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STATEMENT OF NON-DISCRIMINATION
The Wakulla County School Board is committed to providing fair and equal educational and employment
opportunity without regard to race, color, religion, natural origin, age, gender, disability, or marital status. The
district complies with all Federal and State Laws prohibiting discrimination in education. (WCSB Policy 2.80.)

EQUITY COORDINATOR
The district appoints an Equity Coordinator to ensure compliance with Federal and State laws prohibiting
discrimination. If you have any questions, concerns, complaints or suggestions about policies and/or procedures
effecting employment or educational opportunities in the District please contact:
Karen Wells, Equity Coordinator
Wakulla County School Board
Post Office Box 100
Crawfordville, Florida 32326-0100
Or
69 Arran Road
Crawfordville, FL 32327
(850) 926-0065

DRUG FREE WORK PLACE
The Wakulla County School Board and Crawfordville Elementary maintain a drug free work place. Drug abusers
will be prosecuted as prescribed in the Drug Free Work Place Act of 1988. WCSB Policy 2.90, 3.42 and 6.33

REASONABLE ACCOMMODATION PROVIDED
Disabled individuals needing reasonable accommodations to participate in and enjoy the benefits of services,
programs, and activities of the School Board are required to notify the administrator at the school/center at which the
event or service is offered, in advance, to request reasonable accommodation.

HARASSMENT
Harassment of any kind, religious, sexual or racial to name a few is considered undesirable behavior. It is each
individual’s responsibility to respect the rights and integrity of others. It is the responsibility of each individual to
report incidences of harassment witnessed or suspected to a person(s) of authority. Harassment on the basis of sex is
a violation of Federal and State law and is prohibited by the Wakulla County School Board. Questions, concerns or
complaints regarding this policy or a specific act or situation should be brought to the attention of the Equity
Coordinator. The grievance procedure timeline will be followed for resolution of issues. (WCSB Policy 2.70)

PAEC
Crawfordville Elementary School participates in services and activities provided through the Panhandle Area
Educational Consortium, our regional educational service agency (F.S. 228.0857). Our school selects services and
activities based on goals, objectives and strategies set forth in our School Improvement Plan that allows us to
maximize resources, enhance support services and expand communication with other schools.



PHILOSOPHY

We at Crawfordville Elementary School believe all of life is a continuous process of education,
formal and informal.

We believe the curriculum must provide for the maximum development of each student’s thinking
and reasoning potential as well as the acquisition of fundamental skills.

We believe students are unique in aptitude, stages of maturation, personality, physical, and
perceptual development. For these reasons, a variety of instructional materials, teaching methods, and
learning experiences should all be used to create a learning environment to help students develop healthy
self-concepts through experiencing success in accordance with their abilities and interests.

We believe encouraging wellness through proper nutrition, lifelong fitness, and self-care skills
enhances student learning.

We believe students must be prepared to live in a rapidly changing technological world and they
need to develop the critical thinking skills that will enable them to perform under new and unfamiliar
circumstances.

We believe citizenship in a democratic society involves the assumption of duties and
responsibilities in that society as well as an awareness and appreciation of our diverse background,
traditions, and cultural heritage.

We believe in continual updating and strengthening of staff members’ knowledge and skills in
subject areas as well as human relationships and educational theory.

We believe an effective program of education includes constructive participation and open
communication between the school, parents, and the community.

We believe in the continual measurement and evaluation of all programs for effectiveness and
suitability within the framework of the total curriculum.

We believe student learning is enriched through participation in the arts.

We believe it is the purpose of Crawfordville School to provide a positive and diverse learning
environment commensurate with this philosophy.

VISION STATEMENT

All students will achieve their highest potential as a result of the experiences that are provided by a team of
highly qualified professionals in a positive, caring, healthy and safe learning environment.



LUNCH SCHEDULE

Time Grade Level Teacher
11:10-11:35 Kindergarten Pearce
11:12 - 11:37 Kindergarten Stallings
11:14 -11:39 Re-First Calhoun
11:16 -11:41 Kindergarten Greener
11:18 - 11:43 Kindergarten Cason
11:20 - 11:45 First Grade Allen
11:22 —11:47 First Grade Brazier
11:24 - 11:49 First Grade Byrne
11:26 —11:51 First Grade Stanford
11:28 —11:53 First Grade Loney
11:28 —11:53 Self-Contained Classes Hicks/Burse
11:30 —11:55 Fifth Grade Hobbs
11:32 - 11:57 Fourth-Fifth Grade Kelly
11:34 - 11:59 Fifth Grade Smith
11:36-12:01 Fifth Grade Updegraff
11:38-12:03 Fifth Grade Mingledorff
11:42 —12:07 Third Grade Marra
11:44 —12:09 Third Grade Bartnick
11:46 - 12:11 Third Grade Morgan
11:48 -12:13 Third Grade Harden
11:50 - 12:15 Third Grade Bowen
11:52 —12:17 Fourth Grade Parks
11:54 -12:19 Fourth Grade Strickland
11:56 —12:21 Fourth Grade Hatfield
11:58 —12:23 Fourth Grade Harvey
12:02 - 12:27 Second Grade Cutchen
12:04 - 12:29 Second Grade Willis
12:06 - 12:31 Second Grade Gunderson
12:08 —12:33 Second Grade Howard-Williams
12:10-12:35 Second Grade Loyed
12:12 - 12:37 Second Grade Daughtry

Teachers must escort their students to the cafetorium and pick them up promptly.

behavior should reflect this (respect, inside voices, good manners, etc.).

It is imperative that
teachers adhere to the schedule and provide supervision. Teacher supervision is not relinquished until the
supervising administrator takes control of that class. Although paraprofessionals supervise classes during
the lunch period, teachers are encouraged to eat with their class occasionally. Teachers in grades 1-5
should assign table washers daily. Table washers will sit on the first seat at the end of each table (inside
aisle). Teachers should reiterate with students that the cafeteria is an extension of the classroom and their




COMPUTER LAB SCHEDULES

| Lab A Il ROOM 207 |
9:15-9:45 Hames
9:50 - 10:20 Third Grade Class
10:25 -10:55 Smith
11:00 — 11:30 Harvey
11:35-12:05 Open
12:10 - 12:40 Hobbs
12:45 - 1:15 Mingledorff
1:20 - 1:40 Updegraff
1:45—2:15 Kelly
2:20 - 2:50 Strickland
2:50 - 3:15 Parks
| Lab B || rRoOM 710 |
9:15 — 9:45 3" Grade
9:50 — 10:20 3" Grade
10:25 — 10:55 Open
2:00 — 2:30 3" Grade
2:30 — 3:00 3" Grade
Week 1 Monday Tuesday Wednesday Thursday Friday
11:00 — 11:30 2" Grade 2" Grade 2" Grade 2" Grade 2" Grade
11:30 — 12:00 2" Grade 2" Grade 2" Grade 2" Grade 2" Grade
12:30 - 1:00 Cutchen 2" Grade 2" Grade Cutchen 2" Grade
1:00 — 1:30 2" Grade 2" Grade 2" Grade 2" Grade 2" Grade

Kindergarten, first grade and Title 1 classrooms have access to the lab software from classrooms. Students

in grades 3-5 will access Pearson Monday through Thursday and on Friday will have a choice of Pearson,

FCAT Explorer or tying program.  In order to facilitate smooth running of the lab, it is imperative that we

observe the following.

e Enter and exit the lab on time. Please be prompt!

e Remain with your students in the lab at all times. Proper supervision must be maintained to ensure

appropriate use and care of equipment.

Students should work quietly and independently on the Pearson curriculum.

Leave screens at Successmaker®©.

Close all windows when exiting programs.

Leave stations in good order. (Headphones on top of CPU, mouse in operating order, mouse on pad,

chairs pushed in, etc.)

Food and drink must remain outside the lab.

Printer may be used to run one copy of reports. Additional copies should be made on the copy

machine. Printer should only be used to print instructional reports.

e If questions arise concerning hardware/software, see Mrs. Hatfield.

o If equipment malfunctions, perform basic troubleshooting (check connections, contrast buttons, and
reboot power). If situation persists, list on dry erase board.




SPECIAL AREA - FIRST SEMESTER

SCHEDULE
9:15 - 9:55 Day 1 Day 2 Day 3 Day 4 Day 5
P.E.-Camp | Updegraff Smith Kelly Mingledorff Hobbs
P.E.-Strick. | Hobbs Updegraff Smith Kelly Mingledorff
Music Mingledorff Hobbs Updegraff Smith Kelly
Media Kelly Mingledorff Hobbs Updegraff Smith
Art Smith Kelly Mingledorff Hobbs Updegraff
10:00-10:40 | Day 1 Day 2 Day 3 Day 4 Day 5
P.E.-Camp | Parks Kelly Harvey Hatfield Strickland
P.E.-Strick. | Strickland Parks Kelly Harvey Hatfield
Music Hatfield Strickland Parks Kelly Harvey
Media Harvey Hatfield Strickland Parks Kelly
Art Kelly Harvey Hatfield Strickland Parks
10:45-11:25 Day 1 Day 2 Day 3 Day 4 Day 5
P.E.Camp | Bartnick Bowen Harden Marra Morgan
P.E.Strick | Morgan Bartnick Bowen Harden Marra
Music Marra Morgan Bartnick Bowen Harden
Media Harden Marra Morgan Bartnick Bowen
Art Bowen Harden Marra Morgan Bartnick
12:00-12:40 Day 1 Day 2 Day 3 Day 4 Day 5
P.E.Camp | Allen Brazier Stanford Byrne Loney
P.E.Strick | Loney Allen Brazier Stanford Byrne
Music Byrne Loney Allen Brazier Stanford
Media Stanford Byrne Loney Allen Brazier
Art Brazier Stanford Byrne Loney Allen
12:45-1:25 Day 1 Day 2 Day 3 Day 4 Day 5
P.E.Camp | Pearce Cason Greener Calhoun Stallings
P.E.Strick | Stallings Pearce Cason Greener Calhoun
Music Calhoun Stallings Pearce Cason Greener
Media Greener Calhoun Stallings Pearce Cason
Art Cason Greener Calhoun Stallings Pearce
1:30-2:10 Day 1 Day 2 Day 3 Day 4 Day 5
P.E.Camp | Willis/Cutchen A Williams Daughtry/CutchenB | Loyed/CutchenC | Gunderson/CutcD
P.E.Strick | Gunderson/CutcD | Willis/Cutchen A | Williams Daughtry/CutcB Loyed/CutchenC
Music Loyed/CutchenC Gunderson/CutcD | Willis/Cutchen A | Williams Daughtry/CutcB
Media Daughtry/CutcB Loyed/CutchenC Gunderson/CutcD Willis/Cutchen A | Williams
Art Williams Daughtry/CutcB Loyed/CutchenC Gunderson/CutcD | Willis/Cutchen A

0 The guidance counselor will schedule class times with each grade level.
0 Media Center will be open daily to check out books from 1:00-3:20.




SPECIAL AREA SCHEDULE FOR EARLY RELEASE DATES

November 26, 2008 April 3, 2009

Fifth Grade - 9:15-9:55 Kindergarten - 9:15 - 9:55
Fourth Grade - 10:00 —10:40 First Grade - 10:00 — 10:40
Third Grade - 10:45 - 11:25 Second Grade - 10:45-11:25

No special area on December 19, 2008 and May 28-29, 2009

MEDIA CENTER POLICIES

Utilization of Media Center

= The Media Center is open daily to check out books from 1:30-3:00.

— The resources and services of the Media Center will be available to individual students and teachers for
independent study, small group studies, and scheduled class work.

= All materials must be checked in and out of the Media Center. No return date will be stamped on items
checked out to teachers. However, teachers should return them as soon as possible.

= ALL materials must be checked in to the Media Center before leaving for summer vacation.

= Students are required to pay for any loss of, destruction or damage to library materials.

= Teachers may select any number of books at any time to be circulated during the week among students
within the classroom.

= Audio-visual equipment should be handled with extreme care. Students must be under direct
supervision of a teacher when using audio-visual equipment.

= Classroom teachers should be aware of the time students are spending in the media center and insure
that time away from class is being used productively.

Request Procedure for Video Tapes or DVD’s

= Each grade level chairperson has a copy of the DOE Video Tape Catalog.

