously mentioned sources, please see the campus principal for additional assistance.

Building Access
The campus will be open Monday – Friday from 7:00 a.m. to 8:00 p.m. for staff and students.  The campus will be closed on Saturdays and Sundays, unless announced or Saturday Academies.  Staff members, however, will have access to the building until 6:30 p.m. daily Monday through Friday as a couple of our custodians will still be working.  When the building is open, the alarms will not be activated.   (Please be reminded that when the alarms are activated and not quieted within the designated timeframe, security is sent to investigate the situation.   A report is then sent to the Administrator for Security, the appropriate Area Superintendent, and the Superintendent of Schools. Ultimately, I will receive a written report of these illegal entrances and must respond to their frequency.)  These time frames do not, of course, apply to any scheduled activity or event.      

Campus Newsletter
In order to ensure that everyone is kept up-to-date on Campus Activities, we will continue with the weekly Newsletter.  Faculty meetings, SBDM meetings, and other general information about the week’s activities will be included in the Newsletter that is prepared by the School Principal.  This calendar will be available every Monday morning via email.  

Staff members are responsible for any information contained in the Newsletter as this document will contain additions, changes, or clarifications in school or district policies that will be followed 
during the school year. It is each employee’s responsibility to access the Newsletter via email at the beginning of each week and to review it carefully.  Information contained in the Newsletter for the most part will not be announced.  

Chain of Command

I will do everything in my power to assist you in the resolution of your concerns.  That is my responsibility to each of you, and I take that responsibility very seriously.  As in all professions, following the Chain of Command is critical.  Out of professional courtesy, please be sure that prior to contacting or discussing concerns pertaining to personnel, programs, or situations at Skinner Elementary School with persons outside the immediate campus that you have discussed these issues with your Grade Level Chairperson, APs, and ultimately with me.  If after these varied attempts your problem has not been resolved to your satisfaction, then I will personally assist you in following the appropriate chain of command at the Main Office to ensure that your request is addressed at a higher level.  I will always assist you in that effort but must insist as your campus instructional leader that I have an opportunity to address the problem before it is referred to a higher level.  If I am unavailable, please leave a note with my Secretary and she will ensure that I receive it and contact you right away. 

Classroom Environment / Climate

It is imperative that classrooms and/or other areas are clean, free from clutter, and very inviting.  Please be sure that unneeded items are discarded and that bookshelves and other storage areas are neat at all times.  Classrooms are visited on a daily basis by students, parents, community members, personnel from the main office, etc.   Make special efforts to ensure that bulletin boards contain relevant materials and assist us in assuring that your classroom is properly maintained.  Feel free to notify the administrator in charge of custodians if your room is not being properly maintained by the custodial staff. 

Classroom Management

1. Discipline is the responsibility of the classroom teacher EXCEPT in the case of physical contact between students, or if the student directs profanity toward the teacher.  These situations absolutely merit an immediate office visit.  

2. Good classroom management requires that a teacher is well organized, well prepared, and consistent.  
3. Each teacher is responsible for the discipline in his/her classroom and should consult with grade level colleagues, administrators, counselors, or other personnel for suggestions and/or support when needed.

4. All students must be treated with dignity and respect at all times.  There is no need for a teacher to ever raise his/her voice to a student, to refer to a student in an inappropriate manner, or to ever inappropriately touch the student.

5. Discipline referrals should not be related to a student’s failure to bring books, paper, pencil, supplies, etc. to class.  Admittedly, this is a problem, but it is not a discipline problem.  It is the individual classroom teacher’s responsibility to handle these situations.
6. Teachers should not stand nor sit students outside their classroom for disciplinary reasons.  Do not send students to another classroom without permission from an administrator. 
7. Instruction must be focused, interesting and thought-provoking.  Students must be focused on learning at all time.
8. Administrators will be called on to remove a student from a classroom when:

· The student is using profanity towards the teacher.

· The student is involved in a confrontation with another student or the teacher.

· The student flatly refuses to leave the classroom after several requests from the teacher.

· The teacher believes that the student is either in possession or under the influence of a controlled substance.

· The student’s behavior places his/her own safety or the safety of other students in jeopardy.

In the event that you find the need to send a student to the office for disciplinary action, please be sure to provide the administrator with your previous documented efforts to address the student’s behavior (phone logs, student conferences, parent conferences, etc.).   The administrator will then review your documentation and assist you in working with the student to change his/her behavior or to improve the situation. 
Conference Period

Each teacher is provided with time for planning during the instructional day.  This time enables a teacher to perform school-related tasks, meet with other teachers in your grade level to discuss curriculum issues, confer with parents and/or colleagues, catch up on grading, etc.  It is inappropriate for any staff member to interrupt a class during instructional time.  

Teachers must remain on campus during planning periods.  In case of an emergency, please secure your designated administrator’s approval and indicate this on the Sign-In / Sign-Out Log located on the front counter in the office.  You will also need to clock in and out via the TimeClock Plus System.   (Please keep “emergencies” to a minimum.)

Confiscating Student Property

Please be reminded that when a teacher “picks up” student property such as a cellphone, toys, hats, etc. that these items should be turned in immediately to the appropriate Assistant Principal.  If the property is lost or misplaced before it is turned in, the teacher will be held responsible.

Copies / Copy Requests

Please make sure you are making use of the copy machines only during your planning period, before and/or after school.   Teachers that have paraprofessionals are asked to stay with this schedule as well.

Counselor Referrals

Please use the district Referral to the Counselor form to refer a student to the counselor.  The counselor will respond with a school-developed feedback form.  (We understand that in some instances a verbal referral is preferred but the referral form does ensure that your request is not overlooked or accidentally forgotten.)  This Referral Form can be found in the office.

Emergency Drills  

All teachers will receive a packet containing maps and information pertaining to fire drills, tornado and hurricane watch procedures, and other emergency situations from Mr. Delgado.  All maps indicating the emergency evacuation route from your classroom must be posted in your classroom.  Please become familiar with the route and inform the students so that in case of an emergency, students will follow the designated route and proceed in an orderly fashion.  Remember that fire drills are conducted on a monthly basis.  (3 blasts—fire, evacuate building; 1 blast---stop; 2 blasts--return to building.)
Absenteeism and Tardiness 

The following guidelines will be used for handling excessive absences or tardiness.  In determining whether an employee has been absent or tardy an excessive number of times, the following definitions will apply:

	TARDINESS
	Any employee arriving after his/her scheduled starting time (7:55 a.m. for teachers) will be considered tardy.

	EXCESSIVE TARDINESS
	Any three (3) occurrences of tardiness within a thirty (30) day period will be considered excessive.

	ABSENCE
	An employee who is not present at his/her work assignment during any scheduled work period will be considered absent for that period.

	EXCESSIVE ABSENTEEISM
	Any three (3) separate occurrences of absence within a thirty (30) day period will be considered excessive.

