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MIDDLE SCHOOL TEACHERS´ HANDBOOK

2004 – 2005
This handbook is a supplement to the Staff Handbook that is for all CNG staff members and the Middle School Student/ Parent Handbook.  It is recommended that these two handbooks be read prior to reading the following policies, procedures and guidelines that are particular to the Middle School.  Some information is repeated for the purposes of emphasis and clarity.

ABSENCES - STUDENTS

Students are responsible for bringing a written note from home to the Office after an absence.  The Office will then issue a white “Admission Slip” which should be signed by teachers from whose class the students were absent.  (When all teachers have signed the admission slip, it should be turned in to the Office.)  If students who have been absent from class attempt to enter class without the Admission Slip, they are to be sent to the Office to obtain one.  Absences without a written note from home are considered to be cases of “truancy.”  In order for students to earn credit for any quarter, semester, or year-long class, absences may be no more than 25% of the total.  Total absences include not being in class due to illness, family trips, clup competions, or representing the School in a special event.  Teachers are expected to keep track of the number of absences and report these when they approach and / or pass 25% of the total.
ACCIDENTS

If a student has a fall or injury that may be serious:

1. Contact the nurse to come to the student.  Do not move or touch the student.  The nurse will evaluate the condition and decide on the necessary action.

2. If it is necessary to call an ambulance, the nurse will tell the nearest adult to call the ambulance (EMERMEDICA, tel., 624-2334; 624-8855) and inform the director of student services who is the person who is responsible for informing the parents).  If the director is not on campus, the respective school principal should be notified.

     For other “significant” but not serious cases, the child should not be sent alone to the infirmary.  Rather, the student should be accompanied by an adult.

AFTER-SCHOOL RECREATION

As many as 60 Middle School students stay after school Monday through Friday from 2:15-3:15 under the supervision of an adult hired for this program.  The purpose and rules of the program are as follows.

· Purpose:  To provide a space and time for students who are not members of sports teams or not enrolled in other extracurricular activities to engage in healthy group games or to just “hang out” with friends before going home to study and complete homework assignments. 

· Students are allowed to use only the three courts by the cafeteria and the green areas immediately south of them.  On Opportunity Days, in order to prevent the interruption of classes, only the cafeteria bathrooms should be used.  Any students found on other playing fields or anywhere else should be informed of the rule and sent to the cafeteria courts.  Repeat offenders should be reported to the Office.

· The supervising adult will maintain a list of the names of students who stay each day so that, if one of their parents calls, his/her child can be located quickly.  A monthly attendance record is submitted to the principal.

· Activities include: tetherball, soccer, volleyball, basketball, ping pong, other free choice games, and socializing.

· On Opportunity Days students are still responsible for keeping their appointments with teachers.
ANNOUNCEMENTS

Teachers should read or have a student read the Student Announcements section of the daily bulletin to the students during homeroom each day because some information needs to be conveyed before the morning break.  The daily announcements are an important communication link for students and staff.  Teachers are responsible for knowing the content of both the student and faculty sections of the announcements.  After being read the announcements should be posted on a classroom bulletin board.  Teachers may also contribute announcements for publication. These should be turned in to the Office before 1:30 p.m.  Good news to be printed in the bulletin is always welcome.

ASSEMBLIES

Assemblies usually take place in the theater and students normally sit by homerooms – 6th grade in the furthest section from the main entrance, 7th grade in the middle section, and 8th grade in the section nearest to the main entrance.  Discipline during assemblies is the responsibility of the homeroom teacher or substitute.  Exploratory teachers should sit with a particular homeroom to help with discipline.

ATTENDANCE

Attendance is taken at the beginning of each block and after lunch.  A “Daily Absence Form” is filled out reporting, in addition to absences, tardies and out-of-uniform infractions.  The following information should be included on the form.

· For students who are absent, simply write the name.

· For students who are tardy, simply write a “T” after the name.

· When no one is absent, write: “No absences.”

· For students who are out of uniform, write the infraction after the name, e.g., “shirt tail.”

The completed form should be placed in the fastener on the classroom door within the first fifteen minutes of class.  A monitor picks up the forms and takes them to the Office.  (See also “Tardiness to Class” and “Tardiness to School”)

     Both absences and tardies are entered into a computer program.  In addition to absence reports the computer program generates reports for students who have accumulated three or more tardies.  The dean of students sends letters to parents of students who have high incidences of absence or tardiness and applies disciplinary consequences for those who are tardy.

AUDIO-VISUAL EQUIPMENT

To borrow an overhead projector and screen, call the Office the day before you need them.  There are four VCR players, one for the 8th grade hallway, one for the upper, even-numbered classrooms (2M-12M), one for the lower, odd-numbered classrooms (1M-11M), and one for the smaller classrooms (13M-21M).  To borrow a VCR machine, sign up on the sheet located on each TV and then call the Office the day before you need it.  There are five CD players available for borrowing.  Each team leader has one, there is one in the Office, and the percussion teacher has one.  There is also a DVD player and TV available for use in the IMC.  There are two video-beam projectors available for Power Point presentations.
AWARDS

All academic teachers are expected to participate in the awards assemblies for their particular grade level at the end of each semester.  Exploratory teachers, unless they have classes, are also expected to attend.  The team leaders are responsible for organizing these events.  Teachers are informed via the announcements when it is time to pick up the award certificates from the Middle School Office and fill them out.  (See appendices for samples.)  Parents, although they are not formally invited, are always welcome to attend awards assemblies.  An exception to much of the above is the 8th grade, end-of-year, awards assembly.  (See “Milestone Ceremony” in this handbook and the Student/Parent Handbook for details.)

     Academic teachers and the band teacher, because it is a semester course, may give out the following awards:

· “Outstanding Achievement and/or Performance” (white) – no more than 1 per subject.

· “Outstanding Improvement” (yellow) - nor more than 3 per subject.

· “Honorable Mention” (green) – no more than 6 per subject.

     Exploratory teachers may give out the same awards for each of their classes, but because their courses are only one quarter in length, the number of “Outstanding Achievement and/or Performance” is limited to one student, “Outstanding Improvement” to one or two students, and Honorable Mention” to two students.

     Medallions and certificates are also given for sports participation and achievement during the awards assemblies.

     The team leader presents “Honor Roll” and “High Honor Roll” awards for the first and third quarters during class.  The principal presents them during the first semester awards assembly.  During the first assemby at the beginning of the school year, the principal presents the “Principal´s High Honor Roll” awards and the “Principal´s Honor Roll” awards for those students who made it on an honor roll all four quarters the previous year. 

     “Outstanding Conduct” awards, because they are so numerous, are sent home with the report card.

     There also “open ended” award certificates available in the Office which may be given out during class or homeroom.

BATHROOM PASSES

Students should be reminded to plan ahead to use the bathroom before classes begin (if they arrive early enough), during break, between classes, or during lunch.  (The hallway bathrooms are open at the beginning of the lunch period and the cafeteria bathrooms are available during the entire lunch period.)  As a rule permission should not be given just before or after break or lunch.  Giving a student permission to use the bathroom during class time should be the exception, for example, a student with a special medical condition.  The time the student leaves should be noted and if s/he does not return in a reasonable amount of time, the student should be confronted and, if necessary, the incident reported to the dean of students.

BOOKSTORE

The Bookstore is operated by volunteer mothers under the auspices of the General Manager.  Twenty percent of the proceeds are donated to the Fondo de Empleados (Employee´s Fund).  The other 80% of the profits are reinvested in inventory or used for philanthropic purposes.  The Bookstore also sells books assigned by English and Spanish teachers.

BULLETIN BOARD ASSIGNMENTS

Bulletin boards create an educational environment in the classroom conducive to learning.  Attractive bulletin boards can enhance the learning environment and create interest in a subject for students.  They should be changed at least each month.

     Hallway bulletin boards also need this same attention.  The assignment of hallway bulletin boards is as follows:

· Middle School Office – Assistant Secretary

· Office Hallway (3) – Counseling Department and Learning Center

· 18M – Eighth grade English teacher

· 16 M – right hand board – 8th grade science and social studies (take turns)

· 16 M - left-hand board – National Junior Honor Society

· 9M (2) – Houses and P.E.

· Between janitorial closets:

· Glass-covered – Honor Rolls

· Open cork – health

· 5M/7M – 7th grade team

· 1M/3M – 6th grade team

· 22M, 23M, 24M – teachers rotate responsibility each month

     For the bulletin boards assigned to teams, the team leaders create a monthly rotation plan amongst team members and send a copy to the principal.

     If more bulletin board space is needed a request to borrow space may be made to the persons in charge of other bulletin boards.

     There is a handy, bulletin board, letter cutter available in the primary school teachers’ room.

BUS SUPERVISION AFTER SCHOOL

2:00-2:15 – MS - dean of  students

                   Person supervising after school recreation

3:15-3:30 – HS principal or HS assistant principal

                   Person supervising after school recreation

CAFETERIA

In order to accommodate primary, elementary, and high school students, the middle school students need to finish their lunch in about 25 minutes.  While high school students are eating, middle school students have their time to use the recreation courts and fields.  As high school students finish eating the middle school students begin their classes.

CLASSROOM MANAGEMENT

Team Management Policy

Each grade level team determines together what the consequences will be when a student chooses to demonstrate unacceptable behavior.  (See “Behavior Guidelines” below.) After the team agrees on a management plan a copy is sent to the principal and the dean of students.  The team must be consistent in applying the plan in order for it to be effective.

On Classroom Rules and Discipline

The Middle School years are a time when the students are constantly testing limits. It is important, therefore, to have a classroom management structure in place that clearly indicates limits.  Having an explicit discipline plan helps create a positive learning environment by providing for the orderly management of student behavior.  When carried out consistently and fairly, discipline becomes the “ground” of classroom management and the lesson is always the “figure” or “focus” of the class.  One sign that the reverse of this is occuring is when teachers consistently yell at students in order to control them rather than calmly applying the agreed-upon consequences for misbehavior.  Leaving students unattended opens the door to misbehavior and should never occur unless there is an emergency.  In such a case two student monitors shoul be appointed to assure that students stay on task and to render a report to the teacher upon his or her return.

General Classroom Rules

General classroom rules are those that are enforced all period long and throughout all activities.  (There are other sets of rules that apply to particular places and times.)  These general rules remain in effect whenever students are in the classroom and school sponsored activities.  General classroom rules are important because they let all students know what basic behavioral expectations a teacher has at all times.  The following guidelines should help the team develop appropriate rules:

· Choose rules that are observable, for example:

· Do not interrupt unnecessarily.

· Keep your hands and feet to yourself.

· Be in your seat when the bell rings.

· Stay in your seat when the whole class is seated and the teacher is addressing the whole class.

· Raise your hand when the teacher indicates that turns need to taken.

· Include legitimate expectations that are not so “black and white” yet can be achieved with the collaboration of the students:

· Be kind to other students.