= When ordering tapes from the DOE Video Tape Catalog, delivery time will be six to eight weeks.

= Fill out the scheduling form located in the Media Center for date and time tape is to be shown.

= For off-air taping, see the Media Specialist.

When requesting tapes to be shown that are not school property, teachers must obtain permission from
administration before tapes can be shown. Request forms may be obtained from the Media Center. Parent
Permission must be obtained for students to see movies that are rated PG. Movies that are rated PG13; R;
etc. will not be shown. Remember that class time is valuable. Videos shown for rewards should be kept to
a minimum, and must have prior approval from the principal. Movies are not to be shown every Friday!




DAILY SCHEDULE
Supervision Begins (in the cafetorium) 8:25 AM

Breakfast 8:30-8:55 AM
First Bell 8:55 AM
Tardy Bell 9:00 AM
Students will be dismissed at 3:20 PM

AM/PM SUPERVISION SCHEDULE

A.M. Students arriving at school before 8:55 will report to the cafetorium until the first bell.
Paraprofessionals will supervise this area. Students participating in the before/after school program
should report to the cafeteria. All teachers should be at their classroom doors each morning at 8:55
to supervise the flow of students from walkways into classrooms. For student safety the following
teachers should supervise the specific areas listed from 8:55 until the tardy bell.

i

c-cCccCcCcCCc

i

Mr. Cooper — intersection of 200 wing and main hallway

Mrs. Griffin — outside cafetorium door in hallway

Ms. Revell — intersection of 500/600 wings and main hallway
TBA — intersection of main hallway and 300 wing

Speech Teacher — walkway to 700 wing at main hallway doors
Ms. Teuton — walkway to main building at 700 wing doors
Coach Camp — 200 wing beside restrooms

P.M. Students must be escorted to the bus loading and pick-up areas by their homeroom teacher when
the dismissal call is given over the intercom. Students attending the after-school program should be
released at 3:20. Teachers assigned to bus duty will assume responsibility for supervising students
and maintaining order while buses are in route to school.

Bus Loading Area

MONDAY - TBA
TUESDAY - TBA
WEDNESDAY - TBA
THURSDAY - TBA
FRIDAY - TBA
Front Pick -up Area

MONDAY - TBA
TUESDAY - TBA
WEDNESDAY - TBA
THURSDAY - TBA
FRIDAY -TBA

e Students waiting to be picked up must sit on benches in pick-up area until transportation arrives.

e Students should not run out to arriving cars, but wait until the car is stopped and they are directed to
move to the vehicle.

e Check with students that are walking off campus to insure they have the proper permission from a
parent and/or from the main office.

e Please arrange for another teacher/parapro to assume your duty if you will be unable to supervise
students on the day assigned and notify an administrator of the change.
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PARA-PROFESSIONAL INFORMATION

Responsibilities:
e Working hours are 8:10 - 3:40.
e Refer to the Wakulla County School Board Policy Manual for county requirements and guidelines for
the para-professional position.
e Each para-professional will be responsible for the supervision of those students during the time
assigned.
e Primary responsibilities of the para-professional while he/she is supervising students in the lunchroom
are:
A. Be punctual in assigned duties in the lunchroom.
B. Receive and seat students in a given class.
C. Constantly supervise students during their eating. The paraprofessional should
circulate continuously. A healthy atmosphere during the lunch periods must be maintained.
Undesirable and inappropriate behavior on the part of students will not be permitted. Talking,
however, in a moderate voice is acceptable. Students should not be permitted to leave their
seats without permission from the Para-professional or other adults present.
D. Para-professionals are responsible for the supervision of students until completion of the
scheduled lunchroom period.
e Para-professionals, when in full control of students, are legally responsible for those students.

FUNCTIONS

Para-professionals are a part of support services to the teacher and exist to help teachers do a better job of
teaching students. They have work schedules with specific teachers and work areas. Teachers should
become aware of the strengths of their para-professional. Communication is necessary in order to arrive at
expectations. It is the responsibility of the teacher to have assignments ready and sent to the workroom, at
least 24 hours in advance. It is the responsibility of the para-professional to complete and return
assignments when needed.

Para-professionals will be providing small group reading instruction at each grade level. Clerical duties
will be completed as time permits. Grading of papers and updating cumulative folders are not the primary
responsibility of the para-professional. Also, para-professionals are not to be used to supervise students for
teachers to take a break.
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Grade Level Assignments

Michelle Bagwell ESE (Fourth and Fifth Grades Co-Teaching)
Jeanette Chestnut Kindergarten, Second and Fourth Grades; Media Center 1:00-3:00
Symantha Buckridge ESE (Personal Assistant)

TBA ESE (First Grade Co-Teaching)

Gloria Jones Copier Operator; Clinic Back Up; Kindergarten, Second and Fourth Grade (1:00-3:30)
Leslie Kelly First, Third and Fifth Grades

John Lockhart ESE (Personal Assistant)

JoAnne McDonald* ESE (Personal Assistant)

Nancy Peacock ESE (Self-Contained Class)

Chris Rohe ESE (Self-Contained Class)

Patricia Strickland* PE; Morning and Afternoon Traffic Duty; First, Third and Fifth Grades (2:20-3:15)

PARAPROFESSIONAL
LUNCH SUPERVISION SCHEDULE

TBA 11:08 — 11:54
Michelle Bagwell (11:20-12:00)
TBA 11:54 — 12:37

Paraprofessionals will provide morning supervision each day at 8:15 in the cafetorium. Two
paraprofessionals should be at the bus loading area by 8:30 each morning to provide supervision for bus
students. The paraprofessional team will develop a rotating morning schedule to cover these dates and
submit the schedule to the administration.

*Paraprofessionals not included in morning cafeteria/bus schedule.



12
TECHNOLOGY

Laptop computers are available for all teachers. These should be at school daily and used for Email,
GradeQuick, etc. They are housed in the assistant principal’s office. Each grade level has a laser disc
player that is to be equally shared among team members.

Each classroom is equipped with networked computers. They allow access to the Internet, Successmaker,
Accelerated Reader, Worldbook, OPAC, and Harcourt software. If your workstation is not working,
perform basic trouble shooting steps listed below.

e Check to be sure that you have power. (Are the plugs securely connected? Is the tower and monitor
lights on?)
e Shut down, and reboot the system.

If problems persist, fill out the technician work order form (located in the para-professional workroom)
outlining the problem. The property record number of the computer needing repair should be included on
the technology work order form in order to facilitate the repair process. Work orders will be emailed in
once per week, unless it is an emergency, i.e., the lab goes down.

Each grade level has a representative on the Technology Committee. This committee is responsible for
implementing the School Technology Plan, making recommendations regarding software acquisition,
providing support to team members and collecting/distributing data.

Video projectors are available for classroom use with a computer. Additionally, digital cameras and video
cameras are available for check out. Please remember to schedule their use in advance so that
batteries/power packs can be charged. These are housed in the media center and may be checked out
through the media specialist.
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CRISIS RESPONSE INTERVENTION SUPPORT PLAN (CRISP)

The death of a teacher or classmate has a ripple effect that spreads throughout the entire school. Children
are confused, frightened and angered when a teacher or classmate dies. It is our responsibility to provide a
framework for children to follow where they can express and resolve their grief. They need our honest
explanations and they need opportunities to acknowledge and mourn the loss. It is important that educators
put aside their usual agenda and provide an atmosphere where students can talk and comfort one another--
share in their grief and translate their stirred up emotions into some positive action.

The following information is a plan to deal with a broad loss that may occur within our school.

In the event of a broad loss, the principal will notify the staff and faculty through the use of a calling tree.
If the principal is not available, the assistant principal will act as the facilitator of this plan. This tree will
also be initiated in the event of a serious injury or death of a staff member, their spouse, or a child.

The principal is responsible for notifying the Superintendent (if necessary), the assistant principal, the
guidance counselor and the principal’s secretary.

The principal will draw the faculty together before school or during school depending on the circumstances
surrounding the broad loss. At the faculty meeting, the loss will be announced if this has not already been
previously done through the calling tree. The Broad Loss Plan will be reviewed, and the faculty and staff
will be encouraged to ask questions, give opinions or air any concerns they may have. During the faculty
meeting, facts concerning the broad loss will be made known and decisions made based upon the incident.
Decisions on when and how to inform the student body will be shared at this time.

Teachers will discuss the situation with their class. Teachers who feel they cannot handle making an
announcement to their class should identify themselves. A counselor or a Care Team Member will be
assigned to help these teachers.

In the event that a broad loss should occur at our school, the media will descend upon us rapidly.
ONLY the principal will be in charge of making a formal statement to the news media. The
principal’s secretary may need to inform the media that a formal statement will be forth coming.

Crawfordville School has a “Crisis Intervention Team.” This team is made up of administrators, guidance,
health staff, SRO, Operations Foreman, and teachers who are primarily affected who have received training
in dealing with children who have experienced some sort of loss. These professionals have been trained to
identify children whose lives have been upset by death or other losses. Their role is to provide immediate
and consistent emotional support to grieving children, teaching them effective coping skills and letting
them know they are not alone. If you need assistance in dealing with a child who is suffering from a loss,
please contact the guidance counselor.
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SCHOOL EMERGENCY/EVACUATION PLANS

In-House Emergency Procedures

In case of emergencies in the school building or on the school grounds, the following codes shall be
announced over the intercom.

“Code Red”

e Keep students in the classroom.

e Lock classroom door.

¢ Ignore tones/bell

o If all students are accounted for and your classroom situation is under control, place the green all-clear

tag on your doorknob.

Use phone to call the office (extension 1010) to report students (by name) who are not in supervised
classes. An administrator will locate missing students and move them to a safe place.

If you see or hear what is going on that has caused the Code Red, use phone to report situation.

Use judgment about attempting to inform students.

Radio contact will be made with all PE classes on the field or wherever students are.

Only a Code Green may put classes back into normal operation. Stay put until you hear a Code Green
announced on the intercom.

“Code Red” Procedures
The following teachers will use Allen wrench keys to lock down the doors at the end of their wing.

Ms. Updegraff — 200 Wing

Ms. Morgan — West End of 700 Wing

Mrs. Bartnick — East End of 700 Wing

Mrs. Pearce — West End of 600 Wing

Mrs. Loyed — 500 Wing

Mrs. DenBleyker — End of Main Hall

Mrs. Kyle — Place posters on front door and lock it. Lock office door going into main paraprofessionals’
workroom.

Mrs. Willis — Lock Room 102 door. Notify Mr. Willis of situation. Make the all-call informing of
situation. Man telephone system. Call the sheriff’s office and Mr. Miller.

Mr. Willis — Lock outside and hallway cafeteria doors. Lock lounge doors to outside. Check 500 and
600 wing.

Mrs. Moses — Lock back door coming into cafeteria, dump station and serving line doors.

Ms. Kelley — Lock door going out into hallway from AP’s office and lock computer lab door. Check 200
wing. Assist with locating students in transit.

Mrs. Walker — Contact coaches by radio to notify of situation and be advised of place of refuge. Assist
with locating students in transit. Check 700 wing.

Coach Camp will use his door key to enter the building with his class and will relock the door. The
classroom closest to his entry point will allow him to enter.

< < << < < <K<K

The Allen wrench key is to be kept in a static place in your classroom where it can be accessed in
case you are absent. Leave yellow tag in place to help locate key quickly. Also, show a colleague
and/or some responsible student where key is located.

“Code Yellow”

Keep students in the classroom.

Follow the bell schedule.

Tell students nothing but stay alert.

If you see anything suspect, please call the office for someone to come to the classroom.
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“Code Green”

Return to routine

This set of directions is a guide for the safety of our students. There is no list capable of handling every
tense situation. If a particular situation mandates a different set of actions, take the action(s) you consider
most appropriate.

Procedure for Fire

At the sound of the “fire alarm” signal (loud tone followed by voice prompts) escort all students in an
orderly manner to the nearest exit (both sets of double doors at each end of the 700 wing should be
used). Be sure all windows and doors are closed. Both sides of the double doors should be used.
Teachers on the right side of the hallway should use the right door and teachers on the left side of the
hallway use the left door. Ask a student to hold the door while your class exits and then a member of
the following class should take over. Fire doors in the main hallway close automatically when the fire
alarm sounds. However, there is a panic bar that can be pushed in order to open one side of the door. If
students should be in the bathrooms or in the hallway, they should move quickly and meet your class.
If they are with special area teachers or in other supervised areas, they will follow the egression plan for
that area.