	PERSONAL ILLNESS
	Absences in excess of five (5) consecutive workdays must be accompanied by a doctor’s statement attesting to the nature of the illness.  The administrator or principal is responsible for reporting absences of five days or more to the Human Resources Department.  A leave request must be submitted to Human Resources for approval.

	FAMILY ILLNESS


	Certification of illness from the family member’s physician will be required for absences in excess of three (3) consecutive workdays.


End of Year Checkout Procedures

In order to avoid problems at the end of the school year, please be certain to develop good systems for the accounting of fixed assets such as laptops, projectors, document cameras, etc., as well as textbooks, teaching supplies, etc.  It is everyone’s responsibility to ensure that school materials are carefully maintained and accounted for at the end of the school year.  This includes all science equipment and physical education equipment since equipment lost or misplaced must, of course, be replaced. Please be reminded that it will be necessary for teachers to reimburse the school for items that are misplaced, unaccounted for, or lost.  We need everyone’s assistance in keeping an accurate inventory so items are all accounted for at the end of the school year.

Another critical part of the End-of-the-Year Checkout process is room cleanliness.  Please be sure to maintain the condition of your classroom throughout the school year to eliminate the problem of unnecessary clutter at the end of the year.

Evaluation and Feedback on Student Progress

All teachers are required to maintain student grades in all subject areas on eSchoolsPlus+ TAC and send home Student Progress Reports every three weeks as per district policy.

All teachers are required to keep up with and maintain student grades in all subject areas every six weeks on eSchoolsPlus TAC and send home student report cards on time.

All teachers are required to meet with parents of students that are failing or in danger of failing to give parents feedback on student’s progress.  In Grades 3 – 5, teachers are responsible to meet with and inform parents of students that are in danger of failing the STAAR.  Teachers are to document all parental visits including but not limited to the reason for the visit, and parental signature.

All teachers will implement special education students’ IEP Goals and Objectives and accommodations / modifications as well as for 504 students and their IAP.

Facilities

All facilities requests must be submitted to the Principal’s Secretary. The REQUEST FOR USE OF Skinner FACILITIES form is located in the office – ask Mrs. Longoria.  We will also handle the scheduling for that classroom. 

Fixed Assets

BISD has implemented a new system to keep track of items classified as “fixed assets.”   Please make certain that items are not moved from classroom to classroom or discarded.  You are responsible for all items located in your classroom, and it is important that you know their whereabouts at all times.  Please be reminded that it 
will be necessary for teachers to reimburse the school for items that are misplaced, unaccounted for, or lost.  Please see our Assistant Principal if you have any questions about Fixed Assets.  

Fundraising Activities 

Before planning any fund-raising activity, you must receive approval for your fund-raiser from both the campus principal and the Area Superintendent assigned to our campus.  Fund-raising forms are located in the office.  The fundraising application should be very specific as to how the money raised will be spent.    A request for payment on a voucher will be denied if it is not on the fundraising application.  Each organization must have the appropriate Health Permit, if applicable, on file with the principal’s secretary.  The Fundraising Application will be typed and sent in for the required signatures.  Please check with the Principal’s Secretary periodically to make sure it was approved prior to any activity.  

Keys

Please pick up your room key from Mrs. Longoria in the front office.  Please make sure to keep your room locked when it is not in use.  In the event that you lose or misplace your keys, please notify Mrs. Longoria.  For security reasons, please do not duplicate your keys. Keys are never to be given to students or non-Skinner personnel (including family members).  Returning your keys is part of your check-out clearance procedures at the end of the school year.  Changing of locks and duplication of keys are done only through approved BISD Maintenance work orders generated by the office.
All teachers are required to possess and use their keys on a daily basis.  Only administration and custodial staff are to possess master and gate keys.  Any other individuals need permission by administration to possess gate keys.  
Leaving School During the Day - Students

Please be aware that when a visitor comes onto campus to pick up a student from school during the school day, the student will only be released if he/she has a Student Release Form on file in the office.  If the form is on file, the visitor’s identification will be checked. If the visitor is listed on the form, the student will be released.  However, if the visitor is not listed on the form, the student will not be released without approval from the principal or her designee—and exceptions must be very, very rare.   
No students should be released from the classroom!  If a parent shows up at your door to pick up a student, send the parent to the office.  The office staff will be responsible for notifying the student’s classroom teacher.

· The verification of authorization to release a student to a person is indicated on the release form.  Proper photo identification is required.  If said person is not on the list, the student will not be released.  

· Office personnel will call the classroom to request that the student report to the office.  The student will collect his/her items needed for the day and will report to the office.  In grades Kinder 3,  Pre-K & Kinder, an instructional assistant will escort the child to the office.

· When a student is feeling ill, the student will be released from the nurse’s office after informing the front office. The front office personnel will inform the classroom teacher.             

· Parents are to wait in the office for their child.

· No visitors should be on campus or visiting your classrooms without an office pass.  (Including parents delivering snacks, or other items). Please do not invite parents for birthday parties in the classroom.  The items will be delivered from the office. Every visitor must be approved before visiting campus.  Classroom volunteers must be by approved by BISD.  We always welcome parent participation.
Listing of Available School Forms 

School forms that are available for your use are listed at the end of this section.   If additional clarification or information is needed, feel free to contact our School Principal.

Lunch Bunch Incentives for students

Breakfast will begin in the classrooms at 7:55 a.m. on a daily basis.  Some teachers reward their students by having lunch with them, also known as “Lunch Bunch.”  In order to be uniform, we ask that Lunch Bunch takes place on Fridays only.
Maintenance Concerns

Please complete the Maintenance Work Order Form located in the Teachers’ Miscellaneous File if your classroom has a maintenance concern and give it to Sylvia Longoria in the office.   She will in turn generate a work order to the BISD Maintenance Dept. via the internet if our custodians are unable to complete the task.  Note:  The same procedure can be followed if you observe any other maintenance issue on the campus.   Please report any broken or damaged furniture to Mrs. Longoria so that it can be removed and/or replaced. 

This includes requests for chairs, air conditioning, machinery, or the movement of risers. Mrs. Longoria must input ALL requests via the Internet and failure to go through Mrs. Longoria will only delay your request or your request will not be completed.  Also, be reminded that requests will be handled on a first-come, first-served basis so plan ahead.  Maintenance is not accepting last minute requests, so it is imperative that you plan ahead.

Missed Punches

We realize that now and then we forget to clock in or out using the TimeClock Plus.  Teachers and staff will be required to use the Biometric clock to clock in and out.  If you have a missed punch, you will be required to email the Principal and cccopy Mrs. Longoria. Please indicate the time you arrived or left and date you missed punches or forgot an ID. The first time will be a regular conference with a verbal reminder.  If it is necessary to meet for a second time during a pay period with your primary appraiser, this will result in a written reminder.