· No fooling around when class begins.

· No unnecessary talking.

· Choose rules that apply throughout the period, each and every day:

· Follow instructions.

· Do not leave the classroom without permission.

· Bring appropriate materials to class.  (Define what is appropriate.)

· Rules to avoid:

· Remain in your seat at all times.

· Be silent at all times.

· Complete all classroom and homework assignments.  (This does not relate to classroom behavior.)

Individual Positive Recognition

Receiving positive recognition helps students follow the rules that have been selected.  Positive recognition is an opportunity to reach out to students.  When consistently used, positive recognition will:

· encourage students to behave appropriately,

· increase students’ self-esteem ,

· dramatically reduce problem behavior, and

· create a positive classroom environment.

     There are ways teachers can provide positive recognition to students:

· praise,

· positive notes (on tests or homework) and/or phone calls home, and

· special privileges such as being:

· first to be excused from class,

· given 10 minutes of free time,

· allowed to work on a favorite activity, or

· permitted to use high priority equipment (computers, sports equipment, etc.).

· certificates and awards

· tangible rewards.  Note:  There are times when tangible rewards are the most effective type of positive reinforcement.  These should be (1) used sparingly, (2) given immediately after observing the desired behavior; and (3) always accompanied with verbal praise describing exactly what behavior is being rewards.

     The most meaningful and effective means of positive recognition a teacher can give to students is giving words of praise.  When a teacher takes the time to say something positive about a student’s achievement, it will have a long and lasting impact.  The teacher is saying, “I care about you.”  That’s a self-esteem-boosting message that Middle School students need to hear as often as possible.  When using praise, teachers should keep the following guidelines in mind: 

· Effective praise is personal (let the child know s/he is not just a number).

· Effective praise must be genuine and sincere.

· Effective praise is descriptive and specific.

Classwide Positive Recognition

This type of positive recognition is one in which the entire class works together to receive a special reward. It shows students how important it is to work together in a cooperative manner to achieve a common goal.  It also makes use of the powerful peer pressure of this age and can be used, for example, to work on a classwide behavioral problem that needs to be better managed by students. To be effective, it should be used only when needed and for only as long as it is needed.  The following ideas can be useful when setting up a classwide recognition scheme.

· Pick a scheme that is appropriate for the age of the students

· Choose a classwide reward that is something the class will want. Some ideas:  special movie/video, free time in class, popcorn party, listen to music in class, joke-telling sessions, group games, etc.

· Make sure the students can earn the reward in a timely manner starting with short durations during which a group behavior must be maintained and then gradually extending the duration in order for the reward to be earned.

· Once the class has earned points towards a classwide reward, the teacher should not take away points for misbehavior.

Behavior Guidelines

The Middle School agrees that the following behaviors are unacceptable and result in penalties being given to the student:

Level I –Inappropriate:

· Repeatedly lacking required materials for class,

· Use of inappropriate language,

· Throwing objects,

· Horseplay,

· Littering,

· Inappropriate bus behavior (i.e. eating, excessive noise),

· Failure to return home communications,

· Opening lockers at inappropriate times, and

· Tardiness to class

Level II – Unacceptable:

· Invasion of privacy,

· Harassment and/or intimidation of fellow students,

· Skipping scheduled class or study halls,

· Defacing school property or the property of others,

· Defiance, including refusal to comply with a reasonable request,

· Deceit,

· Cheating,

· Repeated unacceptable behavior, and 

· Smoking.

Level III -Very serious (result in Behavior Probation and may result in student being asked to leave CNG):

· Forgery,

· Fighting,

· Use or possession of drugs or alcohol,

· Stealing,

· Vandalism,

· Leaving school grounds without permission,

· Severe injury or intimidation of others,

· Extreme cases of gross disrespect towards peers or teachers, 

· Repeated cheating (see policy below),

· Chronic repetition of unacceptable behavior, and

· Possession of dangerous objects.

Consequences

Sometimes students choose not to follow the rules of the classroom.  When disruptive behavior occurs, the teacher must be prepared to deal with it quickly and calmly.  By carefully planning consequences and by knowing in advance what will be done when students misbehave, teachers will not be caught off guard or left wondering how to respond to students’ misbehavior.  The following guidelines should help teams set up their consequences:

· Consequences should be presented as the result of a choice that the student made, thereby placing the responsibility on the student.

· Consequences do not have to be severe to be effective. 

· Consequences must be something that the student does not like, but they must never be physically or psychologically harmful.

· As a consequence, students may be required to sit apart from and not allowed to participate in the class (without having to sit alone in the hallway).

· Consequences usually build slowly with the sending of students to the Office being used only as a last resort or in the case of severe infractions.

How to Manage the Application of Consequences

The best way to manage the application of consequences is to organize them into a discipline hierarchy. This should be done as a teamwide management plan and should be supported throughout all grade level classes.  The hierarchy should start with a warning with the consequences becoming more substantial for the second and third incidents.  Teachers need to have a system for keeping track of infractions – mentally, in a log, or on the blackboard.  Teachers who carry out there own break, lunchtime or after-school detentions, as a consequence, prior to referring students to the dean of students, have experienced positive results.  Whatever the system chosen, the student’s slate becomes clean at the beginning of each class, week, or quarter depending on the nature of the behavior.

CLASS TRIPS

Each grade level makes a week-long trip to a particular region of the country.  A prior security clearance from the U.S. Embassy is required for each trip.  The general manager handles scholarship monies up to 20% of the cost for needy students.  The committee in charge of these partial scholarships requires “repayment” via some type of service activity chosen by the students such as helping in Hogar CNG, peer tutoring, or helping in an office.
COUNSELOR:  JOB DESCRIPTION
Functions:

· To enhance the social and psychological competence of students, parents, and teachers.

· To identify the continually changing social and psychological needs of individual students and groups and provide programs and services to meet them.

· To work with the student services director and principal to develop parents´ and teachers´ sympathetic understanding of students´ unique ways of being in the world and the characteristics, strengths, and challenges of their current developmental stage with an eye to creating a school environment that fosters the self-esteem and self-competence of each child.

Responsibilities:

· Provide an orientation and “settling-in” program for new students.

· Meet with students, parents, teachers, and/or the dean of students when needed or upon request.

· Meet with grade level teams when necessary, especially to provide feedback regarding particular students.

· Explain to teachers the types of problematic social, emotional, and learning behaviors to observe and how to make referrals to the counselor and the Learning Center.

· Give workshops for the annual Learning Center conference.

· Facilitate the resolution of teacher-student conflicts.

· Identify students needing referral for Student Support Program services.

· Work closely with the Learning Center to monitor those students receiving help.

· Maintain counseling records in accordance with established procedures and report monthly to the student services director, principal, and teachers regarding the status of students being counseled.

· Assist with identification, evaluation, and referral of students needing specialized psychological, social, or academic assistance.

· Provide individual and group counseling as needed.

· Monitor the behavior of at-risk students.

· Organize the administration of Learning Styles testing at the sixth grade level as part of the study skills program.  This includes providing instruction to teachers, distribution and collection of materials, packing of all test forms to be sent for grading, interpretation and comparisons of test results, and the distribution of test results to parents, students, and teachers.

· Work with the dean of students in the organization and administration of the Iowa Tests of Basic Skills and the test of “Competencias Básicas.”

· Work with the dean of students to regularly update a list of students who are enrolled in special support programs or are on any kind of conditional status and communicate this to those staff members who need to be aware of the situation and monitor these students.

· Assist with the interviewing of new students and parents.

· Provide a support system for new students.

· To work with the dean of students, counselors, team leaders, and principals to create orientation programs that assure the smooth transition of students and parents from 5th grade to Middle School and 8th grade to High School, the major responsibility being the 5th to 6th transition.

· Serve as a substitute teacher when necessary and available.

· Attend faculty meetings, Middle School faculty advisory council meetings, Homeroom Committee meetings, Substance Abuse Intervention Team meetings, and Parent Advisory meetings (optional).

· Attend Class Trips on a rotating basis.

· Organize the display of special achievements in the display case at the entrance of the middle school office.
· Coordinate curriculum and instruction related to Affective Education as developed by the Student Services and Counselors.

· Support the values education program via the development of group activities focusing on moral dilemmas for the homeroom program and the creation of interactive bulletin boards.

· To provide training for staff members to develop their student advisory/ counselling skills.

· Write student recommendations as requested.

· Carry out other job-related tasks assigned by the director of student services or the principal.

· Carry out any other self-initiated tasks that contribute to the improvement of the Middle School.

CLOCKS

The official time of the School is that which is stated when one dials 117.  All time pieces should be synchronized accordingly.

COMMUNICATION WITH PARENTS

Using a homework website is highly recommended for communicating with parents and students.  The pricipal’s beweekly Middle School Memo which is distributed to all middle school parents every other Tuesday may also be used.  Any time an event is planned, a “heads up” communication needs to be sent to parents well in advance and should include the who, what, when, where, and why of the event.  Post-event messages are also encouraged.
COMPUTERS

Each classroom has an Internet-connected computer.  Computers are also available for teachers in the Teachers’ Room, the MS computer lab, the HS computer labs, and the EVL.  They are used for recording grades, filling out quarterly planning documents called “parcelacones,” consulting curricula, intra-institutional communication, creating subject-based websites, sending e-mails to parents and much more.  E-mail addresses for parents are available from the technolgy director who can also organize orientation sessions for new teachers.

CURRICULUM RENEWAL CYCLE FOR THE MIDDLE SCHOOL

The purpose of the curriculum renewal cycle is to provide a logical sequence of activities that will enable the Middle School and its faculty to focus on a managable portion of the curriculum any given year.  Because both human and material resources are limited, the renewal of an entire curriculum at one time is not practical.  On the other hand, all aspects and components of a curriculum need to be continually updated.  Having a curriculum renewal cycle does not mean that monies are not to be spent in all departments.  Some areas, such as computers, require substantial annual expenditures.  Rather, the renewal cycle seeks to even out the Middle School´s annual capital outlay in both curriculum expenditures and staff development.  With 18 areas being renewed (which do not include, for example, Learning Center and library materials) it becomes necessary to combine higher-cost areas with lower-cost areas.  The table below is based on a six-year renewal cycle, i.e., a program is used for six years and then updated.  Curriculum renewal is always “messy” but having a broad scheme of development lends a degree of order to the process.