Group students at a safe distance from the school building and call roll, using your roster sheets.

Under no circumstances should anyone enter the school building until the all-clear announcement is
given over the outside intercom speakers.

Bomb Threat

Open all windows and doors.

Escort students to the nearest exit.

Group students at a safe distance from the school building (softball field behind the 700 wing or soccer
field and call roll using your grade book.

Wait for information from the office concerning additional steps to be taken.

Non-Emergency Evacuation of Building

Wait for notification from the office.

Escort all students to the bus loading area.

Non-transported students will remain in front of the main building if weather permits; otherwise,
students will wait in the cafetorium for their rides.

Lightning

Students must not be outside during electrical storms.
Electrical machines and computers should be unplugged and avoided.

Procedure for Tornado - Teachers will be notified when a tornado warning is issued. Make sure all students

are inside and remain indoors until the all clear is given.

Upon announcement of the tornado alarm, escort all students to the designated area in the hallway.
Each class must be aware of the designated areas.

Have students lay face down with heads to the wall, knees drawn up, with hands over their head.

P.E. classes should move to the nearest enclosed hallway.

Teachers with allen wrenches will lock outside doors after checking to make sure no students are
outside.
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Hurricane Preparation Procedures

The Red Cross has designated Crawfordville Elementary School and Riversink Elementary as emergency
evacuation sites for Wakulla County. This means that if we have a category 1, 2 or 3 hurricane and if areas
of our county are evacuated, our school and/or Riversink will host evacuees. If other counties are
evacuated, Riversprings Middle School is the host site. In the event that Crawfordville School is asked to
host, the following protocols will be observed.

e Evacuees will be housed in the 200 wing that has been structurally reinforced for this purpose. They
will also be in the cafeteria during mealtimes. We will house people in the halls until they become too
overcrowded then we will begin using classrooms, beginning with 201, 208 and working our way
down.

e In addition to Red Cross volunteers and staff, a member of the administrative team and a member of the
maintenance staff will be at the facility at all times. Red Cross members will not be given keys to the
facility. An administrator will make the decision to open classrooms and prepare the room before
anyone is admitted.

e Teachers in the 200 wing should prepare in advance by locking plan books, grade books and easily
removed items such as tape players, etc. in offices. The procedure will be to push student desks against
the storage cabinets so that doors cannot be opened and desks will be turned with openings against the
cabinets. Computers should be shut down and since our visitors will not have passwords, they should
not be able to access networked software.

SAFETY INSPECTION CHECKLIST
Safety and fire inspectors visit campus on a routine basis. Please adhere to the following to ensure an
optimum learning environment.
o DO NOT block Emergency Exits. There should be a clear path to primary and secondary fire exits.
Desks, tables, etc. should not be in the way. This includes cleared window sills.

o0 Classroom doors must remain closed at all times.

0 No extension cords should be running across the floor in traffic areas.

o0 “MICROWAVE OVEN IN USE” signs must be visible, if applicable.

0 There should be no inappropriate storage or clutter—rooms and offices must NOT look like “Fire
Hazards.” Keep work areas neat and tidy!

0 Observation windows on classroom doors should not be obstructed. Classrooms must be in full
view—if you have any paper over the window, take it down.

0 NO SPACE HEATERS.

o0 Emergency Exit signs should be posted and visible.

0 No electrical cords installed through door cracks.

0 No decorations on primary or secondary egress. (See emergency exit plan for clarification.)

o0 No curtains unless noted as flame retardant.

0 Do not block or cover electrical panels.

o0 Nothing stacked within 18 inches of ceiling.
Please feel free to seek further clarification from your Operations Foreman. IF YOU FAIL TO PREPARE,
THEN YOU MUST PREPARE TO FAIL.
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STUDENT ILLNESS/ACCIDENT
e The classroom teacher should handle minor injuries requiring only the application of a Band-Aid.

e The school health aide shall administer additional first aid. [If further assistance is needed, notify the
office. An administrative decision will be made if further emergency care is needed.

e The parent or guardian of the student shall be notified by health aide or administrative designee, if
possible. Information can be obtained from cumulative folder or student information cards filed in the
office.

e Incase of an injury, an accident report form must be completed.

e Teachers must not disperse any type of medication in classrooms. The only exception is in emergency
situations for those students with treatment plans (epi-pens, insulin shock). If student or parent brings
in over the counter or prescription medications, refer them to the clinic.

o Dental help is available through DCF. To qualify for this service, student must be experiencing dental
pain and be eligible for free/reduced lunch that has been approved for reasons other than Medicaid.
Referral forms are located in the clinic.
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MEETINGS AND ORGANIZATIONS

FACULTY MEETINGS

Faculty meetings will be held as need dictates. Although meetings will not be held each Wednesday, this
time should be reserved for this purpose as well as inservice activities. Meetings are promptly at 8:10 A.M.
and will be dismissed by 8:45 A.M.

Emergency meetings may be called on other days. Attendance is required at all meetings unless the
principal approves the absence. Memos, agendas, and notes should be filed in handbooks for future
reference. A calendar of events is also included in the Faculty Handbook.

PTA MEETING

Three Parent-Teacher Organization meetings will be held during the school year. The PTA is an important
part of Crawfordville School’s successful atmosphere. It’s goals are to promote overall quality and
constant improvement of the educational capabilities of the school; to provide a forum for the exchange of
information and ideas among parents, teachers, and school administrators; to provide an informational
liaison between the school and community; to provide opportunities for children to display work and/or
perform for parents and other community members; and to raise funds to be used for school improvement.

All parents and guardians having children in attendance at the school, teachers and staff being currently
employed at the school, and current administrators of Crawfordville School comprise the membership of
this organization. All teachers are expected to attend these meetings, unless the principal gives prior
approval.

PTA COUNCIL

Each teacher should procure at least two representatives to serve on the PTA Council for his or her
homeroom. The Council meets monthly to make decisions regarding PTA activities and expenditures.
Teachers should provide Council representatives with information regarding instructional needs. Each
grade level will select one teacher to serve on the PTA Council.

PTA OFFICERS 2008-2009

President - Vickie Heydenreich
Vice-President - Amy Andrews

Secretary - Stacy Harvey

Treasurer - Catherine Hogan-Cutchen

PTAFESTIVAL

Each spring, the PTA Council and School employees (teachers and staff) host a festival. The proceeds
generated are used to enhance instruction, school programs and facilities. Comp time is given for the hours
of the festival, which must be used when children are not present and with prior approval of the principal.
Attendance at the festival is mandatory.

SAFETYCOMMITTEE

The safety committee meets quarterly and is composed of the principal, operations foreman, lunchroom
manager, health aide, coach and paraprofessional. This committee reviews accident reports, information
provided from health, safety and fire inspections and concerns from faculty, staff, students and parents.
They develop and communicate plans to address needs.
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SUNSHINE CLUB

The school has an active Sunshine Club whose responsibilities include planning for showers, arranging for
flowers to be sent to hospitalized members or funerals of member’s immediate family and planning for
social events. The committee consists of representation from each grade level and special areas.

Dues for the year will be $25.00 and are due by October 1. Payment may be made in cash or by check
(make checks payable to Sunshine Club) to any Sunshine Club Officer. Services of the Sunshine Club
are provided by and for members only.

PARTIES
1. Bridal Showers
A For first marriages refreshments of cake and punch will be provided by the Sunshine Club.
Individuals or grade level teams will provide gifts.
B. For second marriages and thereafter a gift with a monetary value of $25.00 will be provided by
Sunshine Club. Showers are provided by grade level teams or individuals.
2. Baby Showers
A. For first babies refreshments will be provided by the Sunshine Club. Individuals or grade level
teams will provide gifts.
B. For second babies and thereafter a monetary gift of $25.00 will be provided by the Sunshine Club.
Showers are provided by grade level teams or individuals.
3. Retirement
A. The Sunshine Club will provide a farewell gift with a $50.00 monetary value.
4. Moving/Leaving
A. A small farewell gift will be provided by the Sunshine Club.
5. Christmas

A. A party will be held according to faculty vote.
ILLNESS AND DEATHS

1. lliness
A. Flowers (value of $35.00) will be sent to club members who are hospitalized overnight.
2. Death
A. Flowers (value of $35.00) will be sent to club members in the case of death in the immediate family

(spouse, child, or parent).

SECRETARIES
Secretaries are recognized with gift with a monetary value of $25.00 from Sunshine Club at Christmas.
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VOLUNTEER ORGANIZATION

Crawfordville School considers its parent volunteers to be a very special resource. Parents willingly devote
time in helping school personnel better meet students’ needs through tutoring students, assisting teacher in
preparing materials, or working with small groups of children in special interest areas. To obtain a
volunteer, talk to parents of students in your classroom and the school volunteer coordinator, Ms. Kelley.

Volunteer hours are logged in the main office to ascertain that the school is credited with the service.
Volunteers must sign in and out in the main office and should wear their volunteer badge/label while
in the school. If teachers utilize parent volunteers in group activities, please be sure to have them sign in,
using the Group Volunteer Time Log located in the handbook. It is our goal to win the Golden School
Award each year, which is earned by the number of hours served.

e Volunteers should work in classrooms under supervision of teachers. The paraprofessional room
should only be used to access needed resources/equipment—not as a work station.

It is important to prepare for the volunteer, making certain the work and time are well planned. Poor
planning and wasted time can result in loss of interest on the part of the volunteer. A volunteer’s time can
be very valuable to your students--use it wisely!

Teacher Role and Responsibility
Have a positive attitude toward volunteers.
Participate in orientation on use of volunteers.
Provide adequate preparation and planning for using the volunteers.
Prepare students for the volunteer.
Show appreciation by both teacher and students to the volunteers.
Evaluate what happens in volunteer sessions.
Provide feedback to the volunteer.
Give the volunteer an opportunity to give you feedback.
Avoid giving the volunteer discipline problems.
Provide sufficient direction to the volunteer.
Teachers should see that volunteers do not:
- diagnose learning problems
- provide initial instruction
- make parent contacts
- evaluate students (grades, report card, cum records, etc.)
- write comments on papers that go home
- discipline or punish students
- be left alone with the entire class.

COMMITTEES/GRADE LEVEL REPRESENTATION

Committee meetings are an effective tool in improving the academic climate for our students, sharing of
timely information with all stakeholders and providing a forum for suggestions, feedback and evaluation of
programs. Committees are made up of a volunteer from each grade level as well as a representative from
ESE and Special Area in liaison with school administrators and meet on a regular basis throughout the
school year.
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TEACHER INFORMATION/DUTIES/RESPONSIBILITIES

HOMEROOM DUTIES

e Taking attendance of homeroom students daily and reporting to the data entry personnel all students
absent. Electronic and absentee cards should be sent to the data entry clerk no later than 9:30 a.m.
Maintain hard copy printouts of GradeQuick attendance as directed by the administration.

e Unexcused absence forms should be completed each Friday morning for the previous week, and sent to
data entry clerk along with regular absentee form. It is very important that this information be accurate!
(Any student who misses a class without notification from parent or guardian is considered unexcused.
Notification of the cause of the student’s absence must be made within two working days of the
student’s return to school. A written note from the parent or personal contact with parent is required.)

e Preparing Mid-Term Reports for all homeroom students. Mid-term reporting dates are noted on the
school calendar.

e Recording grades on electronic grade book weekly, uploading grades at the close of each grading
period and distributing computer report cards to students. Report card due dates are noted on school
calendar.

¢ Distributing forms and gathering information from students as directed by administration.

Completing cumulative records.

e Issuing textbooks, recording numbers assigned to students, and collecting for lost/damaged books prior
to issuing replacements.

e Contacting parent/guardian anytime a student is absent.