If you have lost your ID badge, the district is allowing three (3) days to replace it by going to the Payroll Department and acquiring a new one.
Morning Announcements

Morning announcements will be made first thing in the morning.  Please turn in your written announcements to the designated clerk no later than 3:30 p.m. for the following day.  Please make announcements as brief as possible. A form is available in the Teachers’ Miscellaneous File for announcements.  If there is a need for additional announcements, these will be made during the last five minutes of the school day.  We would like to keep announcements very short.

Cellular Phones 

STUDENTS:   Students are prohibited from possessing a paging device or other electronic communication device at school.  If the teacher or administrator becomes aware that a student possesses any of these, the item(s) will be confiscated and submitted to our Security Officer.

TEACHERS:  As per School Board Policy, the staff of Skinner Elementary School is to refrain from using these devices on campus.  If you need to receive messages, please direct all parties to contact you through the campus phone. If there is a special circumstance that merits a staff member having a cellular phone or pager, please be sure to submit this request to the campus Principal in writing for approval.  Cell phones are not allowed in the classrooms or in the halls during testing (STAAR / TELPAS).
Parent Conferences

The Office Staff will not schedule Parent Conferences for you.  We will take messages, inform the teacher, and then enable you to schedule the conference at your convenience.   Please return your phone calls promptly.  Ultimately, a frustrated parent will communicate their concern to me.  We want to avoid these kinds of negative problems and to instead communicate to our parents our willingness to assist them in the education of their children.  Parents become very frustrated when their phone calls are not answered.  Please be sure to follow-up on all phone calls within a twenty-four hour period, if possible.  Teachers are encouraged to make frequent telephone calls to parents.  It is also beneficial to contact parents when students are doing well.  These positive contacts go a long way in building positive parental-school relations.  A phone is available in the teacher’s lounge for your convenience.
Parent Letters / Parent Notices

All parental correspondence (including letters requesting food, supplies, donations, etc.) must be approved and initialed by the principal  before it is sent.

Procedure for Acquiring BISD Email

Faculty email accounts are provided for educational purposes for a period of time to accomplish certain educational goals.  However, email confidentiality cannot be guaranteed.  Accounts may be monitored and read or audited by BISD administration at any time, since district email is subject to the Open Records Act.   Please see our TST to acquire an email account.  

Procedure for Reporting Suspected Abuse 

Any faculty or staff member who suspects any type of abuse must call Child Protective Services.  When a student reports an incident or incidents to an adult, that adult MUST report it.  According to law, the adult who first hears the report must call CPS immediately.  Any faculty and staff wanting assistance with this process can see one of the school counselors or an administrator.  REMEMBER that it is not a matter of whether or not the allegations are true; we do not have to judge the validity of the story but we are legally bound to report it.  The number is 1-800-252-5400 and is answered seven days a week twenty-four hours a day.  It is also important that the person reporting the incident write down the case number.

Professional Responsibilities  

Please be reminded that it is imperative that professional staff members attend all required meetings.  In the event that you are unable to attend a designated meeting, please provide written documentation to the campus chairperson in charge of that meeting as well as your primary appraiser.  Failure to provide documentation will be interpreted as failure to comply with school policies.  Everyone’s input is needed at all meetings. 

SBDM Representatives’ Responsibilities: The elected representatives to the SBDM Committee have the responsibility of communicating the information that they obtain at the monthly meeting to their representative groups.  Many important issues are initially discussed at these meetings and the SBDM representative is “your” voice.  

Paraprofessional Responsibilities

The following are expectations for Instructional Assistants:

· ABSENCES For any absence, you are required to call the SEMS system.  You are required to contact Mrs. Longoria and Mrs. Rodriguez to inform them of your absence, and who is your back-up is for duty.  As per district policy, three or more in a 30 day period is considered excessive and subject to a Notice of Warning.  Absences will be monitored weekly through a generated report.

· DUTY:  Paraprofessionals must report to assigned duties on time and remain until assigned time to leave.  When supervising students, be sure to monitor ALL students not just the ones in your area.  All paraprofessionals are expected to be mobile and vigilant while on duty.  All duty assignments are subject to change by Administration. 

· After Duty:  When the afternoon duty is over paraprofessionals need report to the COPY ROOM and continue Copy Requests or file mail.  All paraprofessionals are expected to attend all scheduled meetings hosted by Administration. 

· Discipline:  District discipline policies need to be enforced at all times.  Always be aware of what students are doing; be sure to call students attention whenever they are behaving inappropriately.  Refer students to the office as a last resort (after the student’s attention has been called or if the behavior merits it.)  All paraprofessionals are expected to be vigilant throughout the campus.

· Communication Devices:  As per district policy, communication devices such as cell phones cannot be used during working hours.
· BIOMETRIC MACHINE/TIMESHEETS:  On a daily basis, paraprofessionals will sign in and out on paper and through the Biometric Machine. 
· OVERTIME:  BISD does not allow for overtime.  Overtime is approved by the Area Superintendent.  

· INSTRUCTIONAL TIME:  This time is valuable; be sure to use it wisely and not to visit other classrooms, run off copies, buy a soft drink, or personal business.  

· STATE PERSONAL DAYS:  These can only be used if they have been pre-approved by administration.  Permission to use personal days must be submitted in writing to the Principal five days in advance.

· Absence from Duty Report:  It is expected to be filled out and signed the day of returning to work.  Total hours must be calculated at the end of the month.  This report must reflect the hours not worked and must be full hours not half hours increments.  
· Leaving Early:  Paraprofessionals are expected to get approval from Mrs. Rodriguez whenever leaving early.  Time lost from leaving early cannot be made up unless authorized by the principal.
· FLEX TIME: Mrs. Rodriguez  is the only Administrator to approve flex time.  All classified employees are scheduled to work 40 hours per week.  The work week begins Saturday and runs through Friday.

· STAFF DEVELOPMENTS:  During staff development days, the working hours are from 8:00 a.m. to 4:00 p.m.  Classified staff will be required to follow the schedule for those days.  All Classified staff will be required to work 40 by the end of the work week.
Reporting Accidents / Injuries 

In the event that an employee has an accident on campus, it is imperative that he/she completes the required paperwork and submits it to the administrator designated as the school “Safety Coordinator” in a timely manner.  It is strongly recommended that the Accident Report be completed and turned into the Main Office within a twenty-four hour period.  Failure to comply with this timeline could impact compensation.  Please be reminded to report all accidents/injuries to Mr. Delgado or Mrs. Longoria immediately.

Safety Plan 

Numerous efforts have been made to maintain a safe, clean working environment for all staff members.  If you notice any safety hazard, please feel free to contact our Safety Administrator, or any of the other administrators.  We will also continue providing staff members with safety tips through Faculty meetings, etc.

