Vilseck Elementary School

TEACHER HANDBOOK

SCHOOL YEAR 2008-2009
VILSECK ELEMENTARY SCHOOL 

CONTINUOUS SCHOOL PROGRESS
VISION

Vilseck Elementary School’s learning community is committed to educational excellence for all students.

MISSION 

Vilseck Elementary School prepares students for lifelong learning in a safe, nurturing environment. Honoring the uniqueness of our military community, we foster respect for all people and for cultural diversity.
GOAL 1

All students will improve their reading comprehension skills in all areas of the curriculum.

GOAL 2

All students will improve their math proficiency across the curriculum, with an emphasis in reasoning and problem solving.
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             SCHOOL YEAR 2008-2009 CALENDAR

FIRST SEMESTER – (92 INSTRUCTIONAL DAYS) AUGUST 2008

2008

Tuesday, August 19              New Student Orientation 0900 and 1500

Monday, August 25
     Begin First Quarter and First Semester

Monday, September 1
     Federal Holiday - Labor Day 

Tuesday, September 2          Kindergarten, Sure Start begins

Thursday, September 4         Open House

Monday, September 8            Sure Start begins

Monday, September 15          Early Release- ½ day staff development

Monday, September 22          Early Release- ½ day staff development

Monday, October 13               Federal Holiday- Columbus Day

Friday, October 10                 Staff Development Day  (No school for students)

Thursday, October 30             End of First Quarter  (47 days of classroom instruction)

Friday, October 31                 Teacher Record Keeping Day (No school for students)

Monday, November 3             Begin second quarter

Thursday, November 6          Parent- Teacher Conferences (No School for Students)  

Friday, November 7               Parent-Teacher Conferences (No school for Students)

Tuesday, November 11         Federal Holiday-Veteran’s Day

Thursday, November 27        Federal Holiday- Thanksgiving (No School for Students)

Friday, November 28
Federal Holiday (No School for Students)

Thursday, December 11        Early Withdrawal

Monday, December 22
Begin Winter Recess


Thursday, December 25         Christmas - Federal Holiday 

2009

Thursday, January 1
Federal Holiday- New Year’s Day

Monday, January 5
Instruction Resumes

Monday, January 19
Federal Holiday- Martin Luther King Day 

Thursday, January 22
End of Second Quarter and First Semester


(45 days of classroom instruction)

Friday, January 23                  Teacher Record Keeping Day (No School for Students)

SECOND SEMESTER – (91 INSTRUCTIONAL DAYS) JANUARY 2009

Monday, January 26               Begin Third Quarter and Second Semester

Friday, January 30
Parent-Teacher Conferences  (No School for Students)

Friday, February 13
Staff Development Day (No school for Students)


Monday, February 16   
      Federal Holiday- President’s Day

Thursday, April 2
     End of Third Quarter  (48 days of classroom instruction)

Friday April 3
      Teacher Record Keeping Day (No school for Students)

Monday, April 6
Begin Spring Recess

Monday, April 13
      Instruction Resumes – Begin Fourth Quarter 

Wednesday, April 16

Registration

Thursday, April 17

Registration

Friday, April 18

Registration

Friday, April 17                       Parent-Teacher Conferences (No School for Students)

Thursday, May 14                  Early Withdrawal

Monday, May 25

Federal Holiday- Memorial Day

Thursday, June 11

End of Fourth Quarter and Second Semester



Last Day for Students- Time TBA



(43 Days of Classroom Instruction)

Friday, June 12                      Teacher Record Keeping Day

[image: image5.wmf] CONTACT INFORMATION

Office Hours:  7:00-4:00

School Secretary:   476-2973 or CIV 09662-832973

Office Assistant-Clerk:  476-2812 or CIV 09662-832812

Registrar:  476-2673 or CIV 09662-832673

Lunchroom:  09662-416459 (from 7:00 am to 1:00 pm)

School’s Officer:  DSN 475-1770 or CIV 09641-831770

ABSENCE AND LEAVE

POLICY:  DoDDS-Europe managers have the primary responsibility to determine when and to what extent leave is to be granted.  Managers at all levels are responsible for ensuring that procedures for controlling absence and leave are established and that employees not on duty are in the appropriate leave status.  