ATTENDANCE

Attendance is an area that must be stressed. Students must be present to receive instruction and teachers
should reinforce the importance of this in their classrooms. Students are expected to attend school every
school day unless they are ill or there is illness in the family. Students entering class tardy must have a
tardy slip issued by the office before being admitted to class. If students do not have a tardy slip they
cannot be marked tardy in the official attendance record. When students are sent home with head lice, the
first day of absence should be considered excused. Any days absent thereafter are unexcused and the
administration should be notified. Any student who has perfect attendance each grading period will have
one point added to his/her grade average for each subject. (Perfect Attendance-students must be in
attendance for the majority of the school day.) On Take Your Child to Work Day, parents must send a note
prior to that day letting teachers know that their child will be participating and will be absent. If prior
notice is made, the absence should be counted as excused. Faculty members wishing their own child to
participate must get prior approval from the principal. Students that are being picked up during the
school day by a relative or guardian must be called to the office and signed out at that time.

ATTENDANCE CARDS (see example on following page)

U Each teacher will receive an attendance card for every student in the class. The cards will be stored in a
file box. Please use pencil when marking absences/tardies. Signatures must be in ink.

U The teacher will pull cards of students who are absent and put an X on the date. These cards will be

sent to the data entry clerk in an envelope no later than 9:30 each morning.

The cards will be scanned, returned to the envelope and placed in teachers’ boxes.

If a child comes in tardy, circle the X on the date.

U On Friday, when you check your excused absences, or as soon as you receive parental notification that
the absence is excused, highlight the absences.

U Atthe end of each semester, the cards will be collected and filed for the auditors. If a student moves,
pull his/her card out and send it to the data entry clerk. DO NOT THROW ANY CARDS AWAY'!

U Family trips resulting in multiple absences must be pre-approved by the principal in order to be
considered excused.

C
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WAKULLA COUNTY SCHOOL DISTRICT

ATTENDANCE CARD 2008-2009

ID# SCHOOL SEM GR SEC/HR ENTRY WITH’D
] I
STUDENT NAME SEX RACE TEACHER & SIGNATURE
Joe Brown [
AUGUST SEPTEMBER OCTOBER
M | T W |TH F M |T |[W |TH|F W | T |W |TH|F
02 |03 [04 |05 |06 01 |02 |03 01
09 [10 [11 [12 |13 06 [ px | p&C|pa(] 10 04 [05 |06 |07 |08
16 F<]18 [19 |20 13 |14 |15 [16 |17 11 |12 |13 |14 |15
23 [24 |25 [269)] 26 20 |21 |22 |23 |24 18 |19 |20 |21 |22
30 |31 27 |28 |29 |30 25 (26 |27 |28 |29
= Absent E = Entered
Tardy W = Withdrew

KEEPING ATTENDANMEELECTRONIGRADEBOOKS

U Each homeroom teacher must take attendance daily using the GradeQuick software and send the
electronic data by 9:30 AM.

U This documentation must match attendance cards.

U Use the following codes to mark attendance in GradeQuick.
8 = Tardy
5 = Unexcused Absence
3 = Excused Absence

U Hard copy reports should be printed every 4% weeks and cross-checked by the data entry person.
Correct any discrepancies and sign the corrected hard copy. Place only the corrected signed copy in
your blue notebook to be turned in at the end of the year.

Please refer to the Code of Student Conduct and Elementary School Attendance Policy for additional
procedures and teacher responsibilities regarding absences.

TRUANCY

For specific information, please refer to the Code of Student Conduct and Elementary Attendance Policy.
It is the responsibility of teachers to make parental contact when students are absent. The principal should
be notified if a student has been absent ten cumulative days, excused or unexcused. Excessive absences
will be reported to the parents by following procedures from the Attendance Policy.
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END OF DAY REQUIREMENTS
Teachers, with the help of students, should prepare the classroom for the custodial staff by stacking chairs
or placing chairs on top of tables/desks. Books should be in desks/cubbies, excessive trash should be
picked up and floors should be clear of pencils, crayons, erasers, etc. Classroom computers should be
closed out and shut down.

ACCOUNTABILITY
Teachers are liable for their students’ safety at all times!

o Bathroom
Students from the computer lab will use bathrooms across from the main office. Students from cafetorium
will use bathrooms on the right side of the hallway when exiting the cafetorium. Bathrooms in the office
suite and by the teachers’ lounge are for adult use only.

0 Lunchroom
Teachers will walk students to and pick up students from the cafetorium. Please be prompt.

0 Free Play
In order to promote physical fitness and combat obesity, students will participate in outdoor free play
activities for one period of 25 minutes each day. For safety reasons, no more than five classes should be on
the playground at the same time. Every class will be in their classroom by 3:00 each day for the
afternoon announcements. On early dismissal days, classes will be in the rooms by 1:00.

0 Buses
Teachers will walk students to the bus loading area the last bell of the day.

o Hall Passes/Clinic Passes
For safety reasons, students should travel within the main hallways, not the bus area. Any time a student is
not supervised by an adult, he/she must have a hall pass. Students must have a completed clinic pass when
sent to the clinic.

o Office Pass/Discipline Form
Students should gain access to the office area by using the main hallway entrance (students will not use the
door to the assistant principal’s office or hallway door to the clinic to enter office area). Any student sent
to the office must be accompanied by a pass relating details of the purpose for the visit. Discipline Forms
have been provided for students sent to the office for inappropriate behavior. Due to limited space, please
do not use the office as a study hall in order for students to complete their work.

UNAUTHORIZED ADULT INTERVENTION WITH STUDENTS

No adult who is not a member of the staff or other authorized personnel such as DCF, Behavior Specialist,
Psychologist, etc. will be allowed to speak with a child (other than their own) under your supervision. If an
unauthorized adult asks to speak with one of your students or if a question arises, please refer the adult to
the office or the principal.
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CURRICULUM
The Wakulla County Curriculum Guides identify curricula responsibilities for each teacher by grade level
and subject area. These guides have been developed by teachers and are the accepted and official curricula
of the county. Remember, textbooks are not curriculum, they are tools to help provide instruction in the
County adopted curriculum.

The assistant principal is the general curriculum contact for materials, curriculum guide, revisions and
concerns. There are also district level curriculum committees for the following areas: 1) language arts, 2)
math, 3) science/health, 4) social studies, and 5) computer education. At the school level, the School
Improvement Team grade level representatives serve as the school core curriculum committee for all
curriculum areas.

LESSON PLANS

Long range planning and goal setting should be done by nine weeks, semester and school year. Short range
planning should be complete by Friday in preparation for the next week. Be sure plans are written clearly
and be as specific as possible. Curriculum Guides, Sunshine State Standards, Grade Level Expectations
and Student Progression Checklists should be used in lesson planning. Plans should be kept available in
the classroom during observations and should be kept ready to turn in to the office upon request from
administration. Lesson plans should be complete, with subject areas and times noted as well as objectives,
procedures and evaluation for each lesson taught. Plans should include applicable ESE accommodations,
evidence of reteaching and appropriate differentiated instruction.

In order to facilitate grade level communication, time should be set aside weekly for team members
to meet, plan, evaluate goals and progress, and share materials and ideas.

Each teacher will maintain a substitute packet with current information, special instructions and a lesson
plan for the day. These should be kept in a visible place.

CUMULATIVE FOLDER

The following items must be updated, completed and filed in order in each student’s cumulative folder.
Record of Access

Student Information Update Form (registration, personal history w/ home language survey).
Photo Record

Test Data

End-of-Year Grade Sheet

Good Cause/Retention Forms

Final Report Card

Student Progression Checklist, if applicable

Reading Deficiency Letter, if applicable

Internet User Access Agreement Form (grades three through five)

Green Writing Folder

Miscellaneous information such as Notice of Receipt, etc.

Red Folder with court orders, if applicable

Health/Restriction Information/Folder
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ID BADGES
Each employee is provided with an identification badge with a photograph. It is to be worn and visible
during work hours. A duplicate is available from the principal if the original is lost/misplaced. A
replacement fee will be assessed if a third 1D is needed.

EVALUATIONS AND OBSERVATIONS

Observations should be viewed as positive experiences and opportunities for interaction between
administration and faculty. During the first grading period, the principal will meet with all instructional
personnel to develop an individual professional development plan. This plan must clearly define and
include training objectives, specific and measurable improvement in student performance expected to result
from training activities and include an evaluation component. These plans should be reviewed throughout
the year, and will be a part of the end of the year evaluation conference held with each teacher in May.
The principal will conduct one scheduled observation and periodic walk-throughs, and the assistant
principal will conduct one observation. Pre and post conferences will be a part of this process and the
instrument used will be discussed at that time. Informal drop-in observations will be conducted throughout
the year, including Reading walk through visits. In May, the principal will meet with each faculty member
and go over the annual evaluation. Refer to the “Instructional Personnel Performance Appraisal System”
handbook for specific details.

PARENT-TEACHER COMMUNICATION

Conferences are important! Frequent school-home communication is encouraged. Teachers should initiate
conferences and keep notes. All parents should be scheduled for a conference within the first nine weeks of
school. A teacher should be available for parent conferences during planning time. Such conferences
should be set up ahead of time whenever possible. The teacher or parent may also request the principal,
assistant principal and/or the guidance counselor be present at the conference.

A teacher should notify a parent if he/she wishes to communicate any information to discuss the student’s
progress; if the parent has specifically requested to be notified by the teacher; and if the child is a constant
and/or severe disruption to the class. Parents should also be invited to participate in CST sessions as
appropriate.

Conferences regarding retention should be held early in the spring. Forms and dates will be included in the
Good Cause/Retention Folder given to teachers in March. Third through fifth grade teachers will utilize
daily planners to help students organize homework and communicate with parents. Teachers will use their
Edline accounts to post classroom information and student grades.



26
USE OF COPIERS/LASER PRINTERS
A paraprofessional has been appointed to do all copy work for the faculty and staff. She is available to
make copies from 8:00-8:30 a.m. and from 9:00 a.m. until 12:30 p.m. The copy room will be closed from
1:00-3:40 Please insure materials that need to be copied are turned in to the operator at least 24 hours
before needed. Grade levels are highly encouraged to combine request for copies (Student
Progression Checklists, grade-level spelling lists, grade-level letters, etc.). Copies should be limited
and of an instructional nature only.
e Canon Copier Copies will be charged against an individual’s account. Accounts will be reviewed for
number of copies used and reset on the last day of each month.
* Kindergarten through Fifth Grade - 1400 copies per month
* Special Area - 700 copies per month
* ESE and Pre-1% - 1900 copies per month
e Grade Level Laser Printer Teacher workstations are networked to a grade-level Dell laser printer.
Laser printers can be used to print information for GradeQuick, the PMRN, Snapshot and other
information approved by the administration. Individual classroom and lab printers should be used for
reports generated by AR, Successmaker, etc. Laser printers are located as follows: Kindergarten —
Room 608; First Grade — Rooms 512 and 612; Second Grade — Room 515; Third Grade — Room 705;
Fourth and Fifth Grade — Room 202 and Room 211

PERSONAL PACKAGES
Please remember that the school office personnel are here to attend to school business. Please have
personal packages and deliveries made to your home address.

TEACHER LOUNGE AREA

Do not send or allow students to go into the Teacher Lounge area AT ANY TIME (This includes before
and after school students.). Students are NOT allowed to use the snack machines or ice machine in the
lounge. It is your responsibility to wash and put away any dishes or utensils that you use and to clean up
any spills that you make in the oven or microwave. Lunchroom property (forks, bowls, trays, etc.) must be
returned as soon as you are finished with them. If you place goodies in the lounge for others to share,
please clean up at the day’s end. Please remember that the refrigerator and freezer are shared. Left over
frozen products and perishable items should be stored briefly and then disposed of.

PARTIES
Classroom parties are planned for Celebrate Success Day, Christmas, and Valentine’s Day.
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TEXTBOOKS
When issuing textbooks, the following guidelines should be followed.

Each teacher will be issued textbooks that have been stamped, numbered and dated according to year
purchased.

Teachers will issue textbooks to students. Students’ names should be recorded by the teacher in the
textbook.

A form will be maintained listing student’s name, textbook number, and title of textbook issued.

If a student loses or damages a textbook, no book will be issued until textbook is returned or paid for.

If a student has a lost textbook, a book may be issued by the teacher to be used during class time only.
The textbook may not be taken home.

If a student has not had a textbook during a three-day period, a form letter with pertinent information
should be sent home to the parent. A copy of this letter should be kept in the student’s file.

To obtain the price of a lost textbook, complete a Textbook Pricing Form and put in the textbook
coordinator’s box. The form with the correct amount of money to be collected from the student will be
returned to you.