School Crisis Plan 

BISD has developed a district Crisis Intervention and Response Handbook to serve as a reference for school personnel to use as we prepare for and respond to emergencies or crisis situations.  The following are general guidelines taken from the district plan and adapted to fit our own campus needs that will enable us to protect the students entrusted to our care should the need arise.

In case of an accident or a health problem needing medical attention:
· Do not move injured person.

· Immediately notify the School Nurse.  Call the office using the school intercom and also send a student to the office with the injured student’s name.

· Stay calm, keep other students calm and clear of the injured or ill student.

· Write a report on the incident as soon as possible.

In case of a need for “Shelter in Place”:

· Move all students, staff, and visitors off playgrounds and the exterior portions of the site into the school, securing all entrances and denying access to any unauthorized person.

· This may be needed when police are engaged in a hazardous material spill in the immediate area.

· Listen for further instructions from administration.
· Do not allow anyone to leave until “Shelter In Place All Clear” announcement is made.
In case of a need for an Off-Campus Evacuation site:

· Stay calm and keep the students calm.  This will be announced via the intercom and is being done for everyone’s safety.

· Assist us in moving all students, staff and visitors off campus via BISD buses to the nearest secure site in an orderly manner
· Front Office staff will be in charge of taking all of the binders from the front office containing the Student Release forms to the new site.

· Make sure you take all of your personal belongings (purses, keys) along with your Attendance Sheets with you as we will probably not be able to return to the campus.

· Remain with your students at all times.

· Office Staff and Administrators will sign out each student to his/her parents or legal guardians from this site when they show their picture ID.

School Property

BISD employees are held responsible for all items in their charge including but not limited to instructional materials, classroom furniture and fixtures, equipment and technology hardware and software.  All items including instructional materials, supplies and equipment purchased through district funds are property of Skinner Elementary. As staff members change schools, items purchased with Skinner funds are to stay at Skinner Elementary including but not limited to manipulatives, Fixed Assets, Textbooks / Teacher’s Editions, STAAR related materials and any other supplies and materials purchased with campus funds.

School Telephone Numbers 

A directory of Skinner telephone numbers will be available with the Principal’s Secretary.  Updated listings will be provided as needed.

Sign-In / Sign-Out Procedures 

Teachers need to be in their classrooms by 7:55 a.m.  All teachers MUST clock in and out via the TimeClock Plus system.  

Since all classified employees must comply with Wage and Hour requirements, they are required to “clock-in” upon their arrival to school, “clock-out” when they go to lunch, clock-in again when they return from lunch, and clock-out when they leave the campus via the TimeClock Plus System.   Classified Personnel are to work no more than eight hours per day and no more than 40 hours per week.  Please note:  The campus Principal is the only person that may approve any adjustment in work schedules.

Snacks

Parents are not to send home-baked goods to classrooms, unless it is one of our five FMNV Waiver Days – Halloween, Christmas, Valentine’s Day, Easter or the End of the School Year. Please encourage pre-packaged healthy foods (granola bars, trail mix, etc.) for classroom monthly celebrations of birthdays, etc.  Parents may bring the snacks to the office and office personnel will deliver the goods to the classrooms.  Parents are not to take snacks to the classrooms during the instructional day.

Special Programs

Computer Labs will be utilized by our students at their scheduled times.  Reminder: Teachers must remain with their students during Computer Lab time.

Staff Dress and Grooming Guidelines 

Because we are stressing appropriate dress and grooming guidelines for our students, it is imperative that we are good role models.  BISD Board Policy DH (Local) specifies the district’s expectations for dress in a section titled Employee Standards of Conduct.  The BISD Dress Code and Grooming Guidelines were given out to all faculty and staff members and will be implemented once again this school year.    

Supervision of Students 

Your students must have adult supervision at all times.  In the event that you must leave the classroom for a bathroom break, to make a telephone call, or another emergency issue, be sure that an adult is monitoring your students.   In the event that an incident occurs in your absence and there was not adult supervision, the teacher will be held responsible.    Please note:  Leaving students unattended will result in an automatic write-up.  Leaving the classroom to go talk to the teacher next door or across the hall is not acceptable – this should have been done during planning time.
All personnel are expected to report to duty on time in order to ensure the safety of all students.

Supervisory Duty  

All paraprofessionals will be assigned supervisory duty.  Please assist us by making sure that you are prompt in your duty assignments.  If for some reason, it is impossible for the paraprofessional to be on duty, it is the paraprofessional’s responsibility to inform the Administrator in Charge of the situation.  

Teacher Boxes
The boxes in the Teacher’s Lounge will primarily be used for memos and other notes that teachers will need to review within a twenty-four hour period.  We will also place student-related information that needs to be distributed such as passes from the nurses or counselors.    Boxes and/or packages delivered from the Warehouse will be received by the School Office and taken to the appropriate teacher’s classroom for the teacher to verify the contents.  

Teacher Supplies  

In addition to paper, teachers may request consumable supplies by using the form provided by the Administrator in Charge of Supplies.  This form must be turned in to Mrs. Longoria in the office.  Please note:  For technology equipment / supplies, please see our TST.

Telephone Logs  

All staff members must maintain documentation for phone calls made pertaining to attendance, discipline, and parent contacts pertaining to grades, etc.  Documentation of this nature is beneficial for students and is needed for several domains of the T-TESS.  Please keep this information on file as we may request to see it.   Please make sure that it is kept up-to-date on a daily basis.
Sexual Harassment

Title VII and the Civil Rights Act of 1964 prohibits discrimination on the basis of race, color, national origin, religion, and gender in all terms and conditions of employment.  The federal courts have repeatedly ruled that sexual harassment is a form of gender discrimination, just as racial harassment is a form of race discrimination.

TYPES OF SEXUAL HARASSMENT:

Quid pro quo – means “this for that” or “something for something.”  Quid pro quo harassment occurs when an employee is forced to choose between giving in to a superior’s sexual demands and forfeiting an economic benefit such as a pay increase, a promotion, or continued employment.

Hostile Environment – occurs when sexual or other discriminatory conduct is so severe and pervasive that it interferes with an individual’s performance; creates an intimidating, threatening, or humiliating work environment; or perpetuates a situation that affects the employee’s psychological well-being.  The courts have ruled that hostile environment sexual harassment can be created by supervisors, coworkers, or non-employees.

Examples:   


· Off-color jokes or teasing

· Comments about body parts or sex life

· Leering, staring, or gesturing

· Repeated requests for dates

· Touching, brushes, pats, hugs, pinches

· Assault
· Sending inappropriate or offensive emails

Sexual harassment can occur in a variety of circumstances, including but not limited to the following:

· The victim as well as the harasser may be a female or a male.  The victim does not have to be the opposite sex (Oncale vs. Sundowner Offshore Service, Inc. 1998).

