2011-12

MOUNT PROSPECT SCHOOL HANDBOOK

VISION

Mount Prospect School will prepare learners for the twenty-first century and promote the joy of leaning in a diverse and nurturing environment through school and community partnerships.

MISSION

Mount Prospect School is dedicated to fostering the development of creative thinking, collaboration, problem solving, high ethical standards and respect for individual differences.

IMPORTANT DATES  2011-12

Back To School Night

6:00 p.m. Preschool – 5th Grades

Thursday, September 22

Full Day Inservice Days

Tuesday & Wednesday, September 6 & 7

Friday, May 25 – Flex Day

Reporting Periods and Parent Conferences

October 25, 26, 27, 28, 2011
Parent Conferences

Tuesday Afternoon  - October 25 (K-5)

Wednesday Afternoon - October 26

Thursday Evening - October 27

Friday Afternoon - October 28

Wednesday, November 9, 2011 Reporting period ends

Friday, November 18, 2011 Report cards home (K-5)

Monday, January 30, 2011 Reporting period ends

Tuesday, February 7, 2011 Report cards home (K-5)

March 27, 28, 29, 30, 2011 Parent Conferences

Tuesday Afternoon - March 27 (K-5)

Wednesday Afternoon - March 28

Thursday Evening - March 29

Friday Afternoon - March 30

Friday, April  5, 2011 - Reporting period ends

Friday, April 20, 2011 - Report cards home (K-5)
Friday, June 22, 2011 - Reporting period ends

Friday, June 22, 2011 - Report cards home (K-5)

Standardized Testing

NJASK

May 7 - 11 (Grades 3 & 4)

Make Ups - 5/14 – 5/18

NJASK
April 30 – May 4 (Grade 5)

Make Ups – 5/7 – 5/11

Cogat

March 27 – 30 (Grade 2)

Cogat Make-Ups

April 2 - 5

School Pictures

October 10

SCHEDULE OF MEETINGS 
Instructional Team Meetings

The Grade Levels and Special Ed teachers will usually meet with the principal monthly to discuss current issues.  The specialists will meet every other month.  All of the dates and times will be listed in the Friday faculty bulletin.
Faculty Meetings in Media Center at 3:15 p.m.





September 21 (8:15a.m.)






October 5

March 7





November 2

April 4





December 7

May 2





January 4

June 6





February 1

Intervention and Referral Services (I&RS) - Fridays - 8:15 a.m.

(Check faculty bulletin for changes on a weekly basis)

Includes: Judy Slutzky, Joanne Hozeny, Anne Duque, Dawn Borchert, Classroom Teacher, and School Nurse.  Teachers will be notified as to which meetings they are to attend.  Other teachers will be asked to attend on an as need basis.



CAFETERIA SCHEDULE

Kindergarten Lunch - 1:110 - 1:35 p.m.   Recess 1:35 - 2:00

Kwityn, Milito, Noiset, Vena

First Grade Lunch - 11:00 - 11:25 a.m.   Recess 11:25 - 11:50 

Greaney, Hall, Jakubowski, Reynolds, Silva-Greene 
Third Grade Lunch - 11:35 - 12:00 p.m.   Recess 12:00 - 12:25

Gullifer, Murphy, Morrone, Pepitone, Van Natta, 

Second Grade Lunch - 11:55 – 12:20 p.m.   Recess 12:20 - 12:45 

Casale, Jain, Kizoulis, Lombardo


Fourth Grade Lunch - 12:20 - 12:45 p.m.   Recess 12:45 - 1:10

Ganz, Guggenheim, Pellicone, Richardson, Vreeland 

Fifth Grade Lunch - 12:45 - 1:110 p.m.   Recess 1:110 - 1:35

Czeto, Hughes, Linstra, Saide, Scheckman

Please Note:  Teachers will meet their classes at the recess doors by the stage door when it is outside recess.  Please be on time.  Delays cause problems for lunch/recess transitions.

INCLEMENT WEATHER RECESS

The students will be using the classrooms during inside recess.  Students will be picked up by the teachers at this location on inclement weather days.

EARLY DISMISSAL SCHEDULE (Abbreviated)

All students dismissed between 1:05 -1:15 p.m.  No lunches served on any early dismissal day.

DELAYED OPENING SCHEDULE
All students dismissed between 3:00 – 3:10 p.m.   No lunches served on any early dismissal day.

CAFETERIA/PLAYGROUND/BUS
Michelle Campbell, Angela Lee, Pam Luthy, Ellen Mallach, Carmen Ng, Leslie Santoro, Laurie Zimering

BELL SCHEDULE

8:30 a.m.

Doors Open for Students/Staff Reports.

8:45 a.m.

Students dismissed to classrooms/Staff at duty assignments positions

9:00 a.m.
School begins; all students in the classrooms.  Anyone entering building after this bell is marked tardy.  Exception:  If the bus is late.

Instructional day begins.

2:55 p.m.

Start Prep for Dismissal

2:55 – 3:00 p.m.
Kindergarten Dismissal

3:00 p.m.

Warning Bell.  Bus Dismissal

3:05 p.m.

Grades 1 & 2 dismissed; Kindergarten sibling pick-up only




After School Care Dismissal with class

3:10 p.m.

Grades 3, 4 and 5 dismissed




After School Care Dismissal with Class

Early Dismissal Schedule
The following times will be used throughout the school year for early dismissal.  Lunch is not served on early dismissal days.

TIME


PERIOD

9:00 a.m.

Late Bell

9:00 - 9:30 

Period I

9:35 - 10:05

Period II

10:10 -
10:40

Period III

10:45 -
11:15

Period IV

11:20 -
11:50

Period V

11:55 -
12:25

Period VI

12:30 -
1:00

Period VII



1:00
Warning bell & Kindergarten children are dismissed, bus dismissal, child care dismissal.  1:12 p.m. walkers and child care dismissal

Refer to the Specialists Early Dismissal Schedule for your specific times.  Please be on time

Emergency Early Closing (Due to Inclement Weather)
The following schedule will be followed during an "Emergency" Closing.  No lunch will be served.

12:55 p.m.  

Warning Bell and Kindergarten students go to buses

1:05 - 1:10 p.m.
All walkers, child care and bus students dismissed 

Kindergarten children "walkers" will be dismissed at 12:55 pm - not before!

Delayed Opening Schedule

(Lunch will not be served on these days)

TIME


PERIOD
10:30 a.m.

Door open for students/Staff reports

10:45 a.m.

Students dismissed to classrooms/Staff to duty assignment positions

11:00 a.m.

Late bell

11:00 - 11:30 a.m.
Period 1

11:35 - 12:05 a.m.
Period 2

12:10 - 12:40

Period 3

12:45 - 1:15 p.m.
Period 4

 1:20 - 1:50 p.m.
Period 5

 1:55 - 2:25 p.m.
Period 6

 2:30 - 3:00 p.m.
Period 7

 3:00 p.m.

Warning Bell




Kindergarten students dismissed

 3:05 p.m.

Bus students 

 3:10 p.m.

Walkers and child care dismissed

Refer to the specialists delayed opening schedule for your specific times.  Please be on time.