After issuing a letter to parents and a total of three days passes without the book being returned or
payment being received, a copy of the letter sent home should be given to the principal.

Textbooks should be kept in a secure place so students cannot remove books from the classroom
(locked cabinets, book room, etc.).

Monies collected for lost or damaged textbooks should be given to the textbook coordinator for receipt

For forms, letters, etc., see the Textbook Coordinator.

CONSEQUENCES SUGGESTED FOR STUDENTS NOT PAYING FOR LOST TEXTBOOKS

*

¥ % %

No free play

No field trips

Student may not participate in assembly programs
Student may not participate in reward activities.

Extenuating circumstances may occur, but these will be ruled upon individually by the principal. If
circumstances do exist, the teacher will receive a memo from the principal stating that the student may be
issued a textbook without further consequences.
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INSERVICE EDUCATION

= Inservice points may be earned by attending regularly scheduled Wakulla County inservice programs,
inservice programs in other counties within the State and other agencies such as FDLRS and PAEC.
Activities may be completed individually but must relate to improving student performance and your
professional development goals.

= You must register for inservice activities prior to attending through the ePDC System. Before signing
up for an inservice activity, please consult the principal.

= Upon completion of the activities, you must also complete the on line follow up within the designated
time.

= When you register for inservice on the ePDC system, please read the “Details” section of the course
information, where course location, times, etc. is noted.

= Each teacher is responsible for checking his/her inservice record in ePDC to see that inservice points
are updated.

= Each teacher is also responsible for checking his/her email as ePDC inservice announcements and other
updates are relayed through email. County email should be used.

= Any questions concerning inservice training points should be directed to the principal.

PHONE MESSAGES, FAX MACHINE AND MEMORANDUMS

e Telephone messages received during the school day will be placed in the individual teacher’s voice
mail. It is the responsibility of each teacher to check his/her voice mail during the day and before
leaving school. Encourage callers to leave a message your home phone for all nheachool
related calls. Use the message center for homework assignments, class needs and other special
messages for parents. All classes should be in the classroom by 3:00 each day (1:00 on early
dismissal days) so messages can be checked for announcements, bus changes, etc. If you need
assistance with long distance service, contact the secretary.

e Please remember, personal cell phones should not be in use during the regular school day.

e The FAX machine is for school business only. For any other situation, please clear with the
principal/designee.

e All memorandums received during the school year should be filed in the Teacher Handbook for
future reference. There will most likely be several occasions during the school year at which time
they will prove valuable.

e Your district email address is also an official channel of communication. It should be checked
morning and afternoon.

o Create a folder to save parent/school email correspondence. Remember to be professional with all
email correspondence. If you discover questionable email content, report this to the administration
as soon as possible.

MICROWAVE USAGE/REFRIGERATORS IN CLASSROOMS

Many of you have purchased microwaves for your classrooms. For safety reasons, adults only-- students
may not use microwaves. It is the teacher’s responsibility to maintain and clean classroom microwaves. A
“MICROWAVE OVEN IN USE” sign must be posted. It is also the responsibility of the teacher to
maintain and clean refrigerators in the classrooms. Refrigerators should be empty during the summer.

END OF YEAR REQUIREMENTS
Prior to the end of the school year, the principal will issue a packet of forms and statement of requirements
that must be completed by the teacher at the end of post planning.
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TEACHER ABSENCE

Teacher work hours are 8:10 AM to 3:40 PM. Teachers who find it necessary to be absent from school for
any reason should notify the principal or Mrs. Willis if prior notification has not already taken place. Mrs.
Willis can be reached between 6:00 to 7:25 AM, and until 11:00 PM in the evening. If you are unable to
reach Mrs. Willis, Mrs. Walker can be contacted no later than 7:30 AM. It is vital that Mrs. Willis be
reached as soon as you are aware of being absent so substitute arrangements can be made.

Mrs. Willis — 879-1498; 984-0435; 509-4965 Mrs. Walker — 926-5130; 694-0041

The sign-in/sign-out sheet must be an accurate reflection of the time you arrive and leave each day. It is
very important that on a DAILY basis, sign-in when you arrive and sign-out when you leave. If arriving at
7:50, sign-in at 7:50. If arriving at 8:13, sign-in at 8:13. Apply the same principal when you leave each
afternoon. It is also imperative to remember that if you need to leave school but plan to return, the sign-in
sheet must reflect the time that you leave and the time you return to campus.

Name Monday

XXXXXXXXX 8:03-9:30 11:13-3:45

At times, teachers may need to leave school during the day. If leave is due to an emergency and leave time
is uncertain, the teacher should notify the principal at once to inform him/her of the need to leave school
and to make arrangements for leaving the campus. If the principal is not on campus at the time, teachers
may notify the assistant principal. Due to appointments or engagements, teachers may sometimes find it
necessary to leave school at the conclusion of the student day. Such times should be kept to a minimum
and must be cleared with the principal as far ahead as possible. Please do not schedule a paraprofessional
to cover your classroom; the office will make these arrangements.

Teachers are allotted ten leave days per school year, six of which may be used as personal leave (as long as
not more than ten percent of the faculty request personal leave for the same date). The ten days are
accumulated one per month. Personal leave must be applied for and a leave form completed at least two
days in advance.

UPON RETURN TO SCHOOL AFTER SICK LEAVE, TEACHERS MUST BE SURE TO COMPLETE
LEAVE FORMS. SICK LEAVE FORMS MUST BE TURNED IN NO LATER THAN FIVE DAYS
AFTER DAY OF ABSENCE.

Other types of leave may include:

¢ Jury Duty

¢ Witness Duty

¢ Temporary Duty Elsewhere (When completing a TDY form for inservice, workshops, etc., a copy of an
agenda must be attached.)

Military Leave

IlIness in the Line of Duty

Professional Leave

¢ Personal Leave in Excess of 20 Days

Personal leave in excess of 20 days will be granted at the discretion of the School Board except maternity
leave which shall be mandatory upon request. TDY forms must be completed five days in advance any
time that you are out of your work site to perform services of benefit to the school district (workshops,
inservice programs, etc.). It is the responsibility of each teacher to complete paper work for any leave
taken and turn in to Mrs. Willis in a timely manner. The principal MUST sign all leave forms; the
superintendent’s signature is no longer required for regular personal and sick leave.

* & o
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PLANNING FOR A SUBSTITUTE
When absent, teachers should have the following available for a substitute teacher, to insure continuity of
instruction.
e Complete lesson plans
e Schedule of the day, including students attending special area classes, and/or any extra duties or

activities

Attendance information
e Seating chart

DISTRICT AND SCHOOL ADULT DRESS EXPECTATIONS

Our schools and offices are places of business in which a professional atmosphere needs to be evident. The
manner in which we dress is one of the first impressions the public receives. It is an expectation of our job
to demonstrate tasteful, businesslike dress. Though each of our schools and offices vary with the amount of
public contact and have varying job responsibilities, all of us are in the public eye. We are observed even
when we do not realize it. Dressing in a manner that honors the intent and attitude of the work place is
indicative to teamwork. Appropriate dress also shows respect for the organization.

Here are some general guidelines teenmind when dressing for work.
U Dresses, skorts, culottes or skirt lengths should be approximately knee length or longer.

U Shirts, blouses or dress tops should be long enough to cover the midriff front and back leaving no
exposed skin even when sitting, raising arms or reaching.

U Necklines-front and back-should avoid open or plunging backs or fronts and should not be
revealing.

U Sleeveless clothing is fine for women; but spaghetti straps or cut-up shoulders should not be worn
unless covered with a jacket or sweater type garment.

0 Men should wear shirts with sleeves (unless wearing a jacket at all times to cover). Shirtless,
sleeveless or muscle tanks are not considered business appropriate.

U Slacks with shirts, blouses/tops as pants suits or coordinating separates are acceptable.

Jeans are not acceptable unless worn on “casual Friday” with a school shirt. When worn, jeans should
have no unusual holes or openings and should not fall off the waistline to expose undergarments. Pant leg
bottoms should be hemmed.

Shorts may be worn (approximately knee length) during teacher planning days when working and moving
furniture in the classroom or for outdoor field trips when worn with a school shirt. Please remember that
there maybe occasions when shorts are not appropriate during a workday, such as parent conferences,
district meetings, etc.

Supervisors are responsible for monitoring the appropriateness of dress for those under their
supervision.
U When you feel there is a need/reason to dress in a manner that is not in keeping with the guidelines,
you should get prior approval from your administrator.
U Also, realize that there could be times when “casual Friday” attire is not appropriate for a Friday.
Follow your administrator’s discretion and wishes.
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These guidelines apply to all workdays. With these guidelines, we can be assured that all of us
understand dress expectations
PURCHASING PROCEDURES

DISTRICT LEVEL/INTERNAL ACCOUNTS

The school principal is fully responsible for all purchases and purchase commitments requiring present or future
disbursements of account monies. A signed commitment (Purchase Order) from the principal or designee must be
on file before any purchase or reimbursement is made. The school is not liable for any purchase made in the
name of the school without express prior written approval (i.e. Purchase Order).

When ordering supplies from school or district account, complete a Supply Requisition Form and give to the
bookkeeper in order for a purchase order to be generated. Information on the Requisition Form must be legible and
complete. Indicate in appropriate area if funds are to be charged to internal or district account. IT IS IMPERATIVE
THAT YOU MAKE AT LEAST ONE COPY OF YOUR COMPLETED SUPPLY REQUISITION FORM. You
will need copies for your record keeping and later when supplies arrive.

NO BLANK PURCHASE ORDERS WILL BE ISSUED. Information required on order form: name of vendor;
complete address; items to be purchased; number of items to be purchased; cost of items and total. If making a
purchase from a vendor with whom we do not have an account, it is still necessary that a purchase order be obtained
before a purchase is made. The person requesting a PO will be named the vendor and shall be reimbursed for
purchase. A signed and dated receipt (only one receipt charged against one purchase order) must be given to the
bookkeeper and only the items purchased against the PO should be on the receipt. Taxes will not be

reimbursed. Tax-exempt numbers are printed on Purchase Order Forms or a copy of the Tax-exempt Certificate
may be obtained from the bookkeeper.

Internal purchase orders should be requested 24 hours in advance of purchase — allow a minimum of three days for
processing of district purchase orders. Purchases shall not exceed the resources of an account. When ordering
remember to budget for shipping charges if applicable. The deadline for submitting District Purchase Orders is
the last day of March. Any exceptions must be cleared by the principal.

When ordered supplies arrive, pull from your file a copy of the appropriate supply requisition and check
items received against items ordered. Attach to the supply requisition any packing slip and/or invoice
included in your shipment (noting item(s) not received, items on backorder, damaged items, etc.) and give
this information to the bookkeeper. This task should be completed within 24 hours of receipt of shipment.

Office Depot is the only approved vendor when purchasing basic supplies using a District Purchase Order.

x  Log on to www.officedepot.com
Order items needed and place items in your cart.
After ordering all items needed, click on “View Cart.”
When this page comes on-screen, print the page.
After page has printed, click on “Empty Cart.” The program will ask if you are sure you want to empty car.
Click on “Empty Cart” again.
You can then log off or close out the Office Depot web page.
Give Mrs. Willis the order that you printed. Please be sure to write your name on the order and indicate if
you want the funds to be taken from your district or internal account. She will then process your order on
Office Depot’s Business Services Division and place a copy of the order in your box so you will know the
amount of your purchase.
When using your internal account, you are not restricted to using Office Depot although this site usually saves you
money. But when purchasing supplies stocked by Office Depot and using a district PO, Office Depot must be your
first consideration.

X
X
X
X

X X


http://www.officedepot.com/
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COLLECTING AND RECEIPTING MONEY 7 SCHOOL LEVEL ACCOUNT

e A numbered receipt must be issued for any money collected that will be deposited in a school account.

e Persons receipting money will be issued a three-part receipt book (a copy will be retained for teacher records,
one copy will be given to payee and the third copy will be attached to the Internal Deposit Slip). A copy of
the Internal Deposit Slip and receipt copies are retained in the bookkeeper’s office in compliance with audit
procedures.

e Any time money is turned in to the bookkeeper an Internal Account Deposit Slip along with copies of

receipts must be included. The amount deposited will match the total noted on Internal Deposit Slip and

attached receipts.