	Year (
Subject:
	2003-4
	2004-5
	2005-6
	2006-7
	2007-8
	2008-9
	2009-

2010
	2010-

2011

	Art
	
	RC
	E$
	IW
	
	
	
	RC

	Band
	E$W
	IW
	
	
	
	RC
	E$W
	IW

	Comput
	$
	RC
	E$
	IW
	$
	$
	$
	RC

	Counsel
	
	
	RC
	E$W
	IW
	
	
	

	Drama
	
	RC
	E$
	IW
	
	
	
	RC

	English
	IW
	
	
	
	RC
	E$W
	IW
	

	ESL
	IW
	
	
	
	RC
	E$W
	IW
	

	Health
	
	
	RC
	E$W
	IW
	
	
	

	Math
	E$W
	IW
	
	
	
	RC
	E$W
	IW

	Choir +
	E$W
	IW
	
	
	
	RC
	E$W
	IW

	Phys Ed
	
	
	RC
	E$W
	IW
	
	
	

	Percus/
	E$W
	IW
	
	
	
	RC
	E$W
	IW

	Rel/Eth
	
	
	
	RC
	E$W
	IW
	
	

	Science
	
	
	
	RC
	E$W
	IW
	
	

	Sociales
	RC
	E$W
	IW
	
	
	
	RC
	E$W

	Soc. St.
	RC
	E$W
	IW
	
	
	
	RC
	E$W

	Span.
	IW
	
	
	
	RC
	E$W
	IW
	

	SSL
	IW
	
	
	
	RC
	E$W
	IW
	


Code:

Bold = major subject

RC    = Research-and-Collection year for major program change

E$W = Evaluation-Purchase-and-introductory-Workshop year for major program change

IW    = Implementation-and-in-service-Workshop year for major program change

$       = Minor but usually regular capital outlay

Research and Collection (RC): Beginning two years in advance of classroom implementation the research net is cast as wide as possible.  The current issues in the field need to be explored and the learning/teaching paradigms underlying both the existing and new programs need to be made explicit.  The review of programs needs to be guided by our current curriculum, i.e., the program should support the curriculum and not vice versa.  After candidate-programs have been identified, samples can be requested, and professional reviews sought.  This year might include trips by representatives to visit sites where a program has been implemented or to conferences where a program is being given an in-depth presentation.

Evaluation, Purchase, and Workshops (E$W): By August of the evaluation year all sample materials should be on hand.  Committees are named, evaluation rubrics are formulated, and a final decision is made by mid-November.  A curricular decision does not necessarily need to result in a student textbook program.  Alternatives might include: (1) using teachers´ editions from several companies as resources only, (2) having a classroom set of student texts to use for reference and small-group work only,  (3) investing money in a hands-on, manipulatives-based program rather than textbooks, or (4) investing money in wireless, laptop computers to access interactive, subject-related websits which are continually updated.  By the end of January the purchase order is finalized and during the final months of the school year introductory workshops can be organized.

Simplified Summary:

Implementation Year: Areas Being Renewed

  
          2003-4:  Language Arts, ESL, Spanish, SSL, French

                      2004-5:  Math, Band, Percussion

                                    Music (choir, music appreciation, and composing)

                      2005-6:  Social Studies, “Sociales”

                      2006-7:  Technology, Art, Drama, Photography 

                      2008-9:  Learning Center, Counseling, Health, P.E., Dance
          2009-10:  Science, Religion, Ethics
DEAN OF STUDENTS: JOB DESCRIPTION

FUNCTION:  To provide support to students, parents, and teachers in the areas of class schedules, academic performance, student discipline, and attendance.

RESPONSIBILITIES:

Class Schedules

· Orient and guide students in the selection of exploratory classes.

· Carry out the scheduling process in collaboration with the Computer Services Department.

· Work with the principal and teachers in the adaptation of class schedules to meet the needs of the students.

Academic Performance

· Review the folder of new students to follow through with any recommendations that were made during the admissions process such as tutoring, honors classes, ESL, SSP or further testing.

· Work with parents of low-performing students and with their teachers, the counselor, and the Learning Center to assure timely communication of inadequate performance and sufficient parental involvement in the child´s schooling.

Student Discipline

· Receive discipline referrals and apply consequences as stipulated in the discipline policies.

· Follow through with students who are on behavior advisement or probation.

· Circulate throughout the Middle School on a regular basis to assure that students are in proper uniform, that they are behaving properly, that they are departing from and arriving to classes punctually, and that they are taking proper care of school property.

· Provide a categorized, statistical record of offenses to the principal at the end of each quarter.

Attendance – Teachers

· Find substitutes when teachers are absent and assure that they are properly installed with adequate lesson plans.

· Report to the principal the names of teachers who are absent and the name of their substitute.

· Check to assure that teachers are arriving punctually to their classes and their supervisory duties.

Attendance – Students

· Orient students and parents who request prearranged absences.

· Check discipline records of students who request prearranged absences.

Others

· Distribute and collect locks for student lockers.

· Assist the counselor with the organization and administration of the Iowa Tests of Basic Skills.

· Create semester exam proctoring schedule.

· Assist the principal with teacher observation and staff development on a needs basis.

· Serve as interim-principal whenever the principal is off campus.

· Carry out any other reasonable, professional duties as requested by the principal. 

· Carry out any other self-initiated tasks that contribute to the improvement of the Middle School.

DISCIPLINE REFERRALS

Students who continuously misbehave in class should be sent to the dean of students with a “Discipline Referral Form.”  (See appendices for sample.)  When writing a referral specific actions and language should be described.  Only one student should be written up on a form.  Students sent without without a referral form will be sent back to class.

DISMISSAL FROM CLASS

Students are not to be allowed to leave the classroom before the bell rings unless they have been given a blue hall pass.

DRESS CODE FOR FACULTY

What appears below is the official dress code as it appears in the Staff Handbook (p280) including a few modifications that resulted from recent policy changes.  Of course, it does not apply to physical education teachers or days when faculty members come dressed to participate in a sports activity or a more rugged type of field trip. 

“CNG staff believe in projecting a strong, positive and professional image to students, parents, and the community.  Faculty dress guidelines for women are dresses, skirts, blouses, sweaters, slacks or culottes.  Guidelines for men are slacks and dress shirts.  Jeans, workout clothing, leggings, tights, shorts, T-shirts, earrings for men, tennis shoes and sandals are unacceptable.  Men should wear ties and sport coats on dress up days.  Socks or stockings should be worn at all times.  Hair length for male teachers should be consistent with the guidelines for male students.  Administrators, if necessary, will talk to staff members about appropriate attire.  Exceptions may be approved by the principal and/or supervisor as appropriate to specific instructional or work activities.”

     When students are required to come in formal uniform for special assemblies, teachers are asked to dress a little more formally also on these days.

DRESS CODE FOR STUDENTS

No student should be allowed to enter a classroom, remain in a classroom, or depart from a classroom without being in the complete, properly worn uniform.  Exceptions are when a class involves a great deal of physical movement.  When class is dismissed, if the teacher has allowed students to remove sweaters, they should require students to put them back on.  If students are observed in class out of uniform both the student and the teacher are held responsible.
   Teachers are responsible for noting down the names of students who are out of dress code upon entering their class or homeroom, while on supervision duty, and any other time between 7:05 a.m. and 2:05 p.m.  Notes giving the date, time, name, and infaction should be sent to the Middle School Office.  Confronting and counseling students is recommended but not necessary.  However, offenders should know that the infraction is being reported.

EARTHQUAKE PROCEDURES

In the case of an earthquake, the “Look, Duck, Cover, and Hold” method, as described in the appendices of the Staff Handbook, should be followed.

EMERGENCY EVACUATION PROCEDURES

For emergencies such as fires, bomb threats, and the second phase of the earthquake drill (for an explanation of the latter, see the appendix in the Staff Handbook), the following evacuation procedure, which is practiced periodically, should be followed.  At the sound of the siren everyone moves to the assigned “safe haven” on the middle school flag patio as indicated on the evacuation diagram.  (See evacuation diagram – phase 1.)  This includes students who are in band class, the theater, dance class, physical education, percussion/ drama cabin, the EVL, the IMC, the computer lab, and the cafeteria.  The first classes to arrive should line up towards the middle of the flag patio and as others arrive they should fill in the remaining space working towards the outer edges.  At this time each teacher should take attendance and inform the principal of any missing students.  Teachers who have their planning period at this time should distribute themselves amongst the classes to help keep order.  Then, according to the instructions of the principal or dean of students, everyone does one of the following: returns to class, proceeds to the upper sports courts, or, moves to a different area designated by the principal or dean of students.

     If the evacuation siren sounds during break or lunch, all Middle School students and teachers should walk calmly to the flag patio, find their period 2 / homeroom teacher, form lines, and wait silently for further instructions.  Exploratory teachers should distribute themselves amongst the homeroom groups to help keep order.

     If instructions are given to proceed to the high school sports field, everyone should exit the flag patio class by class and proceed up the main stairway and then to the right up the ramp to the south end of the sports plaza.  It should be possible to move in three lines to the designated areas at the sports plaza.  (See evacuation diagrams – phase 2 and whole school.)  Upon arrival students should look for their homeroom teacher and regroup accordingly.  After students are in single file, roll should be called and any missing students reported to the principal.  Exploratory teachers should assist the group for which he or she is a homeroom support person.

     For the two roll calls to take place, all teachers should keep on hand their class lists.  Homeroom teachers’ period 2 / homeroom class lists should include updated telephone numbers.  Also, the head secretary should take with her a copy of the CNG parent and staff directories.

     The following is “reminder list” to help assure a high quality evacuation:

· Be sure to take your attendance book in order to check attendance both on the flag patio and on the sports plaza.

· On the flag patio we line up by class, not by homeroom.

· The first classes to arrive should move toward the middle to allow room for other classes that arrive afterwards.

· The classroom teacher should be at the head of the line taking attendance and assuring that the group is silent.

· Silence is necessary in order to hear instructions.

· As soon as everyone is in place the principal will report to the general manager and we  move to the sports plaza via the walkway that leads directly to the corner of the soccer field.

· On the sports plaza we regroup by homeroom:  6th grade closest to the gym, then 7th, then 8th.

· Students should look for the homeroom teacher along the sideline of the basketball court (or the imaginary extension of it in the case of the 6th grade.

· The homeroom teacher should be at the head of the line check attendance and assuring quietness.

· The homeroom support teacher should be walking the line to make sure that the line is straight.  Sitting is ok.  Chatting quietly is ok since it takes so long for the preschoolers to join us.  But kids should know that when attention is requested, complete silence needs to be immediate.

· After the whole school is in place, we return to classrooms via the same route.
EMERGENCY LESSON PLANS

By the end of the first week of school, three general emergency lesson plans are to be turned in to the Office.  These plans should be generic and must include the teaching schedule, class lists (including homeroom), class rules, seating plan, and sufficient photocopies (if applicable) for all students.  Teachers are to place each lesson plan in a separate sealed envelope with teacher’s name, grade and subject written on the outside.

EMERGENCY SUBSTITUTION

Substitute teachers are hired whenever possible.  When no one is available, teachers are asked to substitute for their colleagues during their planning time and are remunerated for this service.

END-OF-YEAR CHECK-OUT PROCEDURE
At the end of the school year things can get hectic for both teachers and students.  To help teachers to anticipate what will be expected, samples of students´and teachers´ “End-of-Year Check-Out” sheets have been included in the appendices.