EMPLOYEES WILL:  Request leave sufficiently in advance to permit proper planning of work assignments and equitable decisions on scheduling and granting leave.  Please fill out the leave slips that are available in the main office.  Contact Ms. Burbelo if in need of a substitute.  Call the office between 7:00 and 7:15 am and an arrangement for a substitute teacher will be made (CIV 09662-8431 or mil 476-2812).  Teacher duty hours are 8:05 to 3:05.

ANY PURPOSE LEAVE:  Educator’s Leave, not to exceed three (3) days in one school year, which may be utilized for reasons not otherwise provided for by Educator’s Leave.  Request must be submitted to the office.  Any purpose leave will normally not be approved during the first and last week of the school year.  

SICK LEAVE:  Use of accrued sick leave for the purpose of:  

1. Illness/injury/incapacitation of requesting employee

2. Medical/dental/optical examination of requesting employee

3. Care of family member, including medical/dental/optical examination or serious health condition

4. Family Medical Leave Act

5. Other
Approval of Leave Without Pay (LWOP) Requests:  DSG Regulation 5630.4 is explicit regarding the granting of LWOP to educators.  Admin may grant up to 3 days LWOP.  For any additional LWOP days, the request for approval must be submitted to the DSO and Area office.

Chain of Command

School Level
Classroom Teacher    Telephone:  DSN 476-2812 or CIV 09662-832812

Ms. Nancy Hammack, Principal

Ms. Becky Balcer, Assistant Principal

Vilseck Elementary School

Unit 28040

APO AE  09112

Telephone:  DSN:  476-2812 

 CIV: 09662-832812

FAX:  09662-7385

Email:  vilseckes.principal@eu.dodea.edu
District Level
Mr. Mike Thompson, Superintendent

DoDDS Bavaria District Office

Unit 28614

APO AE 09117

Telephone:  DSN:  468-7429

CIV: 0981-183429

FAX:  0981-183442

Email:  BavariaDSO.Secretary@eu.dodea.edu  

DoDDS Europe
Ms. Diana Ohman, Area Director

DoDDS Europe Region

Unit 29649  Box 7000

APO  AE  09096

Telephone:  DSN:  338-7615

CIV: 0611-380-7615  
FAX:  0611-380-7565

Email:   Director.DODDS.Europe@eu.dodea.edu
DoDEA Headquarters
Dr. Shirley Miles, Director

Department of Defense Education Activity
4040 North Fairfax Drive
Webb Building
Arlington, VA 22203
Telephone:  703-588-3103
webmaster@hq.dodea.edu
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School Year 2008-2009

	All Schools

	Pens

	Pencils

	Rubber eraser

	Colored pencils

	Glue (sticks, bottled)

	Pocket folders

	Highlighters

	Book bag or backpack

	Spiral Notebooks

	Plastic supply box

	Bound composition book

	Gym shoes

	Notebook- 3 ring binder

	Paints (watercolor)

	Colored markers

	Tissues (1 box)

	Planners

	Paper- loose leaf

	

	Elementary Schools Only

	Child’s round end scissors

	Crayons

	Bath Towel

	Paint shirt

	

	

	

	

	

	

	

	

	

	

	

	

	Middle Schools

	Crayons

	Clipboards

	Scissors

	

	High Schools

	Clipboards

	Scissors

	Protractor

	Compass

	Rulers
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Vilseck Elementary School