Money must be turned in to bookkeeper daily! Do not leave funds in your desk or room.

Students should not be used to carry or pick up monies.

The Textbook Chairperson will issue receipts for textbook fines.

The Media Specialist will issue receipts for lost or damaged library books.

DO NOT cash checks out of money collected.

DO NOT refund money to students by giving them cash. Submit a Reimbursement Request Form to the

bookkeeper for any refunds.

All items purchased with internal or district funds should be to supplement and/or provide direct
instruction. These items are for students of Crawfordville Elementary School and will remain on
school property should a teacher move or transfer.

LEAD DOLLARS

Full-time classroom teachers employed by Wakulla County District School Board are issued Florida
Teachers Lead Program stipend funds that are appropriated by the Legislature for the sole purpose of
purchasing classroom materials and supplies to be used in the instruction of students. Teachers are required
to sign a document stating that these funds will be used to purchase school materials. Any unused funds
are to be returned to the district school board at the end of the regular school year for deposit into the
school’s Advisory Council account. It will be the teacher’s personal responsibility to pay any federal taxes
due if receipts are not kept showing these funds were spent to purchase classroom materials and supplies.
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SCREENING AND ASSESSMENT

Students in grades kindergarten through fifth are screened in such areas as vision, hearing, gross motor,
language development, and speech based on teacher referral. In addition, kindergartners receive screening
in readiness skills. Students in grades one through five also receive reading and math placement screening.
Further assessment of students should be performed by the classroom teacher when needed.

Kindergartners are screened during the first thirty days of school as a part of the Florida Kindergarten
Readiness System. The results are used to meet the needs of individual student.

DIBELS will be used in grades K-5 and the Gates-McGinite in grades 4-5 as part of the progress
monitoring component of the District’s Reading Plan. Please refer to the Wakulla County School’s K-12
District Reading Plan for further details.

DISTRICT ACHIEVEMENT TEST
A district level achievement test (Stanford-10) will be administered to students in second grade in the
spring of each school year according to District Policy.

Students should be given opportunities to practice test taking prior to the scheduled testing. By eliminating
test-taking confusion, results provide a more accurate picture of the student’s actual achievement.

STATEWIDE ASSESSMENT

FCAT Reading, Writing, Math (grades 3-5) and fifth grade science will be administered throughout Florida
to students working toward the attainment of a regular diploma. Reading at fourth grade and math at fifth
grade include performance tasks requiring short and extended response essays. In addition, fifth graders
will be tested in the area of science during this testing period. Preparation for these assessments should
extend across grade levels and be implemented throughout the year. The Harcourt Reading workbooks,
FCAT Explorer, Harcourt Math and Blast Off materials offer excellent resource materials, in addition to
materials supplied by the state. The Stanford 10 will be administered to second grade students during the
same testing period.
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INSTRUCTIONAL STRATEGIES

The instructional strategy terms designated by the Wakulla County School Board in accordance with
Florida Statutes as a means of providing individual diagnosis and instruction for students in Kindergarten
through fifth grade are Tier I, Tier Il and Tier Ill. Instructional strategies will be assigned in September
and be reviewed in February. Strategy assignments are recorded on a class list and attached to the Progress
Monitoring plan. Tier 1l is intended to identify students functioning below grade level and in need of
intensive remediation. Tier Il is applied to students making progress after receiving remedial strategies.
Tier I is assigned to “on grade level” or advanced students.

Tier I:
Instructional strategies will be assigned to those students achieving as expected and those working above
grade level. Indicators of a Tier | student may include Level 3, 4 or 5 FCAT for grades 3-5, NRT score
above the 51%, and not at risk on DIBELS. Their program will be based upon the district’s adopted
program for that grade level and may include, but not limited to:

o Large group instruction

o Small group instruction

0 Standard techniques and approaches as described in teacher’s manuals of most textbooks, kits, etc.
Further enrichment strategies may also be assigned to students with promising and creative abilities. These
may include, but not be limited to the following:

o0 Expansion of grade level curriculum
More detailed study
Opportunities for creating original materials
A discovery approach
Group projects and experiments
Independent study opportunities
Student participation in planning own work
Student participation in evaluating own performance

OO0OO0O0O0O0O0

Tier II:
Instructional strategies will be assigned to those students demonstrating areas of weakness and not making
adequate progress with initial classroom instruction. Indicators of a Tier Il student may include Level 2
FCAT for grades 3-5 students, NRT score below the 51%, moderate or high risk on DIBELS, or a retained
student. Their program will be based upon the district’s adopted program for that grade level and will
include, but be limited to:

O Large group instruction
Small group instruction, 3-5 times per week
Direct instruction in phonics
Repeated Readings
Paired reading with adult or skilled reader
Oral language development
Retelling/story mapping
Word work

OO0OO0OO0O0OO0O0
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Tier HI:
Immediate intensive intervention strategies will be assigned to those students with identified areas of
weaknesses not making progress after initial classroom remediation. These students will be formally
diagnosed to gain additional information using one of the following tools: DAR, ERDA, CORE. Indicators
of a Tier Il student may include Level 1 FCAT for grade 3-5 students, NRT score below the 51%,
moderate/high risk on DIBELS, below average achievement in the classroom, students not making
adequate progress with strategic intervention, or a retained student. Their program will be based upon the
district’s adopted program for that grade level and will include, but not be limited to:

o Large group instruction
Small group instruction, daily
Direct instruction in phonics
Repeated Readings
Paired reading with adult or skilled reader
Oral language development
Retelling/story mapping
Word work
After school remediation
Title 1 services
Weekly classroom Progress Monitoring

OO0OO0OO0OO0OO0OO0OO0O0OO0O

Further resources and detailed information regarding the three tiers of academic instruction and
accompanying strategies are contained in the Progress Monitoring Plan.

A student becomes eligible for remediation any time he/she fails to make adequate progress toward mastery
of the Student Progression Skills based on the Sunshine State Standards and/or needs additional help in
order to meet the progression requirements for his/her assigned grade. A student who needs remediation is
given diagnostic testing to determine the area of deficiency and to provide direction for classroom
intervention. Available diagnostic tests include, but are not limited to:

Diagnostic Assessment of Reading (DAR)

Early Reading Diagnostic Assessment (ERDA)
Gates-McGinitie

Dynamic Indicators of Basic Early Literacy Skills (DIBELS)

O o0o0oo
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PROGRESS MONITORING PLAN

Schools are required to utilize the district Progress Monitoring Plan in reading and math for all students,
including those students who fail to meet performance standards. The Progress Monitoring Plan is
designed for use by classroom teachers. It incorporates the various requirements for progress monitoring
so that teachers can assure that they are reviewing student data and revising instruction based on student
needs. It requires the teacher to review student assessment and performance data a minimum of three times
during the school year in addition to the grading periods. It is supported by the formal progress monitoring
which occurs in all schools as a result of student achievement in reading and the requirements of the
District Reading Plan.

Students who score below Level 3 on FCAT Math and Reading, in addition to students not meeting the
specific level of proficiency as determined by the school district, are automatically included as struggling
students. These students must be provided with additional diagnostic assessments to determine the nature
of the student’s difficulty and the areas of academic need. Additionally, the strategies for appropriate
intervention and instruction must be determined as part of the Progress Monitoring Plan. These strategies
may include, but are not limited to summer school, tutoring or mentoring, class size reduction, and
intensive skills development programs.

The Progress Monitoring Plan should:
o Clearly identify the specific diagnosed needs to be remediated;
Clearly identify the success-based, research-based intervention strategies to be used;
Clearly identify a variety of remedial instruction to be provided; and
Clearly identify the monitoring and reevaluation activities to be employed.

O OO

A student who is not meeting the school district or state requirements for proficiency in reading and/or
math shall be covered by one of the following plans to target instruction and identify ways to improve his
or her academic achievement:

o A federally required student plan such as an individual education plan (IEP);

0 A school wide system of progress monitoring for all students; or

o0 Anindividualized progress monitoring plan.

The chosen plan shall be designed to assist the student or the school in meeting state and district
expectations for proficiency. If the student has been identified as having a deficiency in reading, the K-12
Comprehensive Reading Plan includes instructional and support services to help the student meet the
desired levels of performance. If upon subsequent evaluation the documented deficiency has not been
remediated, the student may be retained. Each student who does not meet minimum performance
expectations for the statewide assessment test in reading, writing, science and mathematics must continue
remedial instruction or supplemental instruction until expectations are met or the student graduates from
high school or is not subject to compulsory school attendance.
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REPORTING STUDENT PROGRESS

The district shall report to the parent the student’s results on each statewide assessment test. The student’s
progress toward achieving state and district expectations for proficiency in reading, writing, science, and
mathematics shall be reported to the student and his/her parent or legal guardian each nine weeks via the
report card. The evaluation of each student’s overall progress shall be based upon the student’s classroom
work, observations, tests, district and state assessments, and other relevant information. FS 1008.25 (7 )(a)
The report card shall clearly depict and grade:

1. the student’s academic performance in each class or course. This indicates the student’s mastery of the
Sunshine State Standards and benchmarks at his/her assigned grade level and shall be based upon
written papers, class participation, teacher observation, portfolio documentation, written and oral tests,
and/or other academic performance criteria;

2. the student’s conduct and behavior;

3. the student’s attendance, including absences and tardies; and

4. the student’s grade level performance (below, on, above).

Grade Level Performance Definitions:

Students working below grade level are using materials at least one half year below their grade placement.

Other accommodations and/or modifications include fewer assignments, presentation of instruction at a

slower pace, more instructional support and more opportunity to practice skills.

Students working on grade level are making adequate progress on grade-level appropriate standards and
materials.

Students working above grade level are achieving above expectations for the grade level in which they are
assigned and should be provided enrichment activities/instruction to stimulate critical thinking, problem
solving and communication skills.

TIMELINE FOR ELEMENTARY STUDENT PROGRESSION PROCEDURES

August
e Send home with each student a grade-appropriate blank Xerox copy of the student progression
checklists along with the provided cover letter.
e Begin reviewing data and working on the Progress Monitoring Plans
e Begin initial screening and diagnostic testing as appropriate.
e Fill out and mail home letter for “Parental Notification for Retained Third Grade Students™ if not
already done. Put a copy in the student’s cumulative folder for documentation.
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September
e The first DIBELS screening is to be completed during the appropriate window of time, 20™ — 30™
school day.

e Complete a Progress Monitoring Plan that assures appropriate instruction and intervention for each
student. Meet with Tier Il and Tier 111 parents.

¢ Documented remediation using research-based materials takes place for those students in Tiers Il or
[11 in the Progress Monitoring Plan.

e Teachers use progress monitoring to judge growth and note progress updates, including parent
contacts, on Progress Monitoring Plans.

e Additional diagnostic testing is given to Tier Il students and to those students who fail to make
progress even after participation in remediation.

October
e For all students in kindergarten through third grades demonstrating a weakness in the area of
reading, complete Reading Deficiency letters and send home with first nine-week report cards. Put
a copy in students’ cum folder.

November
e Update Progress Monitoring Plans(s).

February
e Complete Language Arts and Math Checklists (bottom sheet of triplicate form) and sent home with
Progress Reports for the third nine-weeks for those students in Tier 111 and possibly Tier I1.

March
e Send home possible retention letters with the third nine-week report cards.

May
e Complete Language Arts and Math Checklists (middle sheet of triplicate form) are sent home with
Tier 11l and possibly Tier Il students. Originals are filed in cumulative folders. Third grade
students who attend Summer Reading Camp may receive another copy of the language Arts
Checklist (Xerox copy of original) at the end of Summer Reading Camp. Progress Monitoring
Plans and any accompanying documentation should be filed with the school principal.

All students in Exceptional Student Education must have an Individualized Education Plan which is written
annually, or more frequently as student needs dictate. General education teachers and parents must be
included in the development of this plan. Progress toward IEP goals will be provided to parents at mid-
term intervals and at the end of each grading period.
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GENERAL PROCEDURES FOR PROMOTION DECISIONS

Student progression decisions are the responsibility of the school principal; however, the teacher makes a
recommendation to the principal based on evaluation of the student’s demonstrated achievement in regard
to the specific standards specified in the Student Progression Plan. The recommendation should reflect the
best professional judgment of the teacher regarding the student’s ability to function academically, socially
and emotionally at the next grade level.