ENGLISH ONLY IN ENGLISH-INSTRUCTION CLASSES

If students are to learn to feel comfortable speaking Spanish with one another, times and spaces need to be created when speaking English is a must.  Subjects that are conducted in English provide this opportunity.  Listening to the teacher speak English and responding to him or her in English is simply not enough for a student to become fluent in English.  Therefore, peers must also practice speaking to one another in English.  The official policy on this topic is as follows:

“Since a main objective of our school is to teach children good English, teachers and secretaries at CNG should address children in English at all times.  This policy does not apply to Spanish and Sociales classes.  It does apply to physical education, music, art and computer classes.  Children are allowed to speak Spanish at lunch and recess.  Reasonable exceptions to this policy are allowed when necessary for clear communication in counseling situations or in a cultural event.”

EVALUATION OF TEACHERS
Teacher evaluation in the middle school is conducted by the principal and includes classroom observations, formative feedback, and summative evaluations.  Classroom observations are of three types:  “walk throughs” which are five minute visits that include interactions with the students; short visits of ten minutes which include a written note pointing out positive aspects of the lesson along with any suggestions; and two, half-hour observations (one each semester) that include a full page of observation notes, commentary, and recommendations and a one-on-one feedback session.  The second semester observations include a summative evaluation the “bottom line” of which includes a recommendation for hiring or not rehiring.  The half-hour observations, feedback sessions, and summative evaluations take place on a yearly basis for new and second-year teachers and on a biannual basis for veteran faculty members.

EXPENSES

Teacher reimbursement for pre-approved expenses must be received within two weeks of the expenditure.  Reimbursement forms are available from the Office.  A receipt must be attached to the form.  Receipts received more that two weeks after the date that appears on the receipt will not be reimbursed.

EXPLORATORY CLASSES

Purposes

Middle School Exploratory Classes provide students with additional opportunities to become well-rounded, “whole” persons.  They attempt to strike a balance between what the faculty believes the students need and what the students want.  Through the exploratory classes students become more aware of their talents and abilities, explore unfamiliar fields of study, acquire new knowledge, and develop valuable skills that will serve them throughout their life.

Course Characteristics

With the exception of band each exploratory course is one quarter in duration.  Each student takes two exploratory subjects each quarter, i.e., eight during the course of the school year.

     The five required classes are: one subject from amongst the arts, computers, health, physical education, and either Catholic Religious Formation or ethics.  The options from amongst the arts are: art (plastic arts), band, dance, drama, music (singing, composition, and appreciation), and percussion.  During the course of his/her middle school years, a student is required to take at least one quarter of art and one quarter of a class dealing with music.  Once requirements have been met, students may also take additional quarters of a subject, physical education, for example.

     If a student chooses to take band he/she must sign up for at least one continuous semester.  Instruments can be rented from the School or provided by the parents.  After completing Beginning Band, students may take classes in Advanced Band.  There is also a Jazz Band that is an extracurricular activity.

     The two class periods per quarter provided for exploratory courses may also be used by students for special classes in the Learning Center, English as a Second Language, or Spanish as a Second Language.  The transfer of students from ESL or SSL to regular language classes should take place only between grading periods or at Progress Report time.

     Students sign up for their upcoming exploratory classes at the end of each year.  Parents are asked to guide their children in their choices and to sign the form.  Exploratory classes may be dropped and added during the first week of each quarter and, in very special circumstances, during the second week.

Pedagogical Approach

The pedagogical approach is one of helping students to know themselves, to discover their talents and abilities, to acquire knowledge and skills, and to grow from strength to strength.

Expectations

Exploratory students should not be failed due to a lack of natural ability.  However, they do need to perform as best they can, participate actively in their classes, complete their assignments, and fulfill their responsibilities and/or the commitments they have made.

Homework

Homework should not include independent assignments or large projects but, rather, should consist only of work not completed during an adequate amount of time provided in class and any necessary practice such as that required for success in band, dance, and dramatic performances.

Projects

Student projects provide opportunities for students to learn how to make, do, build, carry out a process over time, and to demonstrate that they have acquired the targeted knowledge and skills.  They also provide the teacher with excellent opportunities for assessments based on performance.

Written Exams

For exploratory classes written examinations are appropriate, especially for testing content knowledge such as important facts, theories, and concepts.  They should be administered at appropriate times during the quarter.  During the second and fourth quarters they should be given well enough in advance so that they do not detract from students´ review for the semester academic exams which begins three days before the examination period when the schedule is shifted to an eight-period day.

Remediation

When, at the end of a quarter, a student has not completed his/her work, he/she may be given an “incomplete” (INC) for the report card and the opportunity to complete the work if the excuse is legitimate, e.g., absence due to illness, participation in a School-sponsored activity, or pre-arranged participation in a non-School event.  If the work is completed satisfactorily the INC can be changed to a grade for the next edition of the report card.  If the student does not complete the required work, he/or she fails the course and must remediate it.

EXTRA CREDIT

Teachers may offer extra credit at their discretion.  However, the extra credit assigned must be appropriate, related and relevant to the subject being taught.  Extra Credit may not take the place of regularly assigned classwork.

EXTRA-CURRICULAR ACTIVITIES – FACULTY PARTICIPATION
All staff are expected to participate in extra-curricular activities such as class trips, dances, Houses activities, etc.

EXTRA-CURRICULAR ACTIVITIES – STUDENT ELIGIBILITY

· A student must maintain an overall grade point average (GPA) of 7.0.

· A student may not be failing in more than one subject.

· The duration of eligibility is one bimester.

· The Middle School Office will distribute a list of ineligible students at the beginning of each quarter.

· For activities that start immediately at the beginning of the school year, eligibility will be determined by the GPA of the last bimester of the previous year.  (This includes eligibility for Student Council offices.)

· For activities that begin during the latter part of the first quarter, the results of the Mid-Quarter Progress Reports will be used to determine eligibility.

· Faculty sponsors of extracurriclur activities are responsible for:

· Making certain that all students who try out for an activity are indeed eligible.

· Making sure that participating students who are barely eligible maintain that status by communicating regularly with them and their teachers regarding their grades in at-risk subjects. 

· Making certain that students who become ineligible discontinue their participation in the extracurricular activity.

· Regarding sports eligibility, there are three UNCOLI sports seasons.  The dates are published each year by the Athletics Department along with the dates of the evaluation periods in order to anticipate possible conflicts.

· If a student´s GPA, at the end of a bimester, drops below 7.0 and he or she is in the midst of an extracurricular activity, whether it be, for example, a sports tournament, music festival, or dramatic production, participation must be suspended immediately.

· The duration of ineligibility is no less than three weeks.  That is, a student with a GPA below 7.0 for the quarter may hasten the recovery of eligibility status by raising his/her GPA to at least 7.0 or raise failing grades to passing status by the end of the first three weeks of the quarter at which time (and no sooner) that student may request his/her grade point averages from each of the six academic teachers and then take them to the Dean of Students who will calculate the overall GPA, check the student´s disciplinary record, and determine eligibility.  (An “Extracurricular Activities Reinstatement Form” is available in the Office for this purpose.)

FACULTY ADVISORY COUNCIL

The purpose of the Middle School Advisory Council is to assess the thoughts and sentiments of the members of the council and the faculty members they represent in regards to the operation of the Middle School and to advise the principal accordingly.

     It is composed of representatives of the various teams, departments, sponsors of student organizations, and administration.

     It is understood that the Faculty Advisory Council is not a channel for personal grievances.  Nor does it make final decisions in every case that it considers. However, in many instances the first-hand experience, expertise and knowledge of the council members are needed by the principal in order to provide for the smooth and efficient functioning of the School. Depending on the nature of a particular issue the principal may, at times, ask the council to make a final decision. At other times the principal may make the decision him or herself or pass the issue on to another administrator or school council for a final decision. Areas of concern include problem-solving in general, revision of procedures, calendar of activities, civic programs, needs assessment (materials, programs, methodology, etc.), extracurricular activities program, or any other topic for which the principal needs ideas and advice. The council meets on a monthly basis.

FACULTY MEETINGS

All teachers are to attend faculty meetings.  Personal schedules should be arranged accordingly.  Conflicting, extenuating circumstances which make it necessary to miss a meeting should be discussed ahead of time with the principal.  Any teacher excused from a faculty meeting has the individual responsibility of finding out what matters were discussed and what decisions were made.

     The same principle holds for other meetings convoked by the director, the Learning Center, department heads, team leaders, or consultants.

FIELD TRIPS

Field trips need to be cleared by the principal well in advance.  A Field Trip Planning Form must be filled out and signed by the principal.  Field Trip Request forms are distributed to students and must be signed by parents.  If a student fails to return the form signed, he/she will not be allowed to participate in the trip.  Names of students or the class should be published in the daily announcements a week prior to trips.  (See appendices for “Field Trips and Student Travel – Board Policy.”) 

     For students in the hot lunch program, the cafeteria prepares sack lunches for field trips if they are given sufficient advance notice.  The lunches, however, must be picked up by the teacher in charge (with the help of students) at the general services office.

     Students who are on Behavior Probation during the current quarter for which the field trip is planned will not be allowed to participate in school activities or trips of this nature This includes the week-long class trips.  Field trips are a privilege rather than a right to which all students are entitled.  Teachers only take students on trips that can act responsibly and make these trips a true learning experience.  Students who participate in field trips are representing CNG and need to show respect for others and themselves.

     Students who cannot participate in field trips are expected to attend school and complete alternative assignments the topics of which are related to the trip they are missing.

FILM VIEWING

Videos brought from outside the School should be approved in advance by the principal or department coordinator.  If there is any doubt about whether or not parents would approve of their child viewing a particular film rated PG-13, written permission from parents should be obtained.  (See the “Film Viewing – Parental Permission Form” in the Appendix.)

FORMAL UNIFORM – STUDENTS

On days when there are special assemblies or when classes have field trips to places such as museums, they are required to wear the formal uniform which includes a tie.  The tie needs to be worn correctly all day long, not just for the assembly or while visiting a museum.  Therefore, this needs to be carefully checked and reported on the Daily Attendance Form at the beginning of each block and after lunch.  The only exception to this would be the case of a student who has just returned after being absent and did not know that the formal uniform was to be worn.

GRADES

Grades may be given for tests, quizes, projects, homework, participation, etc.  Depending on the nature of a homework assignment, it can be graded or marked as being completed or not completed.   Therefore, the gradebook can have a homework column that can be counted as part of the final grade.

     Ideally there should be some type of grade given each week so that the final grade is well justified and represents a well-rounded evaluation of the student´s work.  Students must receive clear and timely information about the evaluation system and the percent value of each of the three columns.  When students fail a subject, in order to avoid any possibility of error or misunderstanding, it is best to confer with them before entering the grade into the computer.  That should be informed that they will need to take a remediation course and why.