EXTRACURRICULAR ASSIGNMENTS

	Assignment:
	Name:

	Grade Level Kindergarten
	Barbara Kwityn

	Grade Level Grade 1
	Jessica Silva-Greene

	Grade Level Grade 2
	Jessica Lombardo

	Grade Level Grade 3
	Rebecca Murphy & John Gullifer

	Grade Level Grade 4
	Mary Ann Guggenheim

	Grade Level Grade 5
	Barry Saide

	
	

	Grade Level Special Ed
	Toby Sperber & Katie Paul

	Intramurals – Fall, Winter, Spring
	Kathie Immerman - Coordinator

Bob Russo

	Enrichment Directors


	Kerry Linstra

Corey Richardson

	AM Proctors
	Kathie Immerman

Denise Callaway

	Technology Specialist
	Susan Delmonico

	Webmaster
	Denise Callaway

	Before and After School Care Coordinator
	Barry Saide


DUTY ASSIGNMENT SCHEDULE

Staff Member:


 Times:


 Location:

Kathie Immerman

8:30 - 9:00 & 3:00 - 3:15
      
Office Entrance Outside

Mary Grace Mullins

8:30 - 9:00 & 3:00 - 3:15
     
 Office Hall/Bus backup (Kindergarten)

Denise Callaway

8:30 - 9:00 & 3:00 - 3:15
      
Outside Bike Rack (traffic)

Gerri Moran


8:30 - 9:00 


             Music Hallway

Anne Duque


8:30 - 9:00


         
Office Hall 

                                                                                                   
 (outside rooms 122 - 125)

Beverly Francis

8:30 - 8:50

                    
Grade 1

                                                                                                     
(between library & foyer)

Susan Delmonico

8:30 - 3:00 


         
Stairs by Grade 1 

                                                                                                      
(outside room 179)

Dawn Borchert/                       8:45 - 8:50 & 3:00 - 3:15       

Bus Entrance – 

Michelle Kagel






stairs by music rooms

Lisa Roman (Thurs & Fri)      8:45 – 9:00 & 3:00 – 3:15            
Bus/P.M. Kindergarten bus &









         
After Care

Susan Bivona
8:30 – 8:50
Stairs by Grade 4 

                                                                                                          
(outside Room 256)

Susan Lieb


8:30 – 8:55



Hall area by upstairs stairs

Sloane Castleman

8:30 – 9:00 & 3:00 – 3:15

Kindergarten stairwell

Toby Sperber
8:30 – 8:55
Grade 1 Hall Area                      (Outside Room 174)

Bob Russo
8:30 – 8:55
Grade 2 stairs

Chris Szrom
8:30 – 9:00 & 3:00 – 3:15
Foyer/school entrance 

Katie Paul


8:45 – 9:00 & 3:00 – 3:15

Grade 5 stairwell

**Traveling teachers do not have duty assignments on traveling days.**

Grades 2 & 3 will go up the same stairwell

Vreeland & Ganz’s classes (Grade 4) will go up stairs by Stage

INTRODUCTION
The following information is provided to acquaint you with the day-to-day operations of Mount Prospect School.  The policies and procedures should be read carefully by everyone, as changes are made from year to year.  This handbook contains guidelines, which are open to suggestions and improvement, along with district policies and regulations.

School Day
The school day for all staff members begins at 8:30 a.m. and ends 15 minutes after the buses and walkers leave the building, if there are no other professional obligations.  Children come into the building at 8:45 a.m. and teachers should be in the classroom at this time.  All staff with hall duty assignments will be at their post by 8:45.    Teachers will mark the Sign-In Sheet when arriving in the morning and when leaving in the afternoon.  Please check your mailbox at these times and during your lunch time.  Be sure to check your voice-mail and E-mail daily for messages.

Special Subject Schedules
All scheduling is to be considered as a guide to help ensure a smooth beginning of school.   Please let the office know if there are any problems or conflicts, and we will try to make adjustments accordingly.  It is extremely important that you arrive to your special on time and promptly pick up your students.

Newsletters
Newsletters are important resources for parents, enabling them to better understand education objectives and goals at Mount Prospect School. The newsletter may contain information about the curriculum covered, projects completed, coming events, etc.  The newsletter format is up to each individual faculty member.  Select the same time in the month that you are going to send the newsletter home.  Make sure you post your newsletter on your Oncourse page.  The principal is available to review your newsletter for approval before you post it.  

Plan Books/Collection Schedule
Plan books reflect your individuality and serve as a guide.  Be sure you have detailed, written plans, in the event of your absence, which include lesson objectives, activities and evaluation.  Please refer to district lesson plan guidelines.  Plans will be collected and reviewed a minimum of twice a month for non-tenured staff and once a month for tenured staff.  Refer to the schedules that you receive in the beginning of the school year.  Please remember to put your plans on Oncourse by 8:00 a.m. of the due date.

You also need to have a substitute folder at your desk.  Your substitute folder will also be reviewed by the administration.  Please include bus lists, class list, medical notations and pertinent information/suggestions which would help your students and substitute have a smooth, productive day.

Plan Book Schedule
Have in office by 3:30 PM – do not hand in during early morning

September

Monday
12
All Non-Tenured Teachers


Monday
19
All Teachers

   Sub Folders Due


Monday 
26
All Teachers


October

Tuesday
10
All Non-Tenured Teachers


Monday
24
All Teachers

November

Monday
 7
All Non-Tenured Teachers


Monday
21
All Teachers


December

Monday
 5
All Non-Tenured Teachers


Monday
19
All Teachers

January

Monday
 9
All Non-Tenured Teachers


Monday 
23
All Teachers

February

Monday
13
All Teachers

March

Monday
 5
All Non-Tenured Teachers


Monday
19
All Teachers

April

Monday
 2
All Non-Tenured Teachers


Monday
16
All Teachers

Monday
30
All Non-Tenured Teachers


May

Monday
14
All Teachers

Tuesday
29
All Non-Tenured Teachers


June
Monday
11
All Teachers




EMPLOYEE ABSENCE

Teachers who are to be absent because of illness are to follow the Procedure for Substitute Service, as follows.  Those who need to be absent for other reasons should consult the principal beforehand.

Employee Absence For Personal and Family Illness

* * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * 

NOTE:  The following procedures DO NOT apply to situations in which substitute arrangements have been completed by your Principal for a “Temporary Leave of Absence” as provided in Article XIV and for assignments in which a substitute is not usually obtained.  The principal will designate the positions for which substitutes are not secured and the procedure to be followed by those staff in reporting their absences.
* * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * 

Procedure for Substitute Service:

· Call only from 3:30 P.M. the day before the absence through 6:30 A.M.* the day of the

absence.
· Emergency calls after 6:30 A.M. are to be made directly to the Principal at school.
· Call your school office by 2:30 P.M. each day of absence to extend the request for a substitute or it is assumed you will return the next day.

Calling Procedures – (3:30 p.m. through 6:30 a.m.)
· Dial  - 908-204-2610 Ext. 300– (Mary Knell)

· After the “tone” say: This is Mary Brown  Grade 2 teacher    at   Mount Prospect

(Full Name)     (Grade)           (Name of School)

· I need a substitute for   Monday        September 21   for   Personal Illness 

(Day of Week)      (Date)              (Reason for Absence)
In addition, call the school office and provide special instructions for the substitute if necessary.
In case of emergency, e.g., the automatic answering service not operating, call your Principal at home:
732-494-6846
Judy Slutzky  
or at school  908-470-1600

 School Aides are to call the school as soon as possible in the morning.
*Important Note:   
The last check of the answering service will be at 6:30 a.m.