Administrative Responsibilities

SY 08-09

	Nancy Hammack-Principal
	Becky Balcer-Assistant Principal

	SIR/Accident/Injury Reports
	Attendance

	Admin evaluations
	SIR/Accident/Injury Reports Alternate

	Post Commander POC
	*Cafeteria

	*Cafeteria
	*Case Study Committee

	*Case Study Committee
	Certification/Recertification

	Child Abuse Training
	Committees

	*Community Strategic Plan
	*Community Strategic Plan

	*CSP- Local
	*CSP- Local

	*Curriculum
	*Curriculum

	ECP- Educator Career Program
	Daily Bulletin

	EEO
	Discipline

	*Grade Level Chairpersons
	Discipline Hearings

	Internal Controls
	Extra Duty

	Labor/Management Relations
	Facilities- Rm. Assignments/Other Users

	Leave Approval
	*Grade Level Chairpersons

	Liaison DSO, DoDDS-E and DODEA
	Lunch Monitors

	Monthly Staff Meetings
	Master Calendar

	*NCA Accreditation
	NCA Report/Accreditation

	*Office Operations
	NEO

	*Personnel/Manpower
	Parent Newsletter

	Placement Committee Alternate
	Placement Committee

	Payroll/Leave
	PTSA

	*Performance Standards
	Public Relations

	PTSA Alternate
	*SAC

	Public Relations/Information
	Safety/Security Officer

	Registration
	Scheduling

	*SAC
	*School-Home Partnership

	IAC
	*Staff Development

	*School Home Partnership
	Substitute Teachers

	Security (Buildings/doors/etc.)
	IMPAC/Budget

	*Staff Development
	Student/Teacher Program

	Staff Recognition
	

	Standards of Conduct
	

	Student/Staff Support Mentoring
	

	UFR’s
	

	SAV
	

	Property Custodian
	


*  Shared responsibilities

Vilseck Elementary School

Supervision of Staff Members

SY 08-09
	Nancy Hammack
	Becky Balcer

	Becky Balcer
	SPED
	Sure Start
	FLES

	PSCD
	Greer, Paul

Aide- Vacant
	Nell, Janet

Aide-Vacant
	Garcia, Israel

	Wall, Gretchen

Aide-DeWitt, Erica
	Click, Randy

Aide-Garcia, Snow

Aide- Krysti Olsen
	Kindergarten
	Garcia, Berta

	Curtis, Julie

Aide-Kiechler, Danielle
	Donlan, Mildred

Aide-Jimenez, Sheila
	Click, Denise

Aide-Reyna, Melissa
	ESL/Gifted

	Kindergarten
	Mock, Wendy

Aide-Meza, Jessica
	Ritter, Leigh

Aide-Bishop, Jennifer
	Hennion, Victoria

	Hoffmann, Leann

Aide-Cruz, Melissa
	Sands, Martin
	Northam, Katie

Aide-Pineda, Vanessa
	Cella, MaryJane

	Kindergarten- Vacant

Aide- Vacant
	Speech
	Reader, Audrey

Aide-Honigsberg, Theresa
	Large Group Specialists

	First Grade
	Foraker, Sharon
	First Grade
	Coffman-Veto, Priscilla

	Soika, Jennifer
	Amabile, Marjorie
	Hall, Patty
	Baer, Dorothea

	Second Grade
	CSC Tech
	Black, Antoinette
	Vacant- ½ time HN

	Partin, Vicki
	Welch, Samantha
	Keck, Sue
	Burkhart, Margaret

	Clearwater, Mark
	SIS Aides
	Negley, Charlotte
	Diaz, Terri

Tech- Rozanski, Frank

	Holyoak, Kerri
	Dillard, Jamie
	Fifth Grade
	Nelson, Dave

	Kellar, Toni
	Vacant-60
	Hall, Paige
	Young, Carlen

	Bidinger, Suzanne
	Vacant-40
	MacMillan, Will
	Office Staff

	Third Grade
	Reading Support
	Musgrove, Lisa
	Burbelo, Sue

	Ireland, Mertice
	Clearwater, Keri
	Haynes, Ron
	Neely, Brooke

	Miller, Julie
	Gillies, Johnetta
	SPED
	Rote, Beth

	West, Shelly
	Sands, Patricia
	Mehrer, Lora
	Clerk- Vacant

	Rose, Amy
	Pedigo, Patricia
	Castleberry, Carol
	Supply

	Multi-Age
	
	Austin, Jeanine
	Haught, Jon

	Beecroft, Holly
	
	LeBeouf, Lori
	Porter, Kennetta

	Maitner, Jeannette
	
	Counselors
	Lunch Monitor

	Young, Sandra
	
	Cella, Glen
	Meza, Jessica

	Fourth Grade
	
	Ramsey, Febbie
	Vacant

	Harrison, Deborah
	
	Nurse
	Vacant

	Nelson, Joan
	
	Bui, Amy
	Vacant

	Wrede, Judy
	
	ET
	

	Higley, Wendy
	
	Wojcik, Ken
	

	
	
	
	


SCHOOL HOURS

Entry Bell for Students



          

  8:20

General Time Schedule for Grades K-5

         