· The harasser can be the victim’s supervisor, an agent of the employer, a supervisor in another area, a coworker, or a non-employee.

· The harassment can be teacher-to-student, student-to-student, or student-to-teacher.

· The victim does not have to be the person harassed but could be anyone affected by the offensive conduct (also called third-party sexual harassment.).
Examples:

· Staring at or looking someone “up and down.”

· Spreading rumors about a person’s sexuality.

· Questions about an individual’s sex life or sexual history.

· Discussing your own or another person’s sex life.

· Frequent jokes about sex, males or females.

Student-to-Student Sexual Harassment – Unlike the workplace, where perpetrators are likely to be superiors, most sexual harassment in the high school setting is initiated by peers.  (Brandenburg, 1997).  Several recent studies have indicated that a majority of high school students, up to 93% of girls and 83% of boys, have experienced unwelcome behavior of a sexual nature at school (AAUW, 1993, Stratton & Backes, 1997; Texas Civil Rights Projects, 1997.)

Sexual harassment of a student, including harassment committed by another student includes:  unwelcome sexual advances / requests for sexual favors; or sexually motivated physical, verbal, or nonverbal conduct.

Examples:

· A male student repeatedly taunts a female peer about her breasts.

· Persistent requests for a date in an intimidating or threatening manner.

· Female grabs and squeezes male’s bottom.

· Male comments to female about her “hot body.”

· Two males pull down the pants of another male in front of the school building.

Teachers need to supervise students at all times in order to prevent any type of inappropriate interaction.

Sexual Harassment by an Employee – It is sexual harassment of a student when:

· Employee makes student believe student must submit to the conduct in order to participate in a school program or activity;

· Employee makes student believe the employee will make an educational decision based on whether or not the student submits to the conduct;

· The conduct is so severe, persistent, or pervasive that it affects the student’s ability to participate in an educational program or activity;
· Creates an intimidating, threatening, hostile, or abusive educational environment.
Responsibilities as an educator:

Be aware of the District policy FFH Legal and FFH Local.    

If a student reports harassment, pay attention.  Report all such complaints to the appropriate administrator.  Use common sense and judgment.  

An employee who believes that he or she has experiences prohibited sexual harassment should immediately report the alleged acts to an appropriate person designated:
· A district employee may report harassment to his or her supervisor or campus principal.  A person shall not be required to report harassment to the alleged harasser;

· For sexual harassment, the Title IX Coordinator for the district;

· For all other prohibited harassment, the Superintendent.

Any other person who knows or believes that a District employee has experienced harassment should immediately report the alleged acts to the appropriate person.  Retaliation against an employee alleged to have experiences harassment, a witness, or another person who makes a report or participates in an investigation is strictly prohibited.

Code of Ethics and Standard Practices for Texas Educators

The Texas educator shall comply with standard practices and ethical conduct toward students, professional colleagues, school officials, parents, and members of the community and shall safeguard academic freedom. The Texas educator, in maintaining the dignity of the profession, shall respect and obey the law, demonstrate personal integrity, and exemplify honesty. The Texas educator, in exemplifying ethical relations with colleagues, shall extend just and equitable treatment to all members of the profession. The Texas educator, in accepting a position of public trust, shall measure success by the progress of each student toward realization of his or her potential as an effective citizen. The Texas educator, in fulfilling responsibilities in the community, shall cooperate with parents and others to improve the public schools of the community.

(1)  Professional Ethical Conduct, Practices, and Performance. 

Standard 1.1 The educator shall not intentionally, knowingly, or recklessly engage in deceptive practices regarding official policies of the school district, educational institution, educator preparation program, the Texas Education Agency, or the State Board for Educator Certification (SBEC) and its certification process.

Standard 1.2 The educator shall not knowingly misappropriate, divert, or use monies, personnel, property, or equipment committed to his or her charge for personal gain or advantage.

Standard 1.3 The educator shall not submit fraudulent requests for reimbursement, expenses, or pay.

Standard 1.4   The educator shall not use institutional or professional privileges for personal or partisan advantage.

Standard 1.5 The educator shall neither accept nor offer gratuities, gifts, or favors that impair professional judgment or to obtain special advantage. This standard shall not restrict the acceptance of gifts or tokens offered and accepted openly from students, parents of students, or other persons or organizations in recognition or appreciation of service.

Standard 1.6 The educator shall not falsify records, or direct or coerce others to do so.
Standard 1.7 The educator shall comply with state regulations, written local school board policies, and other applicable state and federal laws.

Standard 1.8 The educator shall apply for, accept, offer, or assign a position or a responsibility on the basis of professional qualifications.

Standard 1.9  The educator shall not make threats of violence against school district employees, school board members, students, or parents of students.

Standard 1.10  The educator shall be of good moral character and be worthy to instruct or supervise the youth of this state.
Standard 1.11  The educator shall not intentionally or knowingly misrepresent his or her employment history, criminal history, and/or disciplinary record when applying for subsequent employment.
Standard 1.12  The educator shall refrain from the illegal use or distribution of controlled substances and/or abuse of prescription drugs and toxic inhalants.

Standard 1.13  The educator shall not consume alcoholic beverages on school property or during school activities when students are present.

(2)     Ethical Conduct Toward Professional Colleagues 

Standard 2.1 The educator shall not reveal confidential health or personal information concerning colleagues unless disclosure services lawful professional purposes or is required by law.

Standard 2.2 The educator shall not harm others by knowingly making false statements about a colleague or the school system.

Standard 2.3 The educator shall adhere to written local school board policies and state and federal laws regarding the hiring, evaluation, and dismissal of personnel.

Standard 2.4 The educator shall not interfere with a colleague's exercise of political, professional, or citizenship rights and responsibilities.

Standard 2.5 The educator shall not discriminate against or coerce a colleague on the basis of race, color, religion, national origin, age, sex, disability, family status, or sexual orientation.

Standard 2.6 The educator shall not use coercive means or promise of special treatment in order to influence professional decisions or colleagues.

Standard 2.7 The educator shall not retaliate against any individual who has filed a complaint with the SBEC or who provides information for a disciplinary investigation or proceeding under this chapter.
(3)      Ethical Conduct Toward Students 

Standard 3.1  The educator shall not reveal confidential information concerning students unless disclosure serves lawful professional purposes or is required by law.

Standard 3.2  The educator shall not intentionally, knowingly, or recklessly treat a student or minor in a manner that adversely affects or endangers the learning, physical health, mental health, or safety of the student or minor.

Standard 3.3 The educator shall not intentionally, knowingly, or recklessly misrepresent facts regarding a student.

Standard 3.4  The educator shall not exclude a student from participation in a program, deny benefits to a student, or grant an advantage to a student on the basis of race, color, gender, disability, religion, national origin, family status, or sexual orientation.
Standard 3.5  The educator shall not intentionally, knowingly, or recklessly engage in physical mistreatment, neglect, or abuse of a student or minor.