The Sub Service will not answer after 6:30 a.m.



Please do not call the service after 6:30 a.m.

**Teachers assigned to more than one building should indicate the A.M. school first.

ILLNESS/PERSONAL DAY PROCEDURES

	If you use:
	Then:

	Personal  and Family Illness Days
	Teachers need to contact Mary Knell the Substitute Teacher Service stating the reason for their absence.  All other staff notify their principal or designee 



	Three consecutive Personal Illness Days or more
	In addition to the above, you may need to provide the District with a doctor’s note



	Three consecutive Personal Illness Days or more
	In addition to contacting Mary Knell, you may need to provide the District with a note



	1 – 10 Unpaid days
	You need to write a letter to the superintendent stating the reason for requesting a leave of absence.  This requires Board of Education approval.



	One or two Personal Business Days
	You need to fill out a Personal Day request form 3 days prior to using your available days.  Forms must be signed by your principal and sent to the superintendent for final approval



	Personal Days Before/After a Holiday
	A Personal Day request form signed by your principal and a letter stating your extenuating circumstances must be sent to the superintendent for approval.  Extenuating circumstances do not include planned vacations or weddings.



	Personal Business, Personal Illness, Family Illness or Vacation Days (Administrators and Secretaries ONLY) taken on a scheduled District early dismissal day
	You will be charged for a whole day because you are paid for a whole day.  If you work 2 hours, you will be charged a ½ day.




ROOM PARENTS
The P.T.O. will be informing you, early in the fall, of room representative assignments.  These representatives may be helpful:

· They may chaperone class trips.  Other parents can be chosen.

· To assist in many classroom activities.

· To coordinate functions and communicate with other parents.

Additional parent volunteers will be trained for Writing Workshop, math explorations and/or reading activities.  You are encouraged to use parent volunteers, but not until they have been trained.  Training will take place early in October.  All volunteers must sign in before entering your room.  They are to wear appropriate badges which identify them as volunteers.

PARENT VOLUNTEER PROGRAM
As a way to better organize our present use of parent volunteers, a parent form has been developed to gather data from those parents interested in helping out in our classrooms.  The classroom teacher will send out and collect this form in order to get an idea of those available to help.  Then the classroom teacher will decide on who and how many helpers he/she can use.

An orientation for all volunteers will be held early in the fall before the program begins.  As in the past, remember that any guests or volunteers must sign in at the office to indicate their presence in the building and wear appropriate “volunteer” badges.

PARTIES

Classroom parties may be held, (but not required) as follows:   Halloween, December Holidays, Valentine’s Day, end-of-the-year activities. 

STAFF MEETINGS

A schedule of faculty, I.&R.S. and grade level team meetings will be posed in the Friday bulletin.  Faculty meetings will occur the first Wednesday of each month (when possible) in the library promptly at 3:15 p.m.   District Curriculum meetings will be held the fourth Wednesday.   Meetings for non-tenured staff will be scheduled as needed.

PUPIL ATTENDANCE/TARDY POLICIES

Each teacher is to keep an accurate record of pupil attendance/tardiness for pertinent referral and report cards.  You will be marking the attendance on the computer.  This must be done by 9:15 am.  Be sure to bring your attendance record book with you during fire and evacuation drills.  A monthly computer printout will be provided so you can check your record keeping with the office.  This should ensure accuracy when marking periods require the information to be recorded on report cards.

Attendance

A student must be in attendance for at least four (4) hours to be counted as present for the entire school day.

A student will be considered to have attended school for a half day if he or she has been present for at least two (2) hours.

A student will be considered absent from school if she or he has been present for less than two (2) hours (including Kindergarten students).

Notice to Parents Regarding Absence

When a student has been absent 11 days in any one school year, the principal/assistant principal will notify the student's parent in writing of the number and dates of the absences and possible adverse academic consequences.  A copy of the notice will be sent to the District attendance officer.

When a pupil has been absent 20 days in any one school year, the principal/assistant principal will send a written notice to the student's parent warning of possible adverse academic consequences and requiring a conference with the parent(s), student, principal and guidance counselor.  A copy of the notice will be sent to the district attendance officer.

When a student has been absent 36 or more school days in any one school year, the principal will notify the student's parent in writing that the pupil will be retained at his/her grade level.

PUPILS

No pupil may be excused from school grounds except by the principal or school nurse.

When classes are moving through the building, children are to conduct themselves properly as other classes will be in session.

Children are never to be left unsupervised in the classroom or in other areas of the school…in case of emergency demanding coverage, contact the office or fellow teacher to provide temporary supervision.  Children are never to be left unsupervised on the playground.

Please check with the office by intercom before sending children, especially for discipline.  They may come and find no one; they usually say they do not know why they are there, and if they are causing that much trouble, the principal should have heard about it before it reached the point of excluding them from the room.  If necessary, we can discuss alternate forms of discipline.  Be careful, too, when sending children to the nurse.  Make sure that the nurse is aware of the situation.  Should children become ill, please send them to the nurse with another child.

LIBRARY

Each class is encouraged to utilize the library to extend all curriculum areas.  The library may also be used by a classroom teacher for research projects; or individual students may go to check out materials or use reference or audio-visual materials, when librarian is present.

CAFETERIA
Each staff member should discuss with his/her class prior to the first cafeteria experience, the proper behavior expected of them.  Please take some time to review lunchroom discipline and fire drill exits, both the first day of school and periodically during the year.  Frequent reading of our school’s code of behavior would be helpful reminders to the children about appropriate cafeteria and playground behaviors.  In case of a fire drill, exit the outside doors. Please do not leave the cafeteria until your students know and understand the cafeteria procedures.  Teachers are to escort their classes to their assigned cafeteria stations.  Please review the following procedures.

Cafeteria Procedures

· Walk quietly into the cafeteria behind your teacher and sit down at your table.

· If you are buying lunch, walk to the line and wait quietly.

· When you are sitting at your table, talk to the student on either side of you or in front of you.

· Raise your hand and stop talking as soon as an adult raises her hand; listen to directions.

· Clean up your garbage from the floor and table, throw it away in the large garbage cans when your table is called and put your tray away quietly.

· Walk to the line quietly and keep your hands to yourself.

· Follow the student in front of you in a single line through the school and down the hill.

Lunch Procedures

Lunch count for the cafeteria lunches and extra milk should be taken when the children arrive in the morning.  Fill out the form provided and send it to the office by 9:15.  Send your personal lunch order at this time also.  It is most helpful to indicate your order ahead so preparations can be made.  Lunch prices are as follows:





Elementary lunch
-
$2.15  





Adult lunch

-
$3.15





Milk


-
$  .50

INCLEMENT WEATHER
On inclement weather days, the students will have recess in their classrooms.  The classroom teacher must be on time when the lunch period ends since the lunch aides must supervise the next lunch period.

Delayed Opening Schedule

Classes begin at 11:00 a.m.  Lunch will not be served.

There is no recess period.  A special delayed opening schedule is included in this handbook.