  8:25-2:35

Pre-School for Children with Disabilities

                                            A.M. Session       


  8:25-10:50 

                                            P.M. Session

            
  12:10-2:35 

Sure Start







  8:25-1:55

   LUNCH RECESS TIME
	Grade
	Lunch
	Recess

	Kindergarten
	1045-1110
	1110-1130

	First
	1100-1120
	1120-1140

	Second+ Maitner and S. Young
	1115-1135
	1135-1155

	Third+ Beecroft
	1130-1150
	1150-1210

	Fourth
	1145-1205
	1205-1225

	Fifth
	1200-1220
	1220-1240


Updated 24 August

BELL SCHEDULE
Line-up Bell







8:15

Entry Bell







8:20

Classes Start







8:25

End of school warning bell




            2:30

End of school bell





            2:35
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FAMILY EMERGENCY IN THE U.S.
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If there is a family emergency in the United States and your presence is required, please click on the link below for further information or contact your Red Cross office at  476-1760/2958 or CIV 09662-831760 or 09662-832958.  Please inform administration at once at any time if such an event occurs and you need assistance.



[image: image1.wmf]Tab32a RED CROSS 

MESSAGE SERVICE.pdf


EMERGENCY CLASS COVERAGE

Teachers may not assume another’s responsibilities without prior administration approval, except in cases of bona fide emergency.  
CAFETERIA RULES AND PROCEDURES

Please review these rules periodically with your class:  

· Classes should enter the lunchroom in an orderly manner.  

· Teachers will bring the students all the way to the lunch-line. Teachers may then leave.  

· Students will give their PIN number to the cashier, move along the line to get lunch, plastic ware, napkins, and milk.  Students exit the lunch line through the outside opening.  Students who wish to only to buy milk may go to the front of the line.  

· Students will remain seated during the lunch, unless a monitor gives them permission to do otherwise.  

· Students need to raise their hands for assistance. 

· When students have finished eating they will take trays and trash to the disposal area,  place it in the appropriate receptacles and return to their tables.  

· Students will line up when directed by an adult.

· Lunch boxes at recess time are placed in a class box/basket outside the exit door. Designated students will pick up the basket at the end of recess and return it to the classroom.  

· During inclement weather students will de directed into the building to the annex or their classroom.

· Students will not be allowed to return to class without an individual pass.  Passes should be official and/or signed by the teacher.  
INCLEMENT WEATHER

In the event bad weather conditions are such that the school buses cannot be operated safely, school may be closed.  Notification of the school closing will take place over AFN Radio (AM 1107) beginning at 5:00 a.m.  The emergency phone roster will be initiated as soon at the delay is announced.  Until otherwise informed by the Garrison Commander, it is still a duty day for all personnel.  Teachers will report to school at the usual time or as soon as possible under safe driving conditions.  The Garrison Commander will determine whether all personnel in the community should be permitted to leave early or remain on duty.  The Garrison Commander will also make a determination about bus service in the event it becomes necessary to close school early in order to get children home before road conditions get hazardous.  If school is delayed, students should arrive at 10:20 a.m.  