     Projects provide valuable opportunities for performance evaluation.  Students must receive precise information about the project characteristics and conditions, its steps in reaching the final product and the percent value the project will have for that bimester.  Also, the students must periodically be given the necessary information for them to achieve the desired outcomes.

Each Department will inform the Bachillerato coordinating office of the structure of its evaluation system.

GRADING PERIODS

The school year is divided into four marking periods of approximately 40+ days each.  (See the “Important Dates” sheet in the appendices for the exact numbers.)

GROUP PROJECTS AND TEAM GAMES

For the sake of the self-esteem of unpopular students, groups and teachers should not allow students to pick their own partners, groups, or teams.  There are many methods for doing this.  One is to keep a bag of names and use the lottery system.  Another is to simply post the groups or teams as selected by the teacher who has tried to create a balance of qualities amongst the members.

     Group projects that require students to work as a group outside of school are limited to three students per group.

HALL PASSES

Teachers may provide their own permanent hall pass for bathroom use.  For other destinations such as the Middle School Office, the Counselor, the Infirmary, or the library, the blue “Pass or Consultation Slip” is used.  (See appendices for sample.)  The information teachers write on the passes must include the person or place the student is going and the time when they leave the classroom.  Upon their return the pass should be checked for the signature of the person visited and the time they left.

HOGAR CNG

Hogar (Home) CNG is an educational center located on the south end of the campus that serves children who live in five, low-income neighborhoods near the School.  Once every month or two our students are scheduled to carry out a hands-on activity or game during a half-hour period with pre-school-aged students.  The activity is planned by the Hogar and is conducted in Spanish.  The counselor serves as liaison between the grade level teams and the Hogar.

HOME COMMUNICATIONS - CIRCULARS

Circulars should always be co-signed.  Circulars sent by team leaders for an entire grade level should be signed by the team leader and the principal.  Circulars sent by a subject teacher should be signed by the teacher and the team leader.  If the teacher is the team leader the circular should be co-signed by the principal.

     When circulars are placed in teachers´ mail boxes they should be passed out during Period 1 or 2 that day.  If they are passed out during the day they should be distributed to students right away in that same class.

     Any home communication that must be signed and returned to school should be collected during homeroom.  Homeroom teachers need to remind students about any home communications.  Students will have two school days to return them.  The names of students who fail to return home communications properly signed, should be sent to the dean of students.

HOMEROOM PROGRAM

Program Purposes:

· General purpose: to support the mission of the School by helping all students in their ability to increasingly take charge of their own learning, becoming, and striving for excellence in all aspects of life—physical, social-emotional, mental, and spiritual.

· Specific purposes:

· To assure that two adults – the homeroom teacher and a support person -- build a deeper relationship with a particular group of students so that each one can say to him or herself, “There are sympathetic, kind, experienced and wise adults on campus who really care about my success in all subjects and in every aspect of my life and with whom I feel comfortable expressing my concerns.”

· To enhance the students’ ability to deal with and to support one another with the dilemmas and challenges that they are facing, whatever their nature – biological, social, psychological, or spiritual - and to handle the emotions that accompany them.

· To facilitate intraschool communication and thereby heighten the morale of students and staff.

Program Features:

Schedule:  7:05-7:16 a.m. each day plus one 60-minute class per month (assembly schedule)
Homeroom Teacher:

· During the homeroom period and/or the monthly 60-minute session, the homeroom teacher (or the support teacher if agreed upon) carries out one, monthly personal interview with each student beginning with students who have any academic course averages below 7.0. (At the beginning of each year and after the first three grading periods, homeroom teachers will be given a copy of their students’ report cards.  They will also be given a copy of the summary sheet of the Progress Reports at the mid-point of each quarter.)  The interviews can take place in a hallway or in an out-of-the way corner of the classroom.  For students with special needs, teachers are encouraged to schedule additional interview times at other times during the day – for example, while students are working independently during the homeroom class’s academic period, break, lunch, Opportunity Day or another day after school.  Interview formats are provided.  Although the major focus is the monitoring of the student’s academic progress, the interview should show concern for the whole child, that is, the social, academic, and personal aspects of his or her life.  Interview notes should be dated and placed in each student’s homeroom folder that should follow the student to the next grade level.  Homeroom teachers are expected to know their students thoroughly, take the initiative in helping to identify and implement strategies for improving their performance, and monitor their progress in both the regular program and remediation programs.  This includes becoming familiar with each student’s cumulative folder that is kept in the office.  The interviews include a review of past achievements and the setting of goals for the next quarter along with the identification of strategies needed to overcome obstacles and take greater advantage of strengths and resources.  Goals may be academic, social, and / or personal in nature and include such things as sports, music, hobbies, friends, or personal development.  Academic goals need not be set for all subjects nor expressed in numbers.

· Quarterly goals should be written by the student in a special section of the notebook of the homeroom teacher’s subject and the student should refer to them regularly throughout the month and they should be reviewed during the following interview.

· Whenever a special parent, team, or Learning Center meeting is called to discuss a student, if at all possible, the homeroom teacher should attend.

· For any special cases homeroom teachers may request support from the team leader, grade-level team, counselor, dean of students, psychologists, or principal.

· Every eighth day of classes the homeroom teacher’s academic period will precede or follow the homeroom period.  On these occasions the homeroom period activity could be extended somewhat in order to engage in special activities:  special recognition of achievement, monthly celebration of birthdays, welcome and farewell parties, and extended discussions of a high-interest topic.

Support Teachers:

· The assigned support teachers should also build a relationship with the students and confer regularly with the homeroom teachers regarding the needs and concerns of the group and individual students.  The following activities should be carried out on a daily basis:

· Meet students at the door, check uniforms as they enter, and close the door after the tardy bell rings.

· Check attendance marking on the slip: absences, tardiness, and uniform offences.  (Regarding the latter two, students should be informed that they are being reported.)

· Read or have a student read the “Student Announcements.”

· Collect things such as signed permission slips and fees.

· Distribute things such as circulars to parents.

· Engage in a needs-based activity related to areas such as values /virtues formation and/or social-emotional competence.  (A program of brief, grade-appropriate activities has been prepared.  Activities include informal, self-knowledge tests, moral dilemmas, group games, problem-solving, self-expression through art, reflective writing, sharing good news, and much more.  Some activities will need to be carried out during multiple homeroom periods.

· Facilitate class meetings under the coordination of the student council representative.  (A volunteer recording secretary will be needed for these meetings.)

· The support persons stay with the same group in a loop-type system.  In sixth grade for example, the support persons follow the same group into seventh and eighth grades, then return to sixth grade to pick up a new group.  In this way one of the two adults who pay special attention to a particular group of students can build a deeper relationship over a three-year period.

In general, students should be encouraged to approach the homeroom teacher or the support teacher at appropriate times and in appropriate ways with any problem or concern they may have.

HOUSES

Three, cross-grade groups of students are organized by Houses: Eagles, Falcons, and Hawks.  They compete for points throughout the year in academic and extracurricular areas in order to help their House win the coveted trophy.  House colors are: Eagles - yellow, Falcons - green, Hawks - red.  The House sponsors are responsible for conducting House assemblies and recording points earned for their House.  The points are reported to the house coordinator who publishes them on a regular basis in the student announcements.  The House coordinator works with the House sponsors, the principal, and other staff members in the organization and implementation of House activities.  (See “House-Based Activities” in the appendices for a calendar of this year´s activities.)  All faculty members are encouraged to: 
· Show House spirit by wearing their House T-shirt;
· Sit with their House;

· Spread out to help with discipline rather than sitting with fellow teachers; and
· Encourage student to participate in the House event.
ILLNESS OR EMERGENCIES

Staff members who must be absent or late should call the dean of students at home (tel. 259-0647 or 259-0667) the night before or by 6:00 a.m. so that a substitue may be found before classes begin.  This failing, one of the secretaries should be phoned.  The third alternative is to phone the principal.  (Phone numbers may be found in the Appendix of the Student/ Parent Handbook.)  When possible send lesson plans with someone or send them by fax (321-1241) or by e-mail (mcastillo@cng.edu).

     The following items must always be available in case of an absence: class lists, emergency lesson plans that are independent from what is currently being studied, schedules, and other general information significant for your class.

     Faculty members who are absent for more than three days must turn in a medical certificate on the day they return to work.  Recurrent absences of one day must also be accompanied by a doctor’s certificate.

IMC (Instructional Materials Center)

There is a wide variety of library materials available that are especially appropriate for 6th graders, ESL students, SSL students, and teachers searching for illustrative books for art and social studies.  The collection of biographies has also been found very useful.  Teachers may bring their classes for research or to borrow books during the stipulated hours when the IMC is not being used by elementary classes. The IMC needs to be notified 24 hours in advance of a desired visit. Permanent teacher supervision is required.  Teachers may also send small groups with a maximum of five students for one block to carry out research in the library. Teachers must notify the IMC 24 hours in advance of this also.  Students must leave their book bags in the cubbies at the IMC entrance.
IMPROPER LANGUAGE

When faculty members hear students using improper language, rather than ignoring the incident, they should confront the student explaining to them that here we use only proper language to express ourselves.  The incident should be reported to the homeroom teacher and chronic cases should be reported to the dean of students.

INFIRMARY

The infirmary is at the service of students and teachers and is located below the Middle School Office.  It is open from 7:00 a.m. to 4:45 p.m.    Students should be screened before being sent to the infirmary.  A blue pass is needed unless it is an emergency.  All significant accidents must be reported to the infirmary.  In the case of a suspected fracture or any head injury the student must not be moved and the infirmary should be notified as soon as possible.  Medications are not to be kept in the classroom.  The only exceptions are diabetic and asthma medications.  Other medications will be kept in the infirmary and dispensed by one of the nurses.

INTERCOM INTERRUPTIONS
Unless there is a very urgent situation, students are not called out of class via the intercom system during the first 20 minutes of each block when important instructions are being given and assignments explained.
KEYS

If a key is broken the School will pay for its replacement.  If keys are lost, the teacher must pay for their replacement.

LEADERSHIP GROUP - LEADERSHIP DEVELOPMENT THROUGH SERVICE

This is an extra-curricular, student organization sponsored by volunteer faculty members.

Program Mission: To nurture the spirit, guide the endeavors, and support the efforts of those students who are looking for ways to lead and serve others.

Vision: Students are envisioned as self-confident, generous and faithful persons who will grow up with the belief that service-based leadership is a worthwhile, fulfilling way of life. 

Philosophy: Supporting students to enter into any collaborative activity will encourage them to realize any number of goals.  With guidance they will be able to accomplish their own service projects, learn about and develop their talents and abilities, learn to work with different types of people, gain valuable experiences and develop important career skills.

Membership Requirements:

· Desire to lead a project (One does not have to be born a leader to lead a project.)

· Desire to reach for excellence (No need to be elected, selected or have a certain GPA.)

· Willing to serve humanity (Having the desire to make a difference in the lives of others.) 