SUPPLIES

Teachers are to record their selection of supplies on the clipboard when removing such from the stockroom.  Please use discretion when requesting and using supplies.

BICYCLE SAFETY
Students will be riding their bicycles to the school.  They will obey bike safety rules, place their bikes in the bike racks and lock their bikes.

ASSEMBLIES
Most whole school assemblies will take place in the gym.  Other grade level assemblies  will be scheduled for the cafeteria.

CLASSROOM RECESS
The playground is available for recess activity.  Do not schedule recess during lunch playground time.  Supervision of recess activities is the responsibility of the classroom teacher.  Physical Education classes have preference of fields.  Recess should not be scheduled before 10:30 a.m. (except Kindergarten) or after 2:30 p.m.  The general guideline for length of recess is twenty (20) minutes.  If children are using the large equipment piece, a teacher must be on duty in that specific area.  See playground rules for detailed rules.

Please inform the office if you are planning to leave the building for any reason (for extra recess, nature walks, etc.)  Please remember that students cannot be taken from school property without parental/custodial written permission via the use of permission slips.  If you are leaving the building during your lunch or prep periods, please also let the office know.  Any time classes leave the building and are remaining on school grounds, teachers must bring a two-way radio with them.

FIELD TRIPS/FEE COLLECTION
Planned field trips are encouraged to enhance and support curriculum goals.  Remember, there is now a fee charged for use of any bus.  Call the transportation department for information, or check with your grade level leader.  Permission slips are required for all trips where students leave the school premises.  You may also wish to consider factors such as cost, distance and location when planning your field trip.  Please work closely among grade levels to better coordinate field trip plans to avoid duplication of trips.  Notices for parent permission must be approved through the office before sending them home.

Field trip fees that are collected for admission, buses, etc., which will require issuance of a school check, must be turned in to the Office for deposit no later than 3 days before the scheduled field trip.  These fees should be collected by checks made out to “Cash” or “Mount Prospect School” only.  We cannot deposit checks in the school fund account that are made out to individual teachers, even if the teacher signs the back of the check.

All teachers should refer to information provided by the nurse in a September memo indicating students who will need a school nurse or parent chaperone to attend the trip.

STAFF ADVISORY COUNCIL
Teacher representatives from the grade levels and special area teachers will meet with the principal to discuss the philosophy of the school, problem solve concerns and define procedures.  The representatives will provide the communication link between the teachers and the school administration.

AUDIO VISUAL
TV’s and VCR’s will be housed in the different wings of the school.  An adult is the only person allowed to wheel the equipment to the room.  Students are not allowed to move equipment.  If any equipment needs repair, send a note to the audio-visual coordinator describing the problem.  The coordinator will make the arrangements for repair.

HOUSEKEEPING
Every student and teacher is expected to take a special interest in preventing any damage to walls, desks, chairs, etc.  Children should not be permitted to write on desks or non-consumable books.  With a combined effort and proper supervision, property damage and discipline should be at a minimum.

Windows are to be locked at the end of the day.

Textbooks and papers are to be picked up by the end of the day.  The tops of the student desks or tables should be free of clutter.  Chairs are to be placed on top of the desks by the older students.

Proper ventilation is absolutely essential in all classrooms during the school day.

Students hang their coats in the cubbies.

Neatly place boots or lunch boxes in the cubbies.

Coats, lunch boxes, boots, etc., should be taken home daily.  Avoid storing items that might draw unwanted creatures.

Inspect children’s desks and have them cleaned out at least once a week; broken bindings on books could be one result on infrequent cleaning of desk.

Classroom lights should be turned off when your classroom is not in use.

Lock your classroom door at the end of the school day and leave the key in your mailbox.  This is very important in case you happen to be out the next day and a substitute needs the key to get into your classroom.

Upon unlocking and opening your classroom in the morning, room keys should be hung in the designated location.  Since specialists and lunch aides will also be working in the rooms, it is imperative that keys are left in this location.  In the event of a lockdown, any teacher using a room must be able to lock it. 

TELEPHONE/E-MAIL
Phone Personal Use
Phones for use by staff are located in the classrooms. Please make sure that the greeting message is appropriately updated.  Reference pages 40 and 41 for directions on changing messages, and other voice mail operations. Please charge any toll calls to your home phone by contacting the operator for credit card or reversing charges procedures.  Use of the office phone is discouraged when phone calls require confidentiality issues.  Parents are in and out of the office frequently and should not hear a teacher speaking about another child.

Phone Student Use

Any student needing to use the phone during the school day must receive written permission from the teacher including the reason for the phone call.  Again, phone calls should be restricted to only those occasions when a child must reach a parent.  Your help in guiding students as to their responsibility for homework, library books, lunch money, etc., will be needed in an effort towards restricting unnecessary calls.

E-Mail

E-mail will be regularly used to communicate among staff and with parents.  Please check e-mail daily.  Students should not use staff e-mail for personal use.

DISMISSAL
Please see bell schedule for specifics.  After school care and mini-units, etc., will be dismissed with the walkers. Any change in dismissal procedures will be announced over the intercom.  Teachers are to accompany and stay with their classes until all buses are loaded and all students are dismissed.

DISMISSAL PROCEDURES
Confirm with your students early in the day if there are to be any changes in their dismissal.  

Please dismiss all students promptly.  If you are aware that a child has missed his/her bus, please accompany such a child to the office while he/she contacts the parents or emergency numbers.  If your class has a special during the last period of the day, they may be dismissed from that special area by the regular classroom teacher.  Therefore, they are to be sent to their special prepared for dismissal.

Please walk your students to the dismissal doors.  Children should walk through the halls in single file and stay to the right.  During and after dismissal, designated teachers will monitor the bathrooms to ensure that no children are left in the building.  Sibling pick up is for students in Grade K only.  No other grades should have any sibling pick up arrangement.
BUS RULES/SAFETY

Please carefully read the transportation procedures from the transportation coordinator.  You will note that children will not be permitted to exit at any stop other than his/her assigned one.  No play dates or social arrangements are discouraged.  Please inform the principal if you suspect abuse of this rule.

As in the past, any exceptions must be requested in writing from the parent, and the office needs to be notified.  If a child does not have a note, he/she goes on the bus or regular mode of transportation.

Children will be picked up in the office, not the classroom.  Parents attempting to pick up children before dismissal, at a location other than the office, should be directed to the office.

Walkers and car pickups are dismissed at the same time, along with the first arriving buses.

VISITORS
Visitors to the building are to sign in on the visitor roster in the office and are required to wear a “Visitor” or “Volunteer” badge.  There is no exception.

*Do not permit a parent to engage you in conversation at your classroom door.  They must make an appointment to meet with you.  Inform the principal, if a parent is abusing your time.

NEC TELEPHONE & VOICEMAIL INSTRUCTIONS

Setting up Your Voicemail

From your class/office telephone:
· Press message Button

· Either pick up handset or use speaker phone (your choice)

· ***Follow system prompts.

· Answer questions 1= Yes 2= No

· Yes to Directory\

· Yes to security code.  Enter security code

· Two greetings (your choice)

Important – you must press 1 to accept the changes.  The prompt will say welcome to the voicemail and you are finished.