EEO RIGHTS AND INFORMATION

Discrimination based on race, color, religion, sex, national origin, age, disability (mental/physical), or reprisal is prohibited by the U.S. Equal Employment Opportunity Commission Regulation, Title 29, Code of Federal Regulations, Part 1614, which provides policies and procedures for filing, processing, investigating, and settling discrimination complaints.

It is the policy of Vilseck Elementary School that all employees and applicants for employment are guaranteed equality of employment opportunities, regardless of race, sex, age, color, religion, national origin, disability, or any category protected under the Equal Employment Opportunity (EEO) laws.  Vilseck Elementary School is committed to providing a work environment free of harassment.  

Any employee of or applicant to Vilseck Elementary School who believes he or she has been discriminated against has a right to use the DoDEA EEO counseling process.  The aggrieved person must bring the matter to the attention of an EEO Representative within 45 days of the occurrence.  A counselor will be assigned and will have 30 calendar days to conduct an inquiry and attempt to resolve the matter.  If not resolved, the individual will be informed of his or her right to file a formal complaint.  Please contact William Suddeth, DMEO Officer for the Department of Defense Dependents Schools - Europe, at DSN 334-2490 or 06134-604-490 (civilian), or william.suddeth@eu.dodea.edu to be assigned a counselor. 

CERTIFICATION/RECERTIFICATION
All educators must maintain current certification for the area in which they are teaching.     Recertification forms are available in the school office.  Please provide the office a copy of all official transcripts.  Personal copies of official transcripts may be verified as true copies by the principal.  Please give copies of your most current certificate to the secretary.

ATTENDANCE

Each teacher will be required to keep a record of their students’ attendance. USAREUR commands policy dictates it is the responsibility of the parent/guardian to call the school every time a student is absent and requires the school to make contact with the parents.  Excused absences will be granted for illness, family emergencies, medical appointments and family trips.  If the absence is to be considered excused, a signed note from a parent is required upon returning to school.  Teachers should have entered all attendance into SMS (Student Management Systems) no later than 9:30 daily.  When a teacher is absent, the substitute should submit the absences to the office.  In addition, teachers may want to maintain attendance in their class record book.  

CLASSROOM SECURITY

Each teacher is responsible for the supervision and welfare of his/her assigned students.  Students are never to be left unattended.  In addition to routine classroom supervision, teachers are expected to provide the supervision for their class transitions.  All visitors to the school must sign in and obtain a valid visitor’s pass. 

 SECURITY TIPS

1. Lock your classroom door when you leave it.  Turn out lights.  

2. Secure all personal items.  

SCHEDULING THE ANNEX AND MULTI-PURPOSE ROOM FOR PROGRAMS AND SPECIAL EVENTS

The secretary must schedule all annex/multi-purpose room usage.  Teacher use has priority over public use; however, we must give a seventy-two hour cancellation notice to the public.  Please keep in mind that the public schedules events that include large groups, and it is often hard to find another facility of our MPR size, so please be considerate and flexible.  Please check with secretary as far in advance as possible to schedule the use of the annex/multi-purpose room (MPR).  

CUSTODIAL SERVICES

Custodial services are provided on a daily basis in classrooms.  If there are any concerns, please inform the assistant principal.  

CONFIDENTIALITY

Under no circumstances should any school employee discuss the behavior, lack of academic progress, special problems or needs of any of our children that may reflect on them or their family in a negative way.  