Generally, each of the options available to the school principal is directly related to the students’ academic
achievement. These are summarized here.

e Promotion to the next high gradevel - The student has met all the requirements for promotion as
outlined in the Student Progression Plan.

e Retention at the same grade levelhe student has not met all the requirements for promotion as
outlined in the Student Progression Plan; the student is expected to benefit from this placement
academically.

e Promotion for Good Cause to the next high gradde student has not met all the standards specified
in the Student Progression Plan, but conditions exist that make retention more adverse to student
progress.

e ESE students Students in ESE programs marked regular diploma student must meet student
progression standards in all subject areas in order to receive a regular promotion.

e Any student who does not score level two or above on FCAT Reading third grade must be retained,
unless they meet legislated criteria for a good cause promotion.

Parents and students are entitled to notification and full explanation of procedures and standards, as well as
early involvement in retention decisions.

Criteria for Regular Promotion

Several elements are considered when determining regular promotion status. These include:

U Achievement on 70% or more of the Student Progression Skills in Reading, Writing and Math.
Reading grade, writing grade, math grade, and science grade average of 60% or higher.

FCAT scores in the acceptable range. (Level 2 or higher)

FCAT Writing Score of 3.0 or higher. (4" grade)

Average or above average achievement on the district adopted nationally normed test or FCAT NRT.

[ N el ]

GOOD CAUSE CHECKLISTS

If a child has not met Student Progression requirements for a regular promotion, he/she may be promoted
for Good Cause if this is selected as the most appropriate placement. This decision should be made by the
IEP team in conjunction with the principal and approved by the superintendent. If a child is promoted for
Good Cause, a checklist citing reasons must be completed and filed in the Cumulative Folder. It must also
be noted on the front of the cumulative folder, on the white grade insert, and signed by the principal.
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CHILD STUDY TEAM

The Child Study Team has been organized as a procedure for Crawfordville School to provide more
systematic and efficient assistance to teachers, parents, students and others in reducing problems,
strengthening programs and improving the learning and adjustment of individuals without prematurely
resorting to psychological evaluations or exceptional education programming.

Through the implementation of the Child Study Team model, as herein described, Crawfordville School

will accomplish the following.

¢ Reduce the amount of time spent in individual student evaluation and staffing.

¢ Not predetermine that a child is handicapped.

e Provide a team approach to problem solving and student assessment.

e Provide more immediate response to teachers’ and parents’ concerns about students without having to

wait for testing.

Share ownership of a student problem.

Provide documentation of alternatives attempted when a student is referred for exceptional education

placement.

Provide a process for handling parents’ calls to school.

e Improve coordination of efforts for Student Services/Exceptional Education and general education.
Provide support to teachers, parents and students regarding the development of interventions to reduce
truancy.

The Child Study Team will meet each Thursday afternoon, 1:00-3:00 p.m. Time blocks of 30-minute
intervals may be scheduled during this time. In addition to this, teachers may sign up for a Child Study
Team meeting on Thursday mornings from 8:05-8:55 if he/she has a student with chronic absences.

Teachers who wish to refer a student for any reason--academic, behavior or social adjustment--may sign up
in a schedule notebook kept in the Guidance office (room #401E). The following procedure should be
followed.

e Before scheduling CST, INTERVENTIONS AS NOTED ON THE Progress Monitoring Plan should be
in effect for at least six weeks.

e Schedule time in white CST notebook kept in Guidance office (one child per slot). Be sure to note if
parents are attending.

o Fill out a Pre-Referral Information form and bring it to the first Child Study Team meeting. Forms are
located in the tray by the CST book. Arrange to have your class covered by a paraprofessional during
your scheduled meeting time.

¢ Notify parents of the date/time of the meeting, inviting them to attend.

Minutes of each meeting will be recorded on the Child Study Team Summary Report, during the

meeting.

CST schedules will be published in the Cat’s Meow each Friday for the following Thursday afternoon.

After the first meeting, a follow up meeting should be scheduled based on team recommendations.

Notify parents of second meeting.

The guidance counselor or the teacher will contact parents regarding decisions to test further.

To aid in communication, teachers should be prepared to share work samples, anecdotal records and other
pertinent information with team members.
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DISCIPLINE

A school wide set of flag rules has been developed and adopted for Crawfordville School. They are:
1. Respect myself and others

a. Use nice language with everyone

b. Keep hands, feet and objects to myself

c. Follow directions
2. Respect property

a. Take care of our school

b. Respect others’ belongings

Each teacher develops his/her own classroom plan coordinating with the school plan. All plans should be

based on the use of positive methods for management of student behavior with a system of consequences

for inappropriate behavior. Classroom rules should be developed with emphasis on positive statement and
appropriate behavior. Teachers should supervise students at all times to prevent situations from becomin
discipline problems On the playground and during transition, adult visibility often keeps infractions from
occurring. Do Not leave students in areas where there is no supervision. [If students are not completing

class work and you wish to keep them in from recess or special area, grade level study halls should be
established.] Students should be sent to the office to complete class work only after prior approval is
obtained from the principal. Refer to the Code of Student Conduct and the Parent/Student Handbook for

more information regarding discipline and student dress code.

Telephones have been installed in classrooms as a communication tool, to bridge home and school. Use

them to involve parents in their children’s instructional and behavioral plans. Phone contact or conferences

should be held prior to office referrals, except in extreme circumstances.

= When a student causes problems which cannot be dealt with by the teacher, the student should be sent
to the office along with a Discipline Report Form explaining the nature of the problem after notifying
the office via the intercom that the student is on the way.

= Only instructional personnel and administrators shall administer corporal punishment. Other alternative
methods for modifying a student’s behavior shall be exhausted before corporal punishment is
administered.

= Corporal punishment may be administered only in the presence of another adult member of the school
staff who is informed beforehand and in the student’s presence of the reason for the punishment.

= Upon request by the student’s parent or guardian, the instructional person or administrator
administering the corporal punishment shall provide written explanation of the reason for the
punishment and the name of the other adult who was present.

= Under no condition shall a member of the instructional staff or administration administer corporal
punishment when he/she is angry nor shall such punishment be administered with malice.

= In no case shall punishment be unduly severe or degrading in nature and shall be administered to the

buttocks only.

Corporal punishment shall not be administered in the presence of another student.

Corporal punishment shall never be administered to a child known to be under medical treatment for an

emotional disability or to a child suffering from a physical condition which would cause his life to be

endangered by the use of corporal punishment.

= Corporal punishment shall be permitted for disciplinary reasons but never for the lack of work or
unsuccessful work.

= Corporal punishment by teachers should be a last resort to modify a student’s behavior.
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= In the event that a student is administered corporal punishment more than twice in a five day period,
the student’s name will be submitted by the principal to the Child Study Team for further investigation
and action.
= In accordance with School Board policy, if discipline procedures are not effective, suspension may
result.

REPORT CARDS

Report cards are issued on the sixth school day following the end of each nine-week grading period. The
last report card of the school year may be sent home the last day of school. Personal comments should be
made on each child’s report card, reflecting something positive about the child and ways the parent can
help with programs.

Teachers will send home mid-term progress reports generated by GradeQuick to all students. These must
be signed by parents and returned to the teacher to be filed in classroom portfolios. Mid-term report dates
are noted on the school calendar.

Grades are based on test scores, classroom performances, daily assignments and homework. Teachers have
the responsibility to evaluate and assign grades. Grades should reflect student achievement and proficiency
on the Sunshine State Standards.

Teachers shall not lower a student’s grade as a disciplinary action. However, in accordance with School
Board Policy, in cases of unexcused absences or absences resulting from suspension or dismissal, the
student may earn a lower grade because of lack of completed make-up work.

Any student who has perfect attendance during each grading period will have one point added to his/her
grade average for each subject.

GRADING SCALE

The following grading scale will be used in all subjects in kindergarten and pre-first; and in music, P.E., art,
handwriting, work habits, and citizenship in grades 1-5:

E - Excellent

S - Satisfactory

N - Needs Improvement
U - Unsatisfactory

I - Incomplete

The following grading scale will be used in grades 1-5:

A 90 - 100
B 80 - 89

C 70-79

D 60 - 69

F 0-59

I

0
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ELECTRONIC GRADE BOOKS

Grades will be entered in a timely fashion on electronic grade books using the GradeQuick software. A
minimum of nine grades each nine weeks should be entered for Reading, Writing, Language, Spelling and
Math. Students should have grades in Social Studies and Science each nine weeks. Only the Performance
Level statement of “B” for Below Level is required to be marked in the following subjects: Reading,
Writing, Language, and Math. Each grade level should agree on a consistent progress report format that
will be printed and sent home. The progress report should include a place for parent signature, as these
should be signed and returned to school. Each grade level has a networked laser printer that can be used to
print GradeQuick reports.

There will be a date/time deadline each grading period when office personnel will upload grades for report
cards. Teachers are responsible for making sure all grade books are ready to be sent by the specified
deadline. After the upload, teachers will receive proof sheets—please review these carefully. If mistakes
are found, correct both the electronic grade book and the proof sheet. Make the appropriate change in the
grade book and save the changes but do not send the grade book again. The corrected proof sheet must be
given to the registrar so changes can be made in Gateway and the correct information printed on report
cards. A hard copy of final grade books should be printed each nine weeks and filed in the provided
notebook. These will be turned in at the end of the school year. Refer to your GradeQuick manual for
instructions on using electronic grade books.

STUDENT ENRICHMENT

ACADEMIC AWARDS PROGRAM
This program is designed to reward students for their academic achievement. The following criteria will be
used.

Kindergarten and Pre-First

e Students receiving all E’s and S’s in academic subjects will receive a yellow Achievement Ribbon.
Students must have one E in Language Arts or Math each nine weeks to receive a ribbon.

e Students showing improvement may receive an Improvement Ribbon. Students who receive an
Achievement Ribbon will not also receive an Improvement Ribbon.

First through Fifth

e All “A” Honor Roll (blue ribbon) will be presented to students who earn all A’s.

e “A”and “B” Honor Roll (red ribbon) will be presented to students who earn all A’s and B’s.

e Improvement Ribbon (white ribbon) will be presented to students improving one point in their overall
GPA. Students who are on the “A” or “A/B” Honor Roll will not receive an Improvement Ribbon.

Any student who has an “F” on his/her report card is not eligible for an Improvement Ribbon.
Handwriting, PE, and Music grades are not considered when determining eligibility for Honor Roll and
Improvement ribbons. Citizenship grade should not be considered in academic awards. It is the criteria for
the Super Citizen Award.

Teachers are encouraged to continue to motivate solid average students who work hard through the Super
Citizen program, classroom rewards, and special visits with the treasure chest.

ASSEMBLIES
Grades one through five will attend an awards assembly each nine weeks by grade level. Students will be
recognized for attaining Honor Roll, Improvement, Super Citizen or Perfect Attendance.
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REWARDS
Each nine weeks, “A” and “A/B” Honor Roll recipients will participate in a special activity at which time
“Cougar Cash” may be redeemed.

FIELD TRIPS

Field trips will be limited to those which come at no cost to the school district and no cost or a minimum
fee for the student. The exception to this would be the end-of-the-year trip for fifth grade students. All
field trips must be approved by the principal. Field Trip Request Forms may be obtained from the front
office.

Field trip request forms must be completed for all field trips at least one week in advance, signed by the
principal and sent to the district office for approval. Field trip forms are required to have an itinerary
attached when submitted to the principal. The use of a charter bus must be pre-approved by the
Superintendent and reviewed by the transportation office to insure the charter company meets federal
guidelines. The lunchroom manager should be notified within this one-week time limit as well.

Consent forms must be signed before students are allowed to participate. It is the teacher’s responsibility to
insure each student has a signed form on file before going on each trip. Consent forms must be kept on file
in the classroom and must be taken by the teacher during any trip away from campus.

School Board policy prohibits students on field trips being taken from the event without prior written
approval. State Board of Education rule 6A-3.017 states, “All participating students traveling to and from
school-sponsored events or any extracurricular activities MUST use the transportation provided by the
school going both ways. Exception to this rule may be made ONLY if a student is to ride with his/her own
parents and this exception has been previously arranged, IN WRITING, with that student’s principal or
his/her designee.” When informing parents of a field trip, please make them aware of this policy so
arrangements for transportation may be made prior to your trip.