From home/another phone or for those with a 300 extension (voicemail only):

· Call the main number (908)470-1600 or from an interior building phone dial *2 and extension number

· When you hear the main greeting, dial 9 plus your extension number

Follow the above ***

Checking Messages

· From class/office phone extension:

· Press message button on phone and follow prompts

· From home/another phone or for those with a 300 extension

· Call main number

· At main greeting, dial 9 plus your extension and follow prompts

Transferring calls

· To Transfer a call directly to voicemail:

· Press transfer and dial the extension number, plus 7, hang up

Tips for Troubleshooting Telephone Problems 

The attached list includes easy fixes for the most frequent telephone problems.  If you are experiencing problems with your telephone, please follow the instructions to correct them.

To adjust the volume of the ring on your phone – while the phone is ringing:

press the Up ^ or Down   arrows.

To leave a message on a voicemail only extension (i.e. any 300 extension), from a Mount Prospect School phone:  dial 190  when you hear the school greeting dial the extension number.

To transfer a call to a voicemail only extension (i.e. any 300 extension), from a Mount Prospect School phone:  press Transfer  dial 190  at greeting dial the extension number and hang up.

If you call another extension (except a 300 extension) in the building and only get a busy signal; it may be due to the phone being set on DND (Do Not Disturb), or the phone is in use.  If a busy signal continues upon redials, please notify the person assigned to that extension so it can be corrected.

If the “Feature” light on your phone is blinking; it means:

· You are being reminded that the phone is not in normal status


· You have a voicemail

· You have set your phone to forward to another extension

If your phone does not ring and calls are going directly to voicemail; check the display on your telephone directly above the time.  It should show DND  (do not disturb) – to correct press Feature, 69, Feature.

If your phone continually rings and does not go to voicemail:

· Turn on speaker 

· Dial 43

· The display should show FWD (    )

· Dial 190 and hit speaker 

REIMBURSEMENT FOR GRADUATE WORK

1st Masters – Reimbursed at 100% of Rutgers rate

2nd Masters – Reimbursed at 75% of Rutgers rate

Doctoral Work – Reimbursed at 75% of Rutgers rate

Matriculated students in a degree program will be reimbursed at the above contracted rates.  Non-matriculated course work will be reimbursed at a rate of 50%.  Tuition will be aligned with the current Rutgers University tuition.  Registration fees/student activity fees are not factored into your reimbursement.  In order to receive a salary guide increment in September, the Superintendent must have your transcript no later than August 15.  In order to receive a salary guide increment in March, your transcript must be to her no later than February 1.  To be considered a matriculated student, you must have a letter stating your eligibility for matriculation from the college or university.  All courses need to be approved before you register.  The secretary has course approval sheets.  One must be filled out for each course and sent to the Superintendent.  To submit your request for tuition reimbursement, you must have the following:

· Your original bill from the college or university

· A signed purchase order

· Your transcript with your grade(s) – A grade of  “B” or better for reimbursement

· A copy of your approval form

· A copy (front and back) of your personal check or method of payment.

It is advised that you keep a folder for all your graduate work papers.

PERMANENT RECORD FOLDERS/ASSESSMENT FOLDERS
There is a permanent record folder for each pupil in the office with which you should become familiar.  These may be signed out and taken to the classroom during the day, but must be returned to the office before you leave for the day.  You should acquaint yourself with the policy adopted by the Board which is on file in the office.  Files are open to parent review upon request.  Special Services files are kept in the Special Services offices, and can only be read in that location.   All district assessments and conference forms will be kept in an assessment folder in your room.  All of your specified grade level assessments will be added to the student assessment folder, not the cumulative folder.  These folders will be reorganized each year and passed on to the next year’s teacher.

*See district procedures for update

DIRECTIONS FOR APPLYING OUT-OF-DISTRICT PROFESSIONAL WORKSHOP

1. 
Check with the principal to see if the workshop is of value and if there are funds available.  The PTO does have some funds.

2. The Principal will approve the workshop and decide who will pay for it.

3.   Fill out the Request for Pre-Approval of Travel Expenses form and give it to


the principal. 

4.  
Mail the Workshop Registration Form with your personal check.

5.  
Upon completion of the workshop:  Get the Travel Expense Form back from the secretary and fill in the correct mileage if the principal approved it to be paid by the District.  If the PTO is paying for the workshop, the staff member must fill out the reimbursement form with a copy of the cancelled check or receipt(s).

6.  
Fill out the Professional Day Report - get from the secretary.

ELEMENTARY GUIDANCE PROGRAM
The Elementary Guidance Program is designed to assist each student in knowing oneself as an individual, in making the most of one's strengths and in correcting or compensating for one's limitation.  Elementary school guidance activities are preventative, diagnostic and remedial in nature.  The program provides direct services to students and indirect services to faculty, parents and the community.  Our program is based on a team approach.  To be successful in helping our students, communication and consultation with administration, faculty and parents is essential.  Everyone is encouraged to take part in the Guidance Program.  There is a great opportunity to help the students in our school.   We are fortunate to have a full-time guidance counselor.

FIRE DRILLS
One fire drill and one security drill will be held each month.  Two drills are to be done by the end of September.  Please familiarize yourselves with the location of the fire boxes throughout the building.  Each room has specific directions posted for a fire drill.

Fire drill bell is a continual loud ring.  Caution your children against putting their fingers in their ears.  They will not be able to hear your directions.

Return bell is a regular school bell.

LOCKDOWN DRILLS
Lockdown drills will occur periodically.  Classroom teachers should immediately lock the classroom door, (move all children to an area of the room out of view of the door or corridor), turn off the lights and close the shades.  Doors should remain locked until the end of the drill.   Use red medical form to slide under door in the event of a medical emergency.

CRISIS MANAGEMENT TEAM
The building Crisis Management Team meets regularly to discuss evacuation, lockdowns, fire drills and any other events that may have an impact on students or staff throughout the year.  Team updates are provided at each faculty meeting
FIRE DRILL AND WALKING EVACUATION PROCEDURES

	YOU MUST HAVE WITH YOU:
     → Class List

     → Red/Green Attendance Sign
	Classroom Teachers Please Note:
     → If you are not with your students, you  

          must immediately find and join your   

          class


Fire Drill Procedures

When the fire alarm rings, exit out the exterior doors as indicated on your pink fire drill emergency plan (posted by your classroom door).  Proceed to the Allen Road parking lot using the front and rear sidewalks around the building.  

Once you have assembled in the Allen Road parking lot, take attendance.  If you have 100% of your class, hold up the green side of your sign.  If you are missing a student, hold up the red side of your sign.  Administrators/designees will account for all classes and students or locate students that are not present with their class.

When it is safe (cleared by administration or emergency personnel) to return to the building, teachers will return to their normal locations.  
Walking Evacuation Procedures to the Golf Course Parking Lot

When an evacuation is deemed necessary, teachers will follow the above procedures for fire drills.

Next, teachers and staff will be notified to begin “walking evacuation procedures.”  Classes will form two walking lines and walk towards the Allen Road parking exit.  Designated school staff will be posted at the exit of the school parking lot and assisting in crossing Allen Road.  

When safe, the two lines will cross the street (Allen Road) directly opposite the school parking lot exit and proceed right on the sidewalk towards the golf course parking lot.  Once the two lines have turned into the golf course lot, classes will move directly to their assigned section for each grade level.  The assigned section will be indicated by a staff member holding a large placard with the grade level on it (K, 1, 2, 3, 4, 5).  