LETTERS OF RECOMMENDATION
Letters of recommendation will not be written for staff members who break contract.

LIBRARY POLICIES AND PROCEDURES FOR TEACHERS 

The Elisa Vargas Library (EVL) welcomes teachers and secondary students for study, research, and leisure reading.  It is a better place for everybody if there is a quiet and pleasant atmosphere.

Library Hours: 7:05 a.m. to 3:15 p.m.- Monday through Friday.

Borrowing of Materials:

· General Collection: May be borrowed for a period of two weeks and checked out repeatedly if no one needs the same material.

· Reference Collection: May be used only in the library.

· Vertical Files: Overnight loan only.

· Magazines: May be used only in the library.  Overnight loan for teachers only.

· Interlibrary Loans: Only for teachers and students who are seniors.

Sending Students from Classes: Up to three students may be sent at a time. Only those students who need library materials should be sent.  They should be given a blue pass signed by the teacher and checked upon return for one of the librarian’s signatures.  Students sent to pick up materials should be given an informal note for the librarian.  Students who misbehave in class are not to be sent to the library as a way of removing them from the class.

Class Sign-Up: Teachers are encouraged to bring an entire class to the library for research.  A sign-up schedule is available in the library.  Visits need to be scheduled in advance.  Teachers must maintain discipline and students are expected to work in a quiet and orderly fashion.  Teachers should be the last one to depart checking that students leave the library clean and neat.

Lost Materials: Any book or material which is lost from the Library must be paid in one of the following ways: (1) Cash payment or (2) Replacement of the lost item with a similar book or one that is appropriate for the library.
LOCKS

All students receive their first lock free.  This is paid for through activity fees.  A $10.000 peso fee will be charged to all students needing a second lock, for any reason. Students may not bring locks from home.

LOCKERS

All students are assigned a numbered locker by homeroom teachers.  A complete list of students’ names, combinations and locker numbers is the responsibility of the homeroom teacher.  A copy of all lists must be given to the dean of students. 

MAIL BOXES

Teachers are assigned two individual mail boxes – one in the Middle School Office Work  Room and one in the Administration Building.  The former should be checked the first thing each day before classes begin and the other one any time daily.

MATERIALS

Every student should come prepared to class.  A list of the materials necessary for class should be posted in the classroom.  Teachers
should explain on the first day of class what constitutes a “lack of materials” and the consequences.

MATRICULATION HOLD

As part of the 3rd Quarter Progress Report process each grade level team needs to discuss which students should be placed on “Matriculation Hold” status.  Meetings should be scheduled with these parents.  Candidates include:

· Students who have failed in Middle School before (or at any other lower grade level) and who are in danger of failing the year.  (Students may not repeat more than one grade level during their Middle School years.)

· Students who are failing several subjects and show no signs of improvement.

· Students who have chronic disciplinary problems.

OPPORTUNITY DAY

The purpose of this program is to provide students the opportunity to receive personalized attention from teachers for:

· Asking questions

· Reteaching (individual or group)

· Retesting (individual or group)

· Demonstrating achievement of targeted competencies (“logros”)

· Discussing problems, etc. 

     Appointments can be made at the initiative of the student or the teacher.  Teachers may place a sign-up list in an accessible place with 5-10 minute slots for individual appointments (or group appointments if the objective is the same) or come up with some other system for students who need appointments.

     All faculty members (except those exploratory teachers assigned to hallway duty) are to be available in their classrooms to assist students from 2:15 to 3:15 p.m. every Thursday (Opportunity Day).  Students may come with or without an appointment either at the beginning of the period or at a later time, depending on whether or not they needed help from other teachers.

     Teachers are encouraged to appoint student aides (“monitores”) –responsible and capable students (possibly but not necessarily members of the National Junior Honor Society)—who, after receiving guidance from the teacher, can work with individual students either before, after, or in lieu of the student´s appointment with the teacher.

     Regarding make-up tests, for Learning Center students, it is possible to request that these be administered in the Learning Center.  For students who were absent and have short tests to make up, it is possible to request the dean of students to administer these during lunch-time detention in the cafeteria.

     Each team should have a system to keep track of students who are supposed to meet with more than one teacher during Opportunity Day.  One successful system is to place a piece of tagboard (cartulina) in the back of the team leader´s classroom with a space for each subject.  Each teacher writes the names of students who need to attend.
   Each teacher is required to take attendance and follow through with students who are supposed to attend Opportunity Day but do not.  (See “Remedial Program during the School Year” in the Student / Parent Handbook.)

ORDERS – ANNUAL PURCHASES

In the middle of each academic year, orders are placed for textbooks and other didactic materials – both imported materials and local purchase items.  The administrator in charge issues instructions and forms when this process begins.  Departments meet to discuss how materials can best be shared in order to avoid unnecessary and costly duplication of orders.  Catalogues are housed in the EVL.  (See also “Curriculum Renewal Cycle” and “Supplies.”)

PARENT CONFERENCES 

You are encouraged to talk to parents when the need arises.  The secretaries in the Office will help you make the necessary arrangements.  You will be informed in writing of parent conferences requested by you or the parents through a “Weekly Conference Report.”  Please make sure to report to the Office at least 5 minutes before the meeting to greet the parents and to pick up a “Parent Conference Report.”  This form should be given to the parent and the original left in the Office for filing.  Telephone conferences should also be noted.

PARENT-TEACHER CONFERENCES

During the months of October and March parents will come to pick up their child’s report card.  Teachers are to be available, during the day, for parents to meet and confer with you.  Individual conferences should not last more than 3 minutes; otherwise, set up a convenient time for you and the parent, or send parents to the Office to schedule an appointment.  A recommendation that a student attend a different school in order to provide a more appropriate learning environment should be made by the principal (after due investigation and consultation); never by the teacher.
PERSONAL DAYS AND PERSONAL LEAVE 

See the Staff Handbook for the official school policy.  Completion of the form “Request of Absence” at least two days beforehand is necessary when staff members request permission to be absent for reasons other than illness.  Lesson plans should be left with the dean of students rather than on the desk.  These absences are to be approved by the Principal.  Any teacher leaving the school building during the regular school day is required to sign out in the Office.  It is important to know your whereabouts as the Office may request you to subtitute for a fellow teacher on an emergency basis.  (See page 23 of the Staff Handbook regarding the intended uses of personal days.)

PHONE CALLS

There is a phone in the Middle School Office available for the use of teachers.  School phones may not be used for personal long distance calls.  These need to be made through the Director’s office after filling out the “Long Distance Telephone and Fax Request” form.

PHONE TREE

When there are emergency situations that occur while school is not in session, communication amongst one another and with the MS families or all CNG families may be necessary; for example, when school has to be cancelled.  The section of the School that has the eldest child in the family will make the contact and in this way duplicity will be avoided.  (More about this below.)  The following is a description of the information and procedures that needs to be organized at the beginning of each school year.

Information:

· Check your name and telephone numbers in the School Directory.  If you have any changes or additional numbers, especially cellular phone numbers, please inform the Middle School Office.

· The updates will be made and distributed regularly.  Two copies will be sent to each person.  One copy should be kept at school and the other at home.

· In the appendix you will find two copies of the homeroom teachers and their support partners.  The extra copy should be kept at home for reference.

· During homeroom the following information should added to a homeroom class list of students: home phone numbers, cellular phone numbers, and office phone numbers of parents or guardians.  An “E” in parenthesis should be placed after the names of any students who are the eldest child of their family attending CNG.  The original of this list  should be kept with the attendance book in the classroom.  Another copy should be kept at home.  A third copy should be given to the support person.  And a fourth copy should be sent to the MSO by then of the first week of classes.

· A complete list of phone numbers of all MS personnel, homeroom teachers and support persons, and all students will be kept in the MSO.  Additional copies of these three complete lists will be kept at home by MSO personnel, i.e., the principal, the dean of students, the counselor, the head secretary, and the assistant secretary.

· This information should be updated, copied, and in place by the end of August each school year.

Procedures:

· Upon receiving instructions from the director or general manager, messages will be initiated by the principal or some other MSO person contacting team leaders with instructions to phone all MS parents or only the parents of the eldest children.

· Team leaders will contact the members of their grade-level academic teams, that is, the homeroom teachers.

· The homeroom teachers will contact their homeroom support person to relay the message and to specify the dividing up of the list of families to be called, for example, the homeroom teacher phoning the first half of the list and the support person the second half of the list.

· If a team leader cannot be contacted, another team member will be asked to contact the rest of the team.

· If a homeroom teacher cannot be contacted the homeroom support person should be phoned and he/she will be in charge of phoning the entire homeroom or obtaining assistance from the head secretary or the assistant secretary in order to divide the list.

· Regarding the latter, the principle is: whenever the distribution of tasks cannot be carried forward because someone cannot be contacted, the task should be delegated to someone else who has the necessary information and the time to carry out the task.  Because the head secretary and the assistant secretary have not been assigned homeroom groups, they are in a position to cover any gaps because each one will have at home the complete list of families and phone numbers.

· When each person completes the calling task he/she should report to the head secretary.  The report should include the names of teachers and/or families who could not be contacted.  (Attempts to contact these persons should be continued later.)  After everyone has reported, the head secretary should inform the principal who, in turn, will inform the director or general manager.

PHOTOCOPYING SERVICE
The Middle School Office, the EVL, and the IMC have photocopy machines that may be used by teachers for no more than 20 copies at a time.  All staff members have an assigned account number.  (See Gustavo Vega to obtain one.)  Students are not to be sent to ask office staff to make copies during classtime.  For larger numbers of copies a “Work Order” form available in the MSO needs to be filled out for the Photocopy Department which needs 48 hours to deliver work orders.  The MS Office authorizes orders, delivers them to Xerox, picks them up and delivers them to the corresponding classroom.

POSITIVE RECOGNITION

Positive Recognition forms (see appendix for sample) are available in the office.  They recognize such things as improved effort, excellent class participation, being helpful or reliable, etc.  The white copy is for the student to show his or her parents and the pink copy if for the student’s permanent file.  A good rule of thumb to follow is that for every discipline referral made at least one Positive Recognition form is given.

PRE-ARRANGED ABSENCES

Students attending school activities off campus and those attending religious services or are absent due to religioius holy days should not be counted as absent.

     When a sports team needs to be absent, for example, to attend the Binational Games, each student should obtain a pre-arranged absence slip signed by all of his or her teachers.  This not only indicates approval but also assures that the student received the homework assignments that need to be made up.

PROFESSIONALISM

Staff members are expected to be positive role models for students. Therefore, their punctuality, organization, support of school rules, sense of responsibility, politeness, and enthusiam for learning new things should be exemplary.
PROGRESS REPORTS
Progress Reports (see sample in appendices) are sent home on the scheduled dates at the mid-point of each quarter.  (If there are extrenuating circumstances preventing their distribution on the scheduled date, the situation needs to be discussed in advance with the principal.)  During the first and third quarters all students receive a report.  During the second and fourth quarters only students with averages below 7.0 receive a report.  Students should return them during the next class.  The teacher sends to the dean of students the list of students who failed to bring the progress report signed.  Parents are then contacted.