TEACHER'S DAILY CLASS SCHEDULE

SCHOOL YEAR 2008-2009

	PRIVATE 
TEACHER:                                                                                           ROOM:

	
TIME
	MONDAY

SUBJECT
	TUESDAY

SUBJECT
	WEDNESDAY

SUBJECT
	THURSDAY

SUBJECT
	FRIDAY

SUBJECT

	
	
	
	
	
	

	 
	 
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


CURRICULUM STANDARDS

Each teacher is required to teach and assess to DoDEA standards.  Teachers will be responsible for downloading standards for their grade level or specialty from the Internet and placing them in a binder for personal use and sharing with parents. 

  http://www.dodea.edu/instruction/curriculum/curriculum.htm
EDUCATOR PERFORMANCE APPRAISAL SYSTEM

The performance appraisal process shall be used for improving performance to more efficiently accomplish the mission of DoDDS.  The performance appraisal results shall be used to strengthen supervisor-employee relationships, improve individual performance by keeping employees aware of their supervisor’s judgments on their work performance, recognize and reward those whose performance so warrants, and to help in the decision-making process for remedial or development training, reassignment, promotions, reduction-in-grade actions, retraining and removing employees.  The appraisal system incorporates the “PGP” professional growth plan.  Teachers may choose the area of focus. Those not on the growth plan, are on the observation cycle.  Teachers receive a rating of acceptable or unacceptable.  Below is an example of the summative rating sheet as well as the link for viewing educator performance standards.  

PERFORMANCE APPRAISAL ANNUAL SUMMATIVE RATING SY ‘08-‘09

Annual summative form used for Provisional and Professional Educators

DISTRICT:  Bavaria District

SCHOOL:  

EDUCATOR’S NAME:  
SOCIAL SECURITY NUMBER:  

CHECK LEVEL:  
[image: image10.wmf][image: image11.wmf]
Provisional Year 1


Provisional Year 2
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PGP Year 1



PGP Year 2


PGP Year 3



CURRENT SUBJECT/GRADE LEVEL:  Subject:                                            or Grade: 
SUPERVISOR’S NAME:  


CONFERENCE DATES:  

	
	Professional Performance Elements
	Meets
	Does Not Meet

	1.
	Mastering Content and Curriculum (Critical)
	
	

	2.  
	Presenting Organized Instruction (Critical)
	
	

	3. 
	Managing for Effective Learning (Critical)
	
	

	4.
	Monitoring and Assessing Student Achievement (Critical)
	
	

	5.
	Promoting Diversity and Equity  (Critical)
	
	

	
	
	
	



FINAL ANNUAL RATING (check one):



Acceptable












Unacceptable


SIGNATURE OF EDUCATOR:





DATE:


SIGNATURE OF EVALUTOR:





DATE:

Comment

Professional Growth Plan

Cover Sheet

NAME:                              SCHOOL:                                                   SUB/GR: 

	
	YEAR 1
	YEAR 2
	YEAR 3

	Goals/Targeted competencies
	
	
	

	Outcomes (Indicators/Evidence of Progress)
	
	
	

	Methods/Strategies
	
	
	

	Timeline
	
	
	

	Resources/Support Needed
	
	
	


DUTY INFORMATION

Teachers are required to support student safety by performing AM or PM duty throughout the year.  At the beginning of the school year, teachers sign up for duty monitoring student safety outside choosing from either morning or afternoon.  They will be informed as to how many duties to sign up for yearly.  Morning duty is from 8:10-8:20.  Afternoon duty is from 2:35-2:45.  Duty teachers are to remain outside until all classes have entered the building.   In the event of inclement weather, students in kindergarten will report to their classroom for entrance.  Educational aides will monitor them within the classroom.  Grades 1-3 and multi-age will report to the cafeteria and line up according to class.  Grades 4-5 will proceed to the annex and line up by class.  Administration will determine when inclement weather is called.
EMERGENCY PROCEDURES

If notified there is an emergency to include any evacuation and/or lockdown, the school secretary will notify classrooms, security forces, district superintendent or local base command, and MP’s station under direction of the administration.  