Teachers must take attendance again and hold up their red/green attendance card.  If you have 100% of your class, hold up the green side of your sign.  If you are missing a student, hold up the red side of your sign.  Administrators or designees will account for all classes and students or locate students that are not present with their class.

The administrator/designee in charge will specify when it is safe to return to the school.  When directed, classes will form two walking lines in an orderly fashion and will return to the school via the same route.
	For Preschool/Primary Classes – Walking Evacuation

Teachers will proceed with their classes into the Tiny Turtle Academy classrooms.  

Should the classrooms be unavailable, teachers shall assemble in the shopping mall parking lot directly in front of Ivy Leaf School, away from the parking spaces.


Lockdown Procedures

Daily

· Always pick up your key from your mailbox at the beginning of the day and unlock your classroom door.  Get familiar with the functioning of your lock.

· Hang your key on the hook/screw next to the classroom door.  The key should remain there throughout the day so any staff member utilizing the room will be able to lock it down.

· Always place your key back in your mailbox before leaving the building at the conclusion of your workday.

If a lockdown drill or actual event occurs:

· An announcement will be made over the PA system.  “A lockdown is now in effect.  A lockdown is now in effect”.

· Immediately retrieve the room key and lock the door.  Before closing the door quickly scan the hallway for any students in proximity to you.

· Lock your door (if lights are situated next to the door, turn off the lights).

· Move the children to the closet area of the room if you are in a regular classroom.  If you are in a different kind of room, move your children to an area of the classroom out of direct view of any exterior doorway.

· Close the shades to the classroom.

· Do not unlock or open the door for any reason during a lockdown.  

· The end of a lockdown will be communicated by an administrator, administrator designee, or a police officer keying into your room.

Priority Order:

· Lock the door

· Move the children

· Turn off the lights

· Draw the shades

Special Circumstances:

· If classes are traveling to a special and a lockdown is announced, the class should go into the closest room.

· The library should be locked down.  Students should be directed to sit on the floor in the computer room area of the library behind the dividers.

· If students are outside the building during a lockdown, generally we will not have them come back into the building.  Information will be conveyed via radio.  Please make sure you inform the office when you are outside the building, and send a student to the office to pick up a radio before going outside so you can be contacted if necessary.

FIELD TRIP INSTRUCTIONS

Wendy Lafontaine - Transportation Supervisor

(908) 541-9574 

Important Information
Please observe the following guidelines:

· Discuss the proposed trip with your principal to gain tentative approval for the class trip or other extra-curricular activities.

· Telephone your request to Jeanine Breslin at the Transportation Office (908) 541-9574, to make the preliminary arrangements for your class trip activities.

· Complete the pink form to request for transportation, extra curricular and field trip     

· activities form.  This form can be obtained from the school office.  It is imperative that all requests be in writing on this form and sent posted to the transportation department in care of the Board Office at least two weeks in advance of the scheduled trip.  This form must also be signed by the Principal before it is sent to the Transportation Office. 

· Please do not contact bus companies or bus drivers prior to making a formal, written request.

· Upon receipt of your request, all arrangements will be finalized with the contractors.

· After the transportation arrangements for your trip are completed, a 3-part trip

confirmation form is forwarded to the school principal for approval and signature.

A pink copy of this is sent to the teacher or staff member confirming the field trip.


Cost for Board of  Education buses/vans will be as follows:


Monday through Friday Cost: 


$96.25 per vehicle for 1st 2 hours

$74.75 per hour for each additional hour

Hours

For Use of Board Vehicle:  9:00 a.m. to Noon or can have a drop off in a.m./pick up at destination after 4:00 p.m.  The cost is for in/out of district trips.  Out of district trips must be in a 50 mile radius of school.

Bus Capacity

1 School bus transports 54 students


1 School van transports 20 students


1 Coach bus transports 46-48 students

 Availability of vehicles:  Bernards Township Buses/Vans

· 1 school bus available between 9:00 a.m. and Noon or 12:15 p.m. must be

back for kindergarten runs.
· 1 school bus available between 9:00 a.m. and 9:30 a.m. to take trip to close

in district field trips then is available at 10:45 a.m. to bring students back to

school by noon or 12:45 p.m.
· 1 school van between 9:00 - 11:30 a.m. unless driver has a 9:15 a.m. school run.
· If  trip is coming back to school after 1:45 p.m., the buses can pick up at the

destination and bring back to school by 2:00 p.m.

Student Trip Check-Off List

1.
Contact Transportation 908-541-9574 with dates to make sure buses



are available

_______2.
Local transportation request form completed, signed by principal and faxed to  Transportation Office 908-541-0472


3.
Make sure you have enough chaperones


4.
Information letter/permission form to parents completed and sent


5.
Fees collected from all students-only cash or check made out to school


6.
Permission slips all in-only students with signed slips can go on trips


7.
All money turned in to office to cover check-(3 days before trip) attached



to a "Trip Money Collection Form" properly filled out


8.
Cafeteria notified-3 days before trip


9.
Inform Nurse of trip dates

_____10.
All trip information to be written on calendar in the front office in pencil (dates, times, leaders)

Additional information see Board Policy File Code:  M2341 Field Trips

Mount Prospect School - Field Trip Permission Slip

Please complete this form that will accompany your child on the field trip.  This information is necessary should we need to contact you while we are away from the school.  No student will be allowed to participate without this form being filled out and signed by the parent or guardian.  The information on this form is considered confidential and will accompany the school trip leader/nurse on the trip.  Please have your child wear the school shirts or a navy blue shirt.

Permission is granted for 



 to take a trip to




                                               name of student                                                  destination

by 





  on 





 


                  mode of transportation                                            date

Time of departure is 



 and  time of return is 



         .           

Trip Amount _________________________

Please provide the information requested below as it may be needed in case of an emergency.  This information does not modify the information on the emergency card.

Student's Date of Birth: 

                   
Allergies






Conditions requiring special consideration (medical/physical)






Any medications currently taken (type of medication and time of administration)

Contact Information for Day of Field Trip Only:

Primary Contact Name 

_______Relationship to student





Home phone #  (    )



 Work phone #   (      )






Cell/pager #   (     )



  

Secondary Contact Name



 Relationship to student




Home phone #  (    )



 Work phone #   (      )






Cell/pager #   (     )



  

Child's physician




Phone #  (    )





Child's dentist





Phone #  (    )






Health Insurance Information:

Company Name



 Policy #


  Group #



Date 


 Parent/Guardian Name (Please Print)






Parent/Guardian Signature











To any doctor or hospital: The above signature constitutes authorization to perform any necessary treatment for my child during this field trip.

SOMERSET COUNTY EDUCATIONAL SERVICES COMMISSION
P.O. BOX 68

RARITAN, NJ 08869

FAX: 908 (541-1138)                                             PHONE: 908 (541-1128)

CELL: 908 (458-0280)

Request for Transportation

Extracurricular and Field Trip Activities

Please complete this form and return to (S.C.E.S.C.) Transportation Office at least two (2) weeks in advance of the trip.