PROM

At the end of each school year there is an Eighth Grade Prom to celebrate the ending of the eighth graders´ middle school years.  The team leader heads up the overall organization with the assistance of the head secretary, students help raise money, the art teacher and students supply the decorations, and the team members are in charge of supervision.  Other middle school teachers are invited to attend.

PUNCTUALITY

Teachers who are returning from a planning block should arrive to their classroom before the students in order to receive their students. When the tardy bell rings, the teacher should shut the classroom door.  Anyone entering after the bell should be marked tardy on the absence slip (and if s/he is out of uniform this should also be noted).  Offenders should be informed that the infraction is being reported.  Students should be made aware that when they arrive late it causes an interruption of the teaching / learning process – a process that is paid for by parents.  Hence, the purpose of the tardy rule and our insistance on punctuality is to protect this process.

   Faculty meetings begin promptly five minutes after the scheduled time.  The first five minutes are for socializing and refreshments.

REMEDIATION

Throughout the semester, students who fail to achieve curricular objectives should receive remedial teaching during Opportunity Days or any other time that can be arranged.  For students who, nevertheless, fail a class for the year, teachers create a “remediation packet” which covers the specific objectives that the student did not adequately achieve.  The packet should include a study guide with clearly explained instructions regarding what to do, worksheets, and the textbook or novel.  Teachers are hired to supervise the remediation course that lasts 20 hours and takes place during four consecutive days in June.  For students who are so low that twenty, nearly consecutive hours of instruction and practice are not sufficient or appropriate, longer, remedial tutoring programs can be arranged.  This is especially the case in mathematics and language.  (See “Remedial Programs at the End of the School Year”) in the Student / Parent Handbook.)  
REPORT CARDS

At the end of each quarter teachers enter grades in the computer system.  (See “Calendar” in Appendices for deadlines.)  When a Learning Center student is receiving a modified grade, the modified nature of the grade should be described as a comment on the report card so that any receiving school will better understand the meaning of the grade.  Teachers receive a rough draft of the report card, check for errors, and turn in the corrections to the Systems Coordinator the next day.

RESOURCE PEOPLE

The principal should be informed when resource people are invited to CNG well before they arrive to class.

SECRETARIES

The secretaries in the Middle School Office have full-time responsibilities assigned by the principal.  These duties preclude their availability for clerical tasks that are the responsibility of individual faculty members.

SEMESTER EXAMS

(See “Examinations” in the Student/Parent Handbook for an overview.)

   Semester exams are preceded by two days of review following an 8 period schedule.  Review classes – both academic and exploratory -- should engage students in structured, guided activities.  If a review is completed, supplementary activities should be provided such as subject-related puzzles, games, challenge sheets, etc.  Quiz bowls are another enjoyable way to review.  There should be no time for socializing.  Independent study should take place at home. 

   Although the first semester does not end until after the second week of classes in January, semester exams are administered in December just before vacation.  (See “Calendar” in Appendices.)  The purposes are to even out the length of the quarters, especially for the benefit of exploratory teachers; provide a structured, meaningful activity before vacations; and avoid the “forgetting” and the poor studying that occurs during vacation.  During January an additional unit of study is taught and tested but the test does not include all of the material studied before Christmas vacation.  Grades for January are weighted proportionally and averaged in with the semester test and other before-vacation grades.

     Written exams are required for all of the six academic subjects.  All teachers help proctor the semester exams.  An assignment schedule for proctors is distributed the week of the exams.  Copies of semester exams are kept in the office of the dean of students and are picked up just before the test by the proctor.  Completed tests are given to the subject teacher.

     Students are to wear the regular uniform during the three semester exam days.

     Depending on the case, students who are not present on the semester exam days should take the test either before or after the dates when the exams are scheduled.  Teachers are expected to administer a different test covering the same material in order to avoid any possibility of cheating.

     (See “Examinations” in the Student/Parent Handbook for exemption rules.)

Guidelines for Preparing and Administering Semester Exams:

· Dress code:

· In the middle school students are required to come in uniform during exam days (unless otherwise stated by the principal).  Teachers are expected to assure that they come in the proper uniform and that it is worn properly (e.g., shirttails in).

· Teachers are also expected to dress professionally as stipulated in the dress code (Staff Handbook, p. 28).
· Turn in the test to be photocopied at least five days in advance.

· Organize the tests into six sets and insert them into letter-sized envelopes which can be picked up in the Middle School Office.

· Fill out the six “Semester Exam” forms (see appendices for sample) which have been stapled onto the envelopes being sure to include the names of the students, written instructions for the proctor, and an extra copy of the exam for each envelope.

· Turn in the six packets to the dean of students at least two days in advance of the test date.

· On the day of the test:

· Circulate amongst the classrooms in order to answer questions.

· Pick up the completed tests in the dean of student’s office.

· Proctors:

· On the day of the test, pick up the exams from the office of the dean of students at 7:05 a.m.

· Remind students to go to bathroom and get a drink before the exam.

· Make certain that desks are spread out as much as possible.

· Read exam rules:

· No one will be allowed to use the bathroom (unless it is an emergency).  

· No one will be allowed to drink water during the exam.  (Homeroom teachers should remind the students about these two rules the day before so that they are sure to use the bathroom and get a drink in advance or during the break.)

· Stay in your seat for the duration of the exam period.

· Do not talk during the exam period.

· No one will be released early.

· If you finish the test before the exam period is finished, you may read a book, listen to music with headphones (the volume should be kept low enough that the proctor cannot hear the sound when walking by) carry out another quiet activity other than consulting the text of the subject being tested, or sit quietly.  ((Homeroom teachers should also remind students about this rule a day in advance so that they are sure to bring something to do.)

· Ask students take out any materials needed for the test such as pencil, eraser, ruler, protractor, etc.  (Backpacks should be put away and not obstruct the aisles.)

· Distribute the tests.

· Read the instructions found on the cover sheet.

· Write the total number of minutes allowed for the test on the board.

· Every 15 minutes quietly announce and write the number of minutes remaining on the board.

· During the last 15 minutes announce and write the time remaining every 5 minutes.

· Circulate amongst the students watching for copying and cheating of any sort.

· Watch for wandering eyes and move students at the first sign of this to prevent them from copying.  If cheating is flagrant – such as using a “cheat sheet” – the test should be confiscated, a 1.0 should be written on it, a report stapled to it, and the test turned in to the dean of students who discusses the incident with the subject teacher.

· Permission to go to the bathroom should be limited to emergency cases.  Prompt return must be insisted upon.

· Turn in the set of completed tests to the dean of students who, in turn, will return them to the subject teacher.

· When not proctoring an exam, the Office should know the teacher’s whereabouts.

SIGNING IN EACH MORNING
By 7:05 each morning staff members are required to sign-in in the Middle School Office Work Room by initialing an attendance sheet.  This enables the principal to know whether or not the entire staff is “on board.”  At the same time staff members are to check their mail box (for announcements and important messages) and synchronize their watches with the office clock (sometimes the electric bell system does not work).
STAFF DEVELOPMENT

Staff development occurs in several ways.  The School hires consultants periodically.  Selected teachers are sent to educational conferences during the year.  A staff development budget is used to assist teachers to continue their education through coursework.  Faculty members make presentations to their colleagues once per month after school on Wednesdays.  Departments use Staff Development Days for staff and currciculum development.  And everyone is expected to observe another class for at least the equivalent of eighty minutes some time during the year.  This can be an entire block or split up into shorter amounts of time.  Teachers are invited to not only benefit themselves through the observation but to also help the teacher being observed by writing or mentioning two things that went really well and two ideas to enrich or improve the lesson.  (This is referred to as the 2 + 2 Program.)
STUDENT ACTIVITIES SPONSORSHIP

In the Middle School everyone is expected to become involved in, sponsor or co-sponsor an extracurricular activity of some type during the year.  Possibilities include Student Council, National Junior Honor Society, Leadership Group, the House system, Math Olympics, chess tournament, ping-pong tournament, rock band formation, Hogar Nueva Granada involvement, or any other club-type activity that a teacher would like to initiate.

STUDENT SUPPORT PROGRAM (SSP)

The Student Support Program (SSP) is a program designed to give support to three different types of students.  The first consists of those students who have been diagnosed Learning Disabled (LD) students. These students are intelligent and capable of learning when appropriate methods and structures are provided. The second type of those students who have no learning difficulties as such, but are weak students, and need the help and support given in a small group setting. These students are accepted on a conditional basis, and their permanence will depend on the appropriate use of the services, and the improvement of their overall performance. The last type is those students who do not have an adequate English level for whom English as a Second Language (ESL) classes are not sufficient. These are students who need help understanding the content of the different subjects.  All the students who are part of the SSP program need to sign a contract, committing themselves to be responsible, to arrive on time, to bring work, and put forth their best effort

     Each SSP student receives an IEP (Individualized Educational Program), in which the child's learning style, learning strengths and difficulties, accommodations needed, and recommendations are specified.  Part of our mission as a school is to guarantee that the individual needs of these particular students are met.  Therefore, it is vital that classroom teachers and SSP staff work together as a team for the students’ benefit

     One of the accommodations specified in the IEP might include the possibility of taking exams in a less stressful situation with extended time.  In these cases, teachers will be notified ahead of time in order to clarify any doubts. These students will not be given the answers at any point, but due to the vulnerability and distractibility of many of the SSP students, just the fact that they are in a smaller group and have the opportunity of asking more questions, will allow them to perform better.  Other students may also need a scribe and or a reader to successfully complete the exams.

     The referral process for students entering SSP begins with a recommendation made by a teacher, a parent, or by the individual student. Regardless of the mode of referral, the teachers must fill out the referral form indicating the student’s weaknesses and the strategies implemented thus in the classroom. If the team is in agreement regarding the urgency of the need of SSP, the student can be accepted prior to a full formal evaluation. However, if the referral comes from the parents or the student, a formal evaluation is required prior to acceptance in order to justify placement in SSP, and teachers will be informed of the results.  The referral form can be found in the Learning Center or in the Counselor’s office. 