Standard 3.6  The educator shall not solicit or engage in sexual conduct or a romantic relationship with a student or minor.

Standard 3.7  The educator shall not furnish alcohol or illegal/unauthorized drugs to any person under 21 years of age unless the educator is a parent or guardian of that child or knowingly allow any person under 21 years of age unless the educator is a parent or guardian of that child to consume alcohol or illegal/unauthorized drugs in the presence of the educator.

Standard 3.8   The educator shall maintain appropriate professional educator-student relationships and boundaries based on a reasonably prudent educator standard.

Standard 3.9   The educator shall refrain from inappropriate communication with a student or minor, including, but not limited to, electronic communication such as cell phone, text messaging, email, instant messaging, blogging, or other social network communication.  Factors that may be considered in assessing whether the communication is inappropriate include, but are not limited to:


(i)   the nature, purpose, timing, and amount of the communication;


(ii)  the subject matter of the communication;

(iii) whether the communication was made openly or the educator attempted to conceal the communication;

(iv)  whether the communication could be reasonably interpreted as soliciting sexual contact        or a romantic relationship;

(v)   whether the communication was sexually explicit; and

(vi)  whether the communication involved discussion(s) of the physical or sexual attractiveness or the sexual history, activities, preferences, or fantasies of either the educator or the student.
Title 19 / Part 7, Chapter 247, Rule 247.2 adopted to be effective March 1, 1998, 23 TexReg 1022; amended to be effective August 22, 2002, 27 TexReg 7530; amended to be effective December 26, 2010, 35 TexReg 11242.
Campus Handbook Forms 2018-2019
The following forms will be sent to everyone via email:

1) Campus Concerns 

2) Lack of Preparation Form 

3) Guest Speaker Form 

4) Video Approval Form 

5) Supplies/Maintenance Request 

6) Phone Log

7) Parent / Teacher Conference Record

8) Department Head / Grade Level / Co-planning meeting documentation 

9) Failing Letter Documentation per six weeks to Dean of Instruction 

10) Teacher’s Report of Unsatisfactory Progress (Failing Letter) 

11) End of Six Weeks Awards Ceremony student lists to Counselors

12) Counselor Referral Form

13) Teacher Checklist for Return of Student Forms – attached

14) Summer Maintenance Repair Form

15) Custodian Survey

The following forms are available in the office:

1)      Home Visit Request Form

2)      Student Field Trip Form

3)      Certified and Classified Absence from Duty Report

4)      Professional Leave Form (In-District / Out-of-District)

5)      Parent Center Teacher Request  

CAMPUS CONCERNS

I, _____________________________________, wish to express the following concern about some aspect of the campus at Skinner Elementary School:

I would like to offer the following possible solutions to this concern:

1.

2.

3.

*THIS DOCUMENT IS TO BE PLACED IN THE BOX ON THE PRINCIPAL’S DOOR OR GIVEN TO THE SECRETARY AFTER IT HAS BEEN FILLED OUT COMPLETELY.

LACK OF PREPARATION FORM

Date:  ______________________________

Teacher:  ___________________________

Student:  ___________________________

ASSIGNMENT:  _____________________________________________________________

___________________________________________________________________________

I AM NOT PREPARED FOR CLASS BECAUSE I DID NOT . . . . . . .

____
Bring my book.

____
Bring my folder.

____
Bring my assignment.

____
Complete my assignment.

MY EXCUSE IS: _________________________________________________________________________

Student Signature _____________________________________

*THREE OF THESE FORMS WILL REQUIRE A PARENT CONFERENCE WITH TEACHER AND STUDENT.

*FIVE OF THESE FORMS WILL REQUIRE AN ADMINISTRATIVE CONFERENCE.

Parent Signature:  __________________________________

Date:  ____________________________________________

Guest Speaker Form

             [image: image3.jpg]



Teacher: ______________________________


Date:_________   Time:_______  Room#:_____

Name of Guest Speaker: _____________________

Guest Speaker’s Job Title: ___________________

Objective:__________________________________________________________________________

TEKS: ___________________________________

_________________________________________

Administrative Approval: ______________

Date: _______________

Video Approval Form
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Teacher: ____________________________


Date:_________   Time:________  Room#:______

Name of Video: ___________________________

This video is rated “G”:       YES  /  NO

Objective:__________________________________________________________________________

TEKS: ___________________________________

_________________________________________

Administrative Approval: ______________

Date: _______________

SUPPLIES / MAINTENANCE REQUEST FORM

Teacher: _____________________________

Room #:  __________

Date:  ____________________

SUPPLIES NEEDED:
Quantity 


Item Description

_____________

_____________________________________________

_____________

_____________________________________________

_____________

_____________________________________________

_____________

_____________________________________________

_____________

_____________________________________________

_____________

_____________________________________________

_____________

_____________________________________________

MAINTENANCE REQUEST:

________________________________________________________

________________________________________________________

________________________________________________________

________________________________________________________
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	PARENT-TEACHER CONFERENCE PHONE LOG

	2018-2019
TEACHER:____________________________________________________________________________

	 

	DATE
	TIME
	STUDENT
	PERSON CONTACTED
	CONTACT NUMBER
	REASON
	OUTCOME
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 Parent / Teacher Conference Record

TEACHER: ___________  Student: _________________________ Date:________ Time:_________

 Parent Name: _____________________
In person: _______ Over the phone:________ Phone # ___________
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Goals for the conference

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
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   Documentation

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Signed By:

Teacher:_________________________________Date:____________________________

Parent:__________________________________ Date:____________________________

Administrator:____________________________ Date:____________________________

Grade Level Meeting Documentation
Grade Level (Grade): ________________________         Date:  ______________

Brief report of items discussed:

1.   ____________________________________________________________________

      ____________________________________________________________________

2.   ____________________________________________________________________

      ____________________________________________________________________

3.   ____________________________________________________________________

      ____________________________________________________________________

4.   ____________________________________________________________________

      ____________________________________________________________________

5.   ____________________________________________________________________

      ____________________________________________________________________

Signature of those in attendance:

1.   _______________________________      4.   ______________________________

2.   _______________________________      5.   ______________________________

3.   _______________________________      6.   ______________________________

Please make a copy for your records and place a copy of this form in your grade level binder that will be turned in to the Dean of Instruction as part of the End of Year Clearance for Grade Level Chairpersons.
End of Six Weeks Failure Letter Documentation 2018-2019
Teacher:____________________________ Six Weeks:______
Grade Level:______
Indicate by the student’s name the subject(s) he/she is failing. Be certain that a letter was sent to the student’s parent or guardian indicating his/her academic difficulties. (If none of your students are failing, please write NONE).
	Student Name
	Subject
	Grade
	RTI

Yes/No 
	Number of Parent Conferences
	Date of 

Conferences

	1.
	Reading
	
	
	