Trip Details

Trip Name: _____________________________________Trip Date:  ____________________ 

Trip Type: ________________________________ Activity Type: ________________________

Reason for Trip: _______________________________________________________________

Account: ________________________ Requester: ___________________________________

Account Notes:________________________________________________________________________

Origin:  _______________________________________________________________________

Departure Date: _____________________________ Departure Time: _____________________ 

Return Date: ________________________________ Return Time: _______________________

Destination: _____________________________________________________________________________


Arrival Date: _______________   Time: _______________  

Departure: _________________ Time: ________________

Number of: Adults _______ Students _________ Wheelchairs ___________ Vehicles _______

Contact Name: ______________________________Contact Phone: ______________________

Note: ______________________________________________________________________________

______________________________________________________________________________
Special arrangement or needs: _______________ _____________________________________

1 SCHOOL BUS – TRANSPORTS (54) STUDENTS

1 SCHOOL VAN – TRANSPORTS (24) STUDENTS
Cost of Somerset County Vehicle Rates Sept 2010 – Sept 2011

Cost for Trips: $96.25 per hr for 1ST (2) hours

              : $74.75 per hr for each additional hour.

** Somerset County Buses are assigned when available if not a private contractor is used.

     Confirmation is sent to the school with approximate cost.

K-12 BUS TRANSPORTATION PROCEDURES

Bus Transportation Procedures K-12

Students may not ride on buses other than those assigned or exit their assigned bus at different stops.  The school district is legally responsible and accountable for the safe transportation of students.

All pupils transported and all bus routes are on file with the Department of Education and our bus contractors.  If students were to ride on buses other than those assigned, the Transportation Supervisor would have no way of verifying which students are riding on the buses.  Often, Police involvement is required when students do not get off at their assigned stops.

Therefore, all students must be picked up at the same stop each day, and discharged at the same location.

The only time a student may ride a different bus is in an emergency, illness or death in family.  In this case, the Transportation Department must be notified by telephone (908-541-9574) and in writing to be kept on file

If parents are going to be away (vacation or business trip), they must arrange for the caregiver to transport the student to and from their assigned bus stop.  Regardless of age, all students are discharged at their assigned bus stop.  It is the parents' responsibility to make arrangements to receive their child as they depart the bus.  Please Note:  Your child will be discharged at his/her afternoon bus stop whether or not you are there.  Therefore, be sure to arrange a contingency plan in the event you are not able to be there, and review this plan with your child.

Because the security and safety of our children is of utmost importance, the above rules and regulations must be followed without exception.

We appreciate your support and cooperation in this vital matter.






Director of Transportation

Student Transportation Additional Information

Bus transportation/Car Pick-Ups/Walkers

Dear Parents,

The beginning of each school year brings many questions from parents regarding dismissal procedures.  To help define the options, you need to know that your child will belong in one of the following categories:

· Bus student both ways five days a week
· Car pick-up both ways five days a week
· Walker both ways five days a week
· Combination of the above on scheduled days of the week

Examples:

· Walk to day care and bus on scheduled days of the week.

         
Or

· Walk to day care and car pick-up on scheduled days of the week.

Or

· Bus and car pick-up on scheduled days of the week.

· Students may be picked up before dismissal only on an emergency basis.  We certainly do encourage you to schedule all appointments after your child returns home from school since interruptions before dismissal time remove the child from the instructional setting.  Early pick-ups create a distraction in the classroom and are difficult to manage.

· The school does not accept notes from students requesting permission for play-dates and social engagements.

At all of our schools, we have a high volume of car pick-up traffic and a significant number of dismissal combinations that change from day to day which can create uncertainty for our youngsters and those in charge of safely dismissing students.  It is our sincere desire to help those youngsters dismiss with confidence and efficiency.  Kindly complete the attached registration form indicating the weekly dismissal schedule for your child, and return it to school tomorrow.  We thank you for your understanding.  If you have any further questions, please contact us at school.

REGISTRATION FORM FOR WEEKLY DISMISSAL SCHEDULE

In order for the school to be aware of the dismissal specifies for each student, your cooperation in completion of the attached registration form is necessary.  Please complete the general information portion at the top of the page.  Then complete the exact destination and means of transportation at dismissal time section for your child.

Please return this form to school tomorrow.

For example:

Day



Destination



Means of Transportation

Monday:


Wonderful Daycare Center

walk





Tuesday:


home




bus





Student Name













Grade



Teacher









Parent/Guardian Name











Home Phone





Work Phone






*Name of Pick-Up Person











Relationship to student











(*If other than parent)

Day



Destination



Means of Transportation

Monday:













Tuesday:













Wednesday:













Thursday:













Friday:














Parent/Legal Guardian Signature




Date

OBSERVATION AND EVALUATION PROCEDURES

As is required by New Jersey State Law and included in the Agreement with the Bernards Township Education Association, observation and summary evaluations must be completed with all teachers annually.  Tenured teachers shall be observed at least once and non-tenured teachers at least three times each year.  In the hopes of making this process more beneficial to both the professional staff and the students, the following list includes many of the performance expectations that supervisors, principals and other administrators try to observe as a primary part of the process.  Hopefully, clarifying these expectations will demystify the observation process, both for the person being observed and for the observer.

Certainly, we all recognize that it is impossible to identify all of the elements which contribute to the art and science of good teaching and no one should be expected to demonstrate all of the performance expectations in one lesson; but, at least it will give us a starting place so that a teacher will not wonder what the observer will be looking for and it will provide a good basis for discussion at the post-observation and summary evaluation conference.

Teachers should have copies of their lesson plans and the written materials they will be using available for the observers when they enter the rooms.

Performance Expectations:

· Shows Evidence of Careful Planning 

· Teaches to Board approved courses of study and curriculum guides

· Designs lessons appropriate for the students' ability

· Includes measurable objectives, activities and materials designed to meet the objectives, and means to assess student growth

· Initiates and preserves proper classroom management and discipline 

· Makes rules and expectations clear to students and requires observance of those rules

· Demonstrates behavior that is achievement-oriented and business-like

· Is consistent and fair in expectations of behavior

· Handles behavior problems individually

· Avoids nagging and sarcasm

· Knows whether students are understanding and instructs accordingly - -

· Regularly checks for understanding and adjusts strategies when needed

· Uses various methods of checking for understanding

· Makes provision for various learning styles -

· Uses a variety of instructional strategies and methods

· Involves students actively in the lesson

· Demonstrates effective modeling

· Uses a variety of teaching aides and resources

· Demonstrates a keen understanding of subject matter -

· Displays knowledge of text materials and other resources

· Demonstrates comprehensive knowledge of related disciplines

· Answers student questions thoroughly

· Goes beyond the text to enhance the content

· Has students summarize and appropriately close each lesson

· Creates and maintains a supportive positive classroom environment -

· Responds positively to students both verbally and visually

· Uses techniques that engender enthusiasm in students (change of pace, voice inflections, body movements, etc.)