SUMMER READING PROGRAM FOR STUDENTS
English and Spanish teachers require students to engage in a summer reading program each year.  The purposes of the program are to stimulate leisure reading and expand the literary repetoire of students.  Requirements and grading procedures vary.  Some teachers assign a single book.  Others allow students to choose from amongst various titles with which the teacher is familiar.  In the latter case, for students who read more than the one required book, extra credit might be given.  Some teachers assign reading-related projects to be turned in.  Others administer a written test.  For students who do not complete the assigment, some teachers offer a maximum grade of 6.0 if the assignment or test is completed satisfactorily within two or three weeks of the beginning of school.
     English books, because they are international orders, must be ordered before December vacation when other international orders are made.  Students pay for their books.  Spanish books may be purchased locally.  (A system in which the Book Store buys back titles that will be required in future is under consideration.)
     Department chair persons are expected to create the summer reading list in consultation with teachers (5th through 12th grades); assure that orders are placed (if any titles are the same as the previous summer, the number of extra copies on hand in the Book Store should be taken into account); send the list to principals and the admissions office; and make certain that copies are available for purchase during the months of May and June in the Book Store.  After school ends in June department chairs should assure that a dozen or so copies are sent to the Admissions Office for new students that arrive during summer vacation.
SUPERVISION

Supervision needs needs to be consistent and teachers should never just “look the other way” when an infraction is being committed.  Otherwise, the students take advantage of those situations in which the teacher does not apply rules and/or follow certain procedures, the purpose of which is to promote a civil, pleasant, educational environment.

   Between classes teachers are expected to supervise the movement of students in the hallway and/ or staircases outside their classroom.  On a rotating basis teachers are assigned supervision duty during break and lunch for all areas accept the HS Cafeteria.  A committee of academic and exploratory teachers agreed on the following:  1) Exploratory teachers are to be assigned two break duties and one lunch duty (on the Flag Patio); 2) Academic teachers are to be assigned one lunch duty at a more challenging place, i.e., the cafeteria, the soccer field, the hill area above 13M, or the ping pong tables; 3) No exploratory teacher is to be assigned four duties; if there is a left over duty, it should be rotated amongst the academic teachers.

   Exploratory teachers, also on a rotating basis, supervise hallways during Opportunity Days.  Teachers who do not have a full teaching load (30 hours) will be requested to supervise more often.  Duties are published in the announcements each day and supervised periodically by the dean of students.  No area should be left before all students have departed for their next class.  An explanation of the area-specific duties follows.

Ping Pong Tables, Basketball Court, and Soccer Court

The teacher who has supervision duty in this area needs to pick up from the Office the keys, whistle, and the check-out book for the sports equipment cabinet located to the left of the entrance of the Student Cafeteria.  The name of students borrowing sports equipment should be recorded in the check-out book.  The inventory of equipment located on top of the cabinet should be checked and any missing or damaged equipment should be reported to the Office.  An eye needs to be kept on the ping pong table area, the lower basketball court, the upper soccer court, and the adjacent hill area.  Five minutes before the bell rings the whistle should be blown indicating that borrowed equipment needs to be returned and the name of the borrower of each item crossed out.  Any student not returning equipment should be reported when the key, whistle, and book are returned to the Office.

Flag Patio, Plazoleta, and Sidewalk along MS Classrooms

The person who has this duty needs to circulate amongst these three areas.  During lunch the MS hallway gate should be locked and no students, except on rainy days, should be in this hallway.  The alcoves along the sidewalk need to be checked for littering.

High School Cafeteria/Snack Shop and Amphitheater

This supervision duty begins at 11:10 standing between the two cafeteria lines to assure that no breaking into line occurs and no older students force younger ones to give them money.  When the lines become low littering needs to be controlled.  Attention needs to be paid to who is sitting where.  When students are eating in a group, the supervising teacher should tell one of the students that he or she is in charge of leaving the space clean.  The teacher may then walk away to supervise other areas.  When he or she returns to the area where the group was eating and trash is found, the student left in charge should be found and told to clean up the area along with any group members that can be recluited.  If the student refuses, the incident is reported to the dean of students who follows through with a litter clean-up consequence.

   Students caught littering should be required to throw away their own and, as a consequence of failing to do so, they should be required to pick up other trash in the area.  If they have left the area, names should be turned in to the dean of students.  If there is mass littering and the area is not left clean for the use of high school students, a report should be made to the principal (before the high school reports it).  A warning will be given and, if the littering continues, the HS Cafeteria will be closed the following day for middle school students.

     After most students have eaten, supervision can shift to the amphitheater area.

Upper Sports Areas

This area consists of the sports plaza, hockey court, basketball court, and soccer field and the micro-soccer field south of the large soccer field.  Playing on the hill outside the soccer fence or beyond the above-mentioned areas is not permitted.  Students may check out sports equipment from the Office for use in this area.  The area is so large that a whistle is needed to call the attention of students.  (Each teacher is supplied with a whistle.)  Five minutes before the bell rings the teacher should begin moving the students to class.

SUPPLIES

Classroom supplies are obtained from the “Almacén” by signing from requested materials.  Students are not allowed to request supplies for teachers.

TARDINESS TO CLASS – STUDENTS

Teachers need to monitor the hallway outside of their classroom between classes and should encourage students, in a kind way, to move to their next class quickly in order to avoid being tardy.  Students who enter class after the tardy bell rings are considered tardy unless they have a pink Tardy Permit issued by a staff member.  (Some teachers require that students be seated before the tardy bell rings.)  The tardiness is recorded on the Daily Absence Form and in the teacher´s own record book.  When students enter class very late and have already been marked “absent” and the absence slip has already been taken to the Office, the teacher needs to (1) change his/her record book from absence to “unexcused tardy” and (2) send the students to the Office with a blue hall pass indicating both the time they arrived late to class and the time they left class for the Office.  In the Office the “absence” is changed to a “tardy.”

     If students arrive more than 15 minutes late to class for an unexcusable reason, they are counted as being absent for the entire period and there is no need to send them to the Office.  Four such incidents are the equivalent of being absent for an entire day of school.

     Upon the third incident of tardiness to any class, the student is called to the Office by the dean of students for disciplinary action.  Depending on students´ disciplinary record, the first referral results in a lunchtime detention.  After three more tardies (accumulative total of 6), students are called a second time which results in a longer, after-school detention.  And upon the third visit to the Office (accumulative total of 9 tardies), students are given an in-school suspension.  Parents are notified after each disciplinary referral.  Further incidents result in parent conferences and more severe disciplinary consequences.

     When students are tardy for a teacher’s class 5 times, the students receive an  “N” (Needs Improvement) in conduct for the quarter for that class.  When students are tardy 8 times, they receive a “U” (Unsatisfactory) in conduct for that class.

TARDINESS TO CLASS – TEACHERS

When teachers, due to unforeseen circumstances, believe they will be late to class – even one or two minutes – they should inform the Office so that the classroom can be opened.

TARDINESS TO SCHOOL - STUDENTS

Students stop at the Office to pick up a Tardy Pass.  If the tardiness is caused by the school bus arriving late or some other excusable reason, an “X” meaning “excused” is written on the slip.  If the tardiness is not excusable, the term a “U” meaning “unexcused” is written on the slip and should be recorded as such by the teacher.

TEAM LEADER DUTIES

The following is an updated version of the duties of Middle School team leaders which is different from the one that appears in the Staff Handbook which is for both Middle School and High School team leaders.

· Prepare an agenda for, conduct, and take minutes for weekly team meetings.  Copies of the agenda and minutes should be sent to the principal, the dean of students, and the exploratory teachers.  (The principal’s permission is needed to cancel team meetings.  When an absence is anticipated, the team leader should appoint a substitue chairperson.)

· Organize parent conferences and ensure that a report of each conference is submitted for the student´s file.

· Meet individually with parents and students as needed as the representative of the grade level team.

· Meet with other faculty members as scheduled to review special cases.  If the meeting takes place during the team meeting, a summary of the results should form part of the minutes.  Otherwise, a separate report should be submitted to the principal and anyone else who should be informed of the results of the meeting.

· With the support of the student activities director, administrators, and team members; organize, lead, and handle the budget for the annual, week-long, class trip; day field trips; and other grade level activities.  (For 8th grade this includes the Prom and assisting the principal with the organization of the Milestone Ceremony.)

· Write and co-sign (with the principal) all letters to parents about grade level activities well in advance of the activity.

· Coordinate the scheduling of grade level events so as to minimize the effect on the academic program.

· Serve as a member of the Middle School Faculty Advisory Council.

· Serve as a resource person for the new teachers throughout the year.

· Assist team members with classroom management techniques.

· Consult with the principal regarding the performance of team members.

· Consult with team members regarding their concerns and recommendations and report these to the principal.

· For hallway bulletin boards assigned to the team, organize a monthly rotation of responsibility amongst team members and send a copy to the principal.

· Submit grade summary reports to the principal by end of the day after mid-quarter progress reports have been sent home.  (These may be submitted on single sheets from each academic teacher and the MSO consolidates the information on one sheet.)
· Submit reports to the principal and arrange parent conferences regarding students that should remain on or be changed to “matriculation hold” status and those who should be considered for retention.  This includes providing personalized paragraphs for letters to parents explaining the reasons for the decision.

· Model professional responsibility in regards to assembly attendance, arriving punctually for meetings, student supervision, meeting deadlines, promoting a positive attitude, and projecting a positive image of the School.

· Carry out other reasonable tasks as requested by the principal. 

· Carry out any other self-initiated tasks that contribute to the improvement of the Middle School.

TEAM MEETINGS

The following arrangement will be carried out on a 3-month trial basis.  Once per month team meetings will be held on Tuesdays after school so that exploratory teachers can attend.  Because not all exploratory teachers can attend all three meetings, they will be divided into three groups and will rotate each month.  At the end of three months, an opportunity for dialogue will have been provided between each exploratory teacher and each grade level team.

     Exploratory teachers, as a group, will meet with the Principal once per semester.  (See “Calendar” in Appendices for the dates of all of the above.

TEST SCHEDULES

No more than two tests can be given in one day.  Teams have a system for coordinating tests, project due dates, and homework load in order to even out students´ work load.

TEXTBOOKS

All textbooks are distributed by the classroom teachers.  The number of the textbook with the student’s name are required to be listed by the teacher.  A copy of the list should be given to the Office.  Teachers use the list for collecting texts at the end of the school year.  Missing books are to be reported to the Office in June.

TUTORING

Teachers are always needed to serve as private tutors for students.  The School sets the tutoring fee and the guidelines are written in the Staff Handbook.  Names of approved tutors are made available to parents via the Middle School Office, the Learning Center and Department Chairs.  Interested teachers should give their name, subjects, and grade level range in writing to the Middle School Office.  (See “Tutoring Policy” in the appendices for official guidelines.)

VALUES PROGRAM

Direct teaching of values takes place in religin, ethics, health, and homeroom.  The program is also supported by the counselor who creates interactive, hallway bulletin boards on various values.
WRITING PROJECTS

(See “Writing Projects” in the Student/ Parent Handbook” for an overview.)  Although language teachers are in charge, the writing project lends itself to cross-subject integration with content subjects such as social studies and science.  For example, students could write a bibliographic research paper and receive two grades for it, one from the English teacher for the quality of the composition and one from the social studies for the quality of the content.  Besides placing the “as near to publishing quality” papers on a student´s CD portfolio and publishing on websites, another possibility would be to bind a hard copy of the best copies and have them for future reference in the classroom and/or the EVL.