	

	
	Math
	
	
	
	

	
	Science
	
	
	
	

	
	Social Studies
	
	
	
	

	
	Spelling
	
	
	
	

	
	Grammar/ESL
	
	
	
	

	2.
	Reading
	
	
	
	

	
	Math
	
	
	
	

	
	Science
	
	
	
	

	
	Social Studies
	
	
	
	

	
	Spelling
	
	
	
	

	
	Grammar/ESL
	
	
	
	

	3.
	Reading
	
	
	
	

	
	Math
	
	
	
	

	
	Science
	
	
	
	

	
	Social Studies
	
	
	
	

	
	Spelling
	
	
	
	

	
	Grammar/ESL
	
	
	
	

	4.
	Reading
	
	
	
	

	
	Math
	
	
	
	

	
	Science
	
	
	
	

	
	Social Studies
	
	
	
	

	
	Spelling
	
	
	
	

	
	Grammar/ESL
	
	
	
	

	5.
	Reading
	
	
	
	

	
	Math
	
	
	
	

	
	Science
	
	
	
	

	
	Social Studies
	
	
	
	

	
	Spelling
	
	
	
	

	
	Grammar/ESL
	
	
	
	


Note: This form must be submitted to Ms. Aldrete at the end of each Six Weeks period.

Teacher Signature:_________________________________________

Due Dates:
 
September 28, 2018

November 9, 2018

February 15, 2019




December 20, 2018

April 12, 2019


May 30, 2019

TEACHER’S REPORT OF UNSATISFACTORY PROGRESS

Dear Parents:

It is the practice of the Brownsville schools to invite the parents of students who are in danger of failing to have a conference with the teacher.  In this way it is often possible to understand and eliminate the underlying causes for such failure.  We feel that you should know that the quality of work being done by _________________________________  is not up to standard required for a passing grade.  There is danger of failure in this six week period unless steps are taken to bring about an improvement.

The student will have the remainder of this six week period to bring the grade up to 70 or above.  If the six weeks grade is below 70, the student will be suspended from participation in any extracurricular activity for six weeks.

I shall be glad to have a conference with you within the next five days in room # ________ at ____________.  Please see that this notice is signed and returned the following day.

Respectfully,

(Teacher)
_____________________ Please expect me for a conference on (Date)_____________________ at  (Time)_________________.                                                                                                          Parent or Guardian
Name/Nombre:   ________________________________________


Date sent/ Fecha (de envió):__________________

Teacher/Maestra:   ________________________________________


Date returned/ Fecha (de regreso):________________

-------------------------------------------------------------------------------------------------------------------
AVISO SOBRE LA FALTA DE PROGRESO

Apreciables Padres:

Las escuelas de Brownsville tienen como norma, invitar a los padres de los alumnos que están en peligro de reprobar, a una conferencia con el maestro.  Con frecuencia, es posible llegar a un acuerdo para eliminar las causes de las deficiencias que existen.  Nos parece que usted debe enterarse de la calidad de trabajo que___________________________  está haciendo en sus clases, no es de lo mejor.  Existe el peligro de que sea reprobado durante este periodo de seis semanas, a no ser que se tomen medidas para que se mejore.  

El estudiante tiene el resto de estas seis semanas para levantar su grado a 70 o mejor.  Si su grado de las seis semanas es más bajo de 70, el/ella no podrá participar en cualquier actividad extracurricular por estas seis semanas.  

Tendré mucho gusto de tener una conferencia con usted dentro de los siguientes cinto días en el salón # ________ a las____________.  Favor de firmar esta forma y regrésela al día siguiente.

Respetuosamente,









                
  



       Maestro(a)

__________________

Firma de Padre o Tutor       Favor de esperarme para una conferencia el (día) ______________________ a las (hora)________________.








End of Six Weeks Awards Ceremony


   2018-2019


____________ Six Weeks

Teacher / Grade Level:  ________________      Date:   _______________

	“A” Honor Roll
	“B” Honor Roll
	Perfect Attendance
	Most Improved
	Best Attitude



	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	

	


	Referring Teacher:  FORMTEXT 
      

	Grade:     

	Student’s Name:      

	Room No.      

	Counselor:      

	Referral Date:      

	REASON(S) FOR REFERRAL

	 FORMCHECKBOX 
 Academic Concerns
	 FORMCHECKBOX 
 Family Issues
	 FORMCHECKBOX 
 Grief/Loss
	 FORMCHECKBOX 
 Attendance

	 FORMCHECKBOX 
 Divorce
	 FORMCHECKBOX 
 Stress / Anxiety
	 FORMCHECKBOX 
 Anger Management
	 FORMCHECKBOX 
 Child Neglect/Abuse

	 FORMCHECKBOX 
 Bullying
	 FORMCHECKBOX 
 Poor Motivation
	 FORMCHECKBOX 
 Health / Hygiene
	 FORMCHECKBOX 
 Drop-out Prevention

	 FORMCHECKBOX 
 Depression
	 FORMCHECKBOX 
 Suicide
	 FORMCHECKBOX 
 Peer Relations
	 FORMCHECKBOX 
 Student/Parent Relations

	 FORMCHECKBOX 
 Self Esteem
	 FORMCHECKBOX 
 Substance Abuse
	 FORMCHECKBOX 
 Student/Teacher Relations
	 FORMCHECKBOX 
 Other

	Explanation:                                                                                                                                                                         



	Student/Counselor Conference                                                            Date:      
                                                                                                                                                                                




     ________________________
                 ____________________________


             Teacher’s Signature

                           Counselor’s Signature
Please Note: This form is not to be used for discipline problems. Problems related to discipline should be referred to the
 administration.




SUMMER REPAIR REQUEST FORM

SUMMER OF 2019
Teacher:   ____________________________________

Room#:  _____________


         Date:   __________________

REPAIRS NEEDED:

1.)
___________________________________________________________

2.)
___________________________________________________________

3.)  
___________________________________________________________

4.)
___________________________________________________________

5.)
___________________________________________________________

NO REPAIRS NEEDED AT THIS TIME:
     Teacher’s Initials ___________


Classroom Housekeeping Survey

How are we doing?

Skinner Elementary has put many programs in place in an attempt to provide a cleaner working and learning environment for you and the students.

You will be surveying your classroom once a month.  Remember it is difficult for custodians to properly clean if your housekeeping/organizing practices are poor.  Just a reminder - Custodians are not required to clean your personal items.  After completion, return survey form to Mr. Delgado, Assistant Principal.  Any areas that are unsatisfactory will be addressed and re-inspected with respective custodians.  This will be due on the last day of each of the following months: 
September 28th, November 9th, December 20, February 15, April 12, May 30. 

We need your frank input as to how custodial housekeeping is doing.  Please take a moment to complete the bottom portion of this form.