· Uses humor in proper perspective 

· Encourages positive behavior by maintaining self-control

· Displays students projects and other samples of work

· Demonstrates good questioning techniques 

· Addresses all level of Bloom's Taxonomy

· Addresses questions to all class members

· Rephrases questions when appropriate

· Provides for varying levels of ability of students 

· Uses cooperative learning when appropriate

· Provides different assignments and/or activities for students of varying abilities and/or interests

· Stresses activities that require analytical and critical thinking as well as recall of fact

· Gives evidence of student learning taking place 

· Offers a variety of assessment strategies that are rigorous and meaningful

· Assigns homework and makes students accountable

· Periodic review of student work shows consistent improvement

· Demonstrates good communication skills 

· Gives clear and concise directions

· Models proper command of the English language in both written and spoken communication with students, colleagues and parents

If both the administrator and tenured teacher are in agreement, one of the following may be used as the primary basis for the summary evaluation:

Portfolio

A written, or written and pictorial record of such things as student work, teacher work, student and/or parent reactions, etc.  In addition, a portfolio should include the teacher's own evaluation of the year.

Video tape

Either a video portfolio or a video tape of a lesson or different lesson.  Segments with an accompanying self-evaluation.

Student Evaluation - When age appropriate, students are given the opportunity to complete an anonymous evaluation of the teacher's instructional methods and classroom climate.

LESSON PLANS

The Collection of Lesson Plans

Lesson plans will be collected and reviewed on at least a monthly basis.

Lesson plans may also be reviewed informally by administration at any time and should be available during observation.

Substitute teachers are expected to follow the teacher’s regular and/or emergency plans.  Procedures for substitute teachers should be available and should include additional activities, class lists, schedules, textbooks, and emergency plans.

The Writing Objectives

Objectives of the lesson should be written with reasonable specificity including a phrase or statement of the learning outcome.  The learning is the curriculum content to be learned during the lesson period.

Language Arts (examples based on Bloom’s Taxonomy)


The student will be able to define three types of literary conflict (knowledge)


TSWBAT describe a character’s physical appearance (comprehension)


TSWBAT employ alliteration and personification in a poem (application)


TSWBAT distinguish main idea from supporting detail (analysis)


TSWBAT pose a solution to a character’s problem (synthesis)


TSWBAT evaluate the effectiveness of a reading selection (evaluation)

Social Studies/Reading (example based on the teaching of an interdisciplinary lesson)

TSWBAT connect the local history of the Astor estate with the sinking of the Titanic through reading passages from the novel “A Night to Remember”

The Writing of Activities/Methods

Activities should include the behavior of the student.  The behavior refers to what the students will do to show that the content has been learned.  The level of complexity of the learning and the behavior of the learner must be congruent.  The methods by which the teacher is delivering the subject matter should also be included.

The Writing of Assessment/Evaluation

Assessment/evaluation should include the methods by which the teacher is ascertaining the level of student understanding of the material.  Some evaluation and assessment methods include but are not limited to: teacher observation, graphic organizers, quizzes, tests, projects, performance assessments, rubrics, and writing samples.

PERMISSION SLIP
DATE: ___________________________

To Whom It May Concern:

PLEASE CHECK ONE  

_________I do give my permission for my child__________________________ 









  student’s name


__________I do not give my permission for my child ______________________ 









  students name

to have his/her photo appear in the newspaper in connection with the Mount Prospect School.

Signature of parent/guardian ______________________________      ________










         Date

BLOOM'S TAXONOMY

1.
KNOWLEDGE.  Knowledge is defined as the remembering of previously learned material.  This may involve the recall of a wide range of material, from specific facts to complete theories, but all that is required is the bringing to mind of the appropriate information.  Knowledge represents the lowest level of learning outcomes in the cognitive domain.

For Stating Objectives on the Knowledge Level

Acquire

Indicate
Outline

Recite


Elect

Count


Label

Point

Recognize

State

Define


List

Quote

Record


Tabulate

Distinguish

Match

Read

Repeat


Trace

Draw 


Name

Recall

Reproduce

Write

Identify

2.
COMPREHENSION.  Comprehension is defined as the ability to grasp the meaning of material.  This may be shown by translating material from one form to another (words to numbers), by interpreting material (explaining or summarizing), and by estimating future trends (predicting consequences or effects).  These learning outcomes go one step beyond the simple remembering of material, and represent the lowest level of understanding.

For Stating Objectives on the Comprehension Level

Associate
Differentiate

Extrapolate

Illustrate

Reorder

Change
Discuss

Fill in


Interpret

Represent

Conclude
Distinguish

Generalize

Paraphrase

Rewrite

Compare
Draw


Give in own 

Predict


Restate

Contrast
Estimate

words


Prepare

Summarize

Convert
Explain

Give example

Read


Transform

Describe
Extend


Infers


Rearrange

Translate

Determines
Interpolates

3.
APPLICATION.  Application refers to the ability to use learned material in new and concrete situations.  This may include the application of such things as rules, methods, concepts, principles, laws and theories.  Learning outcomes in this area require a higher level of understanding than those under comprehension.

For Station Objectives on the Application Level


Apply

Demonstrate

Illustrate

Predict

Show
Calculate
Develop

Manipulate

Prepare
Solve

Choose
Discover

Modify

Produce
Transfer

Classify
Employ

Operate

Relate

Use

Complete
Examine

Organize

Restructure
Utilize

Compute
Generalize

Practice

4.
ANALYSIS. Analysis refers to the ability to break down material into the component parts so that its organizational structure may be understood.  This may include the identification of the parts, analysis of the relationship between parts, and recognition of the organizational principles involved.  Learning outcomes here represent a higher intellectual level than comprehension and application because they require an understanding of both the content and the structural form of the material.

For Stating Objectives on the Analysis Level

Analyze

Contrast

Discriminate

Infer

Relate

Breakdown

Deduce

Distinguish

Order

Select

Categorize

Detect


Group


Outline

Separate

Classify

Diagram

Identify

Point Out
Subdivide

Compare

Differentiate

Illustrate

Recognize
Transform

5.
SYNTHESIS. Synthesis refers to the ability to put parts together to form a new whole.  This may involve the production of a unique communication (theme or speech), a plan of operations (research proposal), or a set of abstract relations (scheme for classifying information).  Learning outcomes in this area stress creative behaviors, with major emphasis on the formulation of new patterns or structures.

For Stating Objectives at the Synthesis Level

Arrange

Deduce

Generalize

Prescribe
Rewrite

Combine

Design


Integrate

Propose
Summarize

Compile

Devise


Modify

Rearrange
Synthesize

Compose

Develop

Originate

Reconstruct
Tell

Constitute

Document

Organize

Relate

Transmit

Construct

Explain

Plan


Reorganize
Write

Create


Formulate

Prepare

Revise

6.
EVALUATION. Evaluation is concerned with the ability to judge the value of material (statement, novel, poem, research report) for a given purpose.  The judgments are to be based on definite criteria.  There may be internal criteria (organization) or external criteria (relevance to the purpose) and the student may determine the criteria or be given them.  Learning outcomes in this area are highest in the cognitive hierarchy because they contain elements of all of the other categories, plus conscious value judgments based on clearly defined criteria.

For Stating Objectives at the Evaluation Level

Appraise
Criticize

Distinguish

Measure
Standardize

Argue

Critique

Evaluate

Rank

Summarize

Assess

Decide


Grade


Rage

Support

Compare
Describe

Judge


Recommend
Test

Conclude
Determine

Justify


Relate

Validate

Consider
Discriminate

Interpret

Select

Verify

Contrast

Drivers are NOT ALLOW to collect 


Checks, money order or money!
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