Teachers should review all bus safety rules with students prior to each field trip. Instructions for teachers,
students and parent chaperones riding the bus are:

e Remain in your seat at all times while the bus is moving.

e Keep arms and heads inside windows at all times.

e No eating, drinking, smoking or tobacco allowed on the bus.

e Qutside of ordinary conversation, classroom conduct is to be observed.

e No cleats are to be worn on the bus.

e The teacher is expected to maintain order and discipline on the bus at all times.

e The aisle of the bus is to remain clear at all times (free of equipment, coolers, etc.)

e The driver must not exceed posted speed limits. (If departure time is delayed, driver will not be
allowed to speed in order to make up time.)

e The teacher is expected to help maintain a clean bus.
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END OF YEAR AWARDS

Students who are on the A or A/B Honor four out of four grading periods will be recognized at the May
Awards Assembly and receive a special award. Students with 100% attendance for the year (in attendance
for the majority of the day, every day) will receive an Attendance Certificate. Students achieving Super
Citizens each grading period will also be recognized at the end of the year program.

SUPER CITIZEN PROGRAM
In order to promote a positive school environment, students exhibiting exemplary behavior in all aspects of
school are recognized as Super Citizens at the awards assembly. Super Citizens must receive an “E” for
Citizenship on the report card.

ENRICHMENT

Curriculum enrichment continues to be an emphasis of Crawfordville Elementary School. Enrichment
centers in the classroom are encouraged as well as independent reading and study projects. School wide
enrichment programs have included dance presentations, musical presentations, art exhibits and
demonstrations. Participating in school wide thematic units has provided enrichment opportunities as well.

ESOL

Crawfordville Elementary School is the designated school in the district to serve students speaking English
as a second language. In order to comply with the Civil Rights Act and Florida Statute, a District ESOL
Plan has been implemented insuring that every child receives access to a public education regardless of
race, sex, or native language. Copies of the plan are housed in the principal’s office and assistant
principal’s office. A teacher at each grade level and special areas have received training to enable them to
implement strategies to modify instruction for students needing ESOL services.

The following requirements are observed to insure compliance with the ESOL Plan.

e All documents given to parents are available in the language spoken in the home. These include but are
not limited to: Code of Student Conduct, Attendance Policy, Free and Reduced Lunch Forms,
Insurance Forms, etc.

o All letters to parents include a statement offering an interpreter for school wide meetings, staffing,
CST’s, or parent conferences. Interpreters will be provided upon request.

A Home Language Survey is given when students register for school. It is maintained in the Cumulative

Folder. If “yes” is checked indicating that the child speaks a language other than English, the student

receives additional evaluation to determine the need for ESOL services.
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ESE
In adhering to the federal law, set forth in IDEA (Individuals with Disabilities Education Act) the following
procedures must be in place:

e A general education teacher of the child must be present at the IEP meeting to participate in the
development of the IEP, assist in the determination of appropriate positive behavior interventions
for the child and assist in the determination of supplementary aids, services, program, modifications
or supports for school personnel that will be provided for the child.

General education teachers must:
e Know who in your class has an IEP or 504 Plan.
Personally review each IEP or 504 Plan.
Note any accommodations or modifications outlined in the IEP or 504 Plan.
Make a good faith effort to implement the IEP or 504 Plan.
Document efforts to implement the 1EP or 504 Plan in plan books or grade books.

Teachers who willfully fail to implement a child’s IEP or 504 Plan are at risk of PERSONAL
LIABILITY, including money damages (Doe V. Withers, 20 IDELR422 (w.Va.Cir.Ct.1993).

In order to provide the most appropriate education possible for ESE students, it is imperative for the team
serving him/her to communicate on a regular basis. ESE teachers will provide a hard copy of pertinent
information from the student’s IEP to his/her classroom teacher along with appropriate strategies to
implement modifications. Progress toward IEP goals is sent home to parents at mid-term and at the end of
each grading period.

STUDENT COUNCIL

Student Council provides an opportunity for developing leadership skills in grades three through five.
Officers (President, Vice-President, Secretary, and Treasurer) are elected from the fifth grade classes. Each
homeroom selects two representatives. Meetings are held monthly to plan and carry out activities.

BRAIN BRAWL
Fifth graders participate in a Brain Brawl in the spring of each school year. The Wakulla County Optimist
Club sponsors this event.

SPELLING BEE

Fourth and fifth graders participate in a spelling bee in the fall of each school year. Through elimination in
school competition, a winner and a runner-up are selected to represent the school in countywide
competition, fifth through eighth grades. The district winner competes in a regional match in Tallahassee;
the regional winner competes nationally in Washington, D.C.
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ACCELERATED READER

The Accelerated Reader program has proven to be a benefit in many classrooms in our district. The
strength of the program lies in its motivational aspect as well as in the fact that it provides one tool to help
teachers match students to appropriately leveled text and monitor independent reading. It is critical that we
utilize this program in a manner that aligns with current reading research and that is best suited for the
students of our district.

1. Provide some opportunity for students to choose books that are not Accelerated Reader books or
books that may be outside their assigned/tested reading level.
a. An Accelerated Reader vacation (for one nine weeks read __ books of your choice)
b. The option of an alternate assignment for a book that is of high interest to the student.
c. Encourage the reading of all types of books. Have teacher, media specialist, and students
give book talks for books that are not in the AR program.
d. Refrain from equating AR with reading.
e. Use non-fiction and cross-curricular texts as student options.

2. Sustained silent reading (AR or not) cannot take the place of teacher-directed instruction during the
90 Minute Reading Block.

o There is a difference between Sustained Silent Reading and Independent Reading. The
difference is in the role of the teacher. In SSR the teacher models reading. In Independent
Reading the teacher is actively walking around the room progress monitoring. For example,
the teacher carries a clipboard with the class list on it. She/he stops and asks a student to
read a short passage to monitor level of text. She/he asks another student to tell what is
happening in text. She/he records page number of another student. All students are progress
monitored.

0 SSR = Teacher modeling (not appropriate during 90-minute block)

o0 Independent Reading = Teacher monitoring (may be utilized for 15-20 minutes during 90-
minute block at secondary level)

3. Care must be taken to keep participation in AR from becoming punitive. It was designed for
monitoring and motivational purposes. When a student’s overall perception of participation in AR
becomes punitive, it looses its positive effect on achievement.

4. Limit the weight that AR has in a student’s grade. The percentage of the student’s grade cannot
exceed 15%.

5. If astudent is failing reading, a diagnostic should be administered to determine areas of need and in
intervention plan should be designed to address those areas. No student should fail reading based
on AR. See #4

6. Goals for high-achieving readers at the elementary level, especially below 4™ grade, may need to be
adjusted to take into consideration their developmental stage and interest level as well as their
reading ability.

7. If a student consistently does not respond to the use of AR, consideration should be given to the use
of other tools with this student.
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MANDATORY REPORTING
OF
CHILD ABUSE, ABANDONMENT OR NEGLECT

Chapter 39 of the Florida Statutes mandates that any person who knows, or has reasonable cause to suspect,
that a child is abused, abandoned, or neglected shall report immediately such knowledge or suspicion to the
central abuse hotline of the Department of Children and Families (DCF).

Professional educators are mandatory reporters and as such they are required to provide their names to the
Hotline staff. The name of the reporter shall be entered into the record of that report but shall be held
confidential as provided in s.39.202,F.S. Please consult with the administration if you suspect a case of
child abuse.

When a report has been made to DCF or law enforcement, teachers or staff should not take it upon
themselves to interview the child, talk with the suspected abuser, or discuss the allegations with any third
party. If a parent or legal guardian desires information related to the abuse complaint or investigation,
please refer them to the school administration, the DCF, or the applicable law enforcement agency.

Child Abuse Hotline: 1-800-962-2873
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TIME EATERS

Before teachers can plan to increase the amount of time their students are able to spend engaged in
academic instruction, they must first analyze their daily activities to see what activities and conditions are
consuming time that could be better spent in learning. Each teacher can compile his or her own list of
“time eaters” as well as examining general school activities to ferret out “time eaters”.

Researchers, in observing classroom activities, have noted a number of “time eaters” that need to be
considered:

1.

Transition time: The time spent transferring from one activity to another can consume minutes that
could be spent for instruction. Transition activities include moving students from one place to another,
moving teachers from one place to another, finding materials and tools for the instructional activities,
finding the place in the book or work sheet, waiting for the teacher to explain, etc.

Socializing: The time spent in personal conversation between student and student and between teacher
and student consumes time that could be spent in academic learning.

Rowdy behavior and time spent in disciplining. Noisy behavior, student milling, and frequent out-of-
seat activities (such as trips to the pencil sharpener) tend to distract students. Teachers frequent
interruptions to maintain discipline and time spent in disciplining adds up to enough minutes to produce
a statistically significant difference between the achievement of an orderly class and one that required
frequent discipline.

Lengthy explanations, unclear tasks. The time spent explaining how-to-do-it subtracts from the time
allotted for the learning activity. Teachers can increase time on-task by selecting types of instructional
activities that are direct and clearly outlined. Teachers sometimes fail to communicate the goal of the
instruction to their students. Without understanding the goal, students cannot direct their own resources
to the task and tend to use less efficient learning strategies. Learning is increased when students know
the instructional goal.

Inappropriate tasks. Students are sometimes assigned tasks that they can’t hope to accomplish. They
lack the prerequisite skills and so are unable to accomplish what is asked no matter how much they
would like to do it. Not only is this practice a time-waster, it is detrimental to the student’s belief in his
worth. Researchers suggest that in the early elementary grades, at least 70% of the tasks assigned
should be the kind that a student has a good chance of completing successfully. In higher grades, it is
thought that students can receive an increasingly greater percentage of difficult and challenging tasks.

Activities for which there is no academic goal. Too many times teachers select instruction because it
sounds “fun” and “interesting” or “fills the time” rather than because it helps students reach a goal. To
make effective use of class time, teachers should identify goals, understand the steps a student is
required to take to reach the goals and plan instruction accordingly.

Unsupervised activities. Researchers observing in regular classrooms noted that students who were
engaged in independent seat work or unsupervised activities tended to be more easily distracted than
those who are supervised. When teachers assign the task, supervise on-task behavior, and provide
students with feedback about their performance, achievement is increased.
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8. Inefficient classroom organization. Researchers observed that many classroom minutes were spent
“waiting”. Students waited for the teacher to check their work so they could go on to the next task; they
waited for materials to become available; they waited while other students finished work; they waited
for class to begin or to be over. Waiting students are not learning students. Planning instruction that
can be delivered efficiently will eliminate some of the time students spent just waiting.

9. Pre-emption of academic time by non-academic activities. While no school can use 100% of its day in
academic learning, some schools and some teachers appear to encourage the pursuit of non-academic
goals at the expense of basic skills learning.

When academic endeavors are rated as the most important goals, students reach a high level of
achievement.

BLOOM’S TAXONOMY AND WEBB’S DEPTH-OF-KNOWLEDGE

Effective questioning encourages students to develop critical thinking skills and guides them in analysis of
data. Lessons should include questions from each level of Bloom’s Taxonomy and Webb’s Depth-of-
Knowledge with an emphasis on the more complex levels. (FCAT test item reviewers are using Webb’s
model in the development of questions.)

Bloom’s Level Examples:

Recall Label the parts of the human cell.

Application Categorize the cell structures as plant, animal or both.

Analysis Compare and contrast plant and animal cells.

Synthesis Using the graph, predict the influence of salt water on
plant cells.

Evaluation Argue that cell size is limited.

Webb’s Depth-of-Knowledge
Webb and colleagues judged depth of knowledge at four levels:

1. Recall of a fact, information, or procedure.

2. Skill in using information, conceptual knowledge, procedures, two or more
steps.

3. Strategic thinking, requiring reasoning, developing a plan or sequence of steps,
involving some complexity, having more than one possible answer, generally
taking less than 10 minutes to do.

4. Extended thinking, requiring an investigation, time to think and process
multiple conditions of the problem or task, and requiring more than 10 minutes
to do nonroutine manipulations.
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