Sincerely, 

Mrs. M.E. Rodriguez
Skinner Elementary Principal
1. Is your room being cleaned daily?



     
Yes    No

2. Is your trash emptied daily?                                                     
Yes    No

3. Is your whiteboard cleaned daily?


                
Yes    No

4. Is the faculty restroom cleaned daily?



      
Yes    No

5. Is the general cleanliness of the facility satisfactory to you?   
Yes    No

Please list any other classroom cleaning concerns you have:

______







































Signature:





  Room#:


  Date:
_________

Custodian:













Travel ID Request #: ____________
Field Trip Request Cover Sheet

Lead Teacher: ______________          ___ ID#: ____________
Grade Level: _______________

Students:____ Employees:____ Non-Employees:____ Bus Driver:____
Date of Field Trip: __________________
Destination: _______________________   PH #: ___________

Address: __________________________   County: ______________
Time: ____________________________
The following forms must be turned 1 month before the field trip to administrator and or Ms. Longoria for approval

_______ Instructional Value Field Trip Request 

_______ Transportation Request
_______ Cafeteria Notification
_______ Chaperone Commitment
_______ Permission Slip 

_______ Class Roster

_______ Notify the Nurse about Field Trip

1. Roster___________   

2. Date of notification: __________
3. Nurse Signature: ____________________

Submitted by:




Date Submitted:

__________________

        _____________

CAFETERIA NOTIFICATION
   Lead Teacher: ___________ 

               Grade: ___________  

Date Submitted: ___________

Field Trip Date: ___________
The Cafeteria Manager needs to be informed at least two weeks in advance if students will NOT be eating in the cafeteria on the date of the field trip.

The following class (es) will NOT be eating in the cafeteria during LUNCH on the following date ___________.
	
	Teacher Name 
	# of Students

	1.
	
	

	2.
	
	

	3.
	
	

	4.
	
	

	5.
	
	

	6.
	
	


______ We WILL NEED sack lunches for the students TO TAKE TO THE FIELD TRIP.  

______ We WILL NEED sack lunches for the students WHEN WE RETURN.  

Sack lunches needed for students and or teachers:
	
	Teachers Name 
	# of Students 
	Check-off below if teacher 

 will need sack lunch ($3.25)

	1.
	
	
	

	2.
	
	
	

	3.
	
	
	

	4.
	
	
	

	5.
	
	
	

	6.
	
	
	


Cafeteria Manager Signature: ___________________Date: _______________
INSTRUCTIONAL VALUE FIELD TRIP REQUEST 

Today’s Date: ___________  
Lead Teachers Name: _______________

Grade: ______
Destination: _______________________

Date of Trip: ____________ 

Departure Time: _________


            Return of Time: __________ 

Prior field trips taken by 
1.  ________________________________________________

this class this year.

2.  _______________________________________________________

(include location & dates)


Instructional Value of the Trip

I. Purpose:__________________________________________________________________
__________________________________________________________________________

A. Texas Essential Knowledge & Skills: ________________________________________
________________________________________________________________________
B.  Field Trip Objective(s): ___________________________________________________

      ________________________________________________________________________

      ________________________________________________________________________
II. Nature of the trip: ___________________________________________________________

     ___________________________________________________________________________
A. Pre-Field Activity: _______________________________________________________

      _______________________________________________________________________
B.  Field Trip Activity: _______________________________________________________

     ________________________________________________________________________

C.  Post-Field Trip Activity: __________________________________________________

     ________________________________________________________________________

III. Evaluation: ________________________________________________________________

       __________________________________________________________________________

Approved:  _______________________________________
______________________


                        Principal




     Date

Denied:  _________________________________________
______________________





Principal




     Date

CHAPERONE COMMITMENT FORM
* Chaperones must be cleared as school volunteers by main office*
*Ms. Jaramillo can provide you with a list of approved Chaperones*
Lead Teacher: ____________                         Grade Level: _______________
Number of students attending: ________
 Date of Field Trip: ___________

Destination: ___________________________  Lunch at: ________________
*You must have a chaperone for every 10 students

*List all classroom teachers that will be attending

*A chaperone will be assigned to each teacher

* Parent Liaison will verify for clearance and sign the chaperone form

	
	TEACHER
	CHAPERONE NAME

	VERIFICATION BY PARENT LIAISON

	1.
	
	
	

	2.
	
	
	

	3.
	
	
	

	5.
	
	
	

	6.
	
	
	

	7.
	
	
	

	8.
	
	
	

	9.
	
	
	

	10.
	
	
	

	
	
	
	


Parent Liaison Signature:  ____________________
Date:______________




BROWNSVILLE INDEPENDENT SCHOOL DISTRICT

TRANSPORTATION REQUEST FORM

SAMPLE
	Campus/Location #

Skinner Elementary #112
	Activity: Resaca de Palma

 & Peter Pipper Pizza 
	Date of Request:     4/17/18


Requested By/Title:  Y. Salazar

	Number of           Number of        Number of Wheelchair

Students:    71       Adults: 
     7        Bound Students:   0
	Campus Phone#:     956-982-2830

Requestor’s Ph. #:   956-698-0501

	Number of            Lead Teacher (If more than 1 class)
Classes: 3
Yolanda Salazar
	Pickup Site: (Please be specific)

By CAFETERIA

4th & St. Francis St. 



	Date Needed          Time
	Other Requirements:                                            My initials indicate that I have read the  

                                                                                               guidelines for extracurricular trips             ys

	       DATE                  TIME

                                NEEDED
	DEPART

   TIME
	                              DESTINATION(S)                                                  DEPART

                                                                                                                 TIME

	5/23/18      8:00am
	8:15am 
	Resaca de la Palma State Park 

1000 New Carmen Ave.                           12:00

	
	
	

	                    12:30
	
	Peter Pipper Pizzza

1644 Central Blvd.                                     1:30                            

	
	
	

	Unless otherwise authorized buses must be back at their campus of departure by 2:00 pm

	BUDGET INFORMATION                                                            



	Account #:  199-11-6494-00-112-Y11-000-Y

Account #:  199-11-______-00-______Y______-______-Y

Full Name of Fund or Grant to be Charged:
	Account Data Completed By: 


              (for Special Revenue funds (200-499) contact the Finance 

                  Coordinator for Special Revenue for fund end dates)

	CHAIN OF APPROVAL



	       Principal/Supervisor                     Date
	                   Administrator                                 Date

	             Administrator                           Date
	                   Administrator                                 Date

	Distribution

White - Transportation     Yellow – Principal/Program Administrator     Pink – Funding Dept.     Gold - Originator


       Revised 10/29/03                                                                                                                                                                        Requisition # 099749

Transportation Dept. Phone #: (956) 548-8085      Fax #: (956) 982-3704                      Pg. ___ of pgs.
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PENDING 2018-19
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