Alert Procedures
a.  If the local command initiates an alert for increased THREATCON we will implement the phone tree system to inform staff as to the status of an alert.  Additional planning is needed to determine what to do in a situation in which the phones would be inoperable.  Many staff have personal cell phones but the list is incomplete at this time.  The staff has been advised to alter routes to work and be on the alert to all suspicious activity, making themselves inconspicuous as American visitors.

 b.  Identification of Safe Havens: (Evacuation points, lockdown safe areas, etc.)  Staff has been advised to proceed to the normal evacuation points for fire drills, bomb threats or stay put for lockdown should each of these alerts be initiated.

c.  "All Clear": All clear signals are given for fire and bomb threat emergencies only. The all clear signals will be given to the principal for fire emergencies from the local fire chief and from military police for bomb threat emergencies. There is no “All Clear” signal for any lockdown emergency at Vilseck ES. Each classroom will be extracted one at a time beginning with the safest and moving toward the threat. The extraction code for law enforcement personnel is two hard knocks on the classroom door followed by the word “Vilseck.” This will alert teachers inside the classroom that it is safe to open their classroom door and then follow the specific instructions of law enforcement personnel.

.

Personnel Emergency Alerting System (PEAS)

 Primary Fire Alert
a.  Fire detectors are located in each room. The alarm can be activated by pushing the alarm located in various places throughout the school or by the Fire Dept. at the central control.  Upon hearing the fire alarm teachers close all windows and doors proceeding to their designated location noted on their fire escape route posted near the door in each classroom.  The rear of the bldg 2232 will evacuate to the area in the back of the school near the basketball courts. The front of the school, cafeteria and gym will evacuate to the staff parking area. Kindergarten, bldg 2233, will exit and proceed to the staff parking lot. Teachers with handicapped students will be primarily responsible for their safe evacuation. Staff members will be assigned to assists when this is necessary depending upon the particular situation.

b.  Bomb Threat Alert
1. You will be notified by intercom of the evacuation drill.  You will be told:  "Code Blue, Code Blue, Code Blue.   Please go to your designated area and await further instructions."  That is your signal to exit the building as quickly as possible and go directly to your evacuation site.  Do not close doors or turn off lights.  Exit immediately by way of your fire drill route.

2. The evacuation areas are as follows:

 

Outdoor Rec:  PSCD, Room 121, Kindergarten, Sure Start,  LI M/S class, LI M/M class

BOQ Buildings: 1st, 2nd,  Multi- age, building on right

                           3rd,  4th and 5th building on left

SAS:  P.E. classes will remain there

 

Additional assistance by staff members are as follows:

 

Assessor Tech- assist with LI M/S class

CSC Tech- assist with Sure Start

Office- assist with Sure Start

Nurse- assist kindergarten classes

 

4.  Make sure blue backpacks are with your class and that an updated class roster is in it.

5.  No radios or cell phones will be used. 

6.  Once in your evacuation area, verification of all students and staff accounted for will take place and you will be notified to return to the school.

c.   Lockdown Emergencies
1.  An all call will go out saying "Code visitor, Code visitor, Code visitor"  At that time you are to look in the hallway for any children or adults and pull them in to your room.

2.  Lock your door, put a piece of construction paper over the window on your inside door and turn off the lights.  

3.  Have your children go to the corner of the room the farthest away from the door and under the windows.  They are to sit on the floor and remain quiet.

4.  Quickly put the rolladens down if possible.

5.   Email lead secretary to let her know your room is okay, notify of any missing children, where they are and of any children you have brought in to your room from the hallway.

6.  Someone from the office will come and rattle your doors to make sure they are locked.  Do not respond to them.

7.  Remain quiet until the all call comes on saying "The building is all clear."

d.  Earthquake

1. You will be notified by intercom of the evacuation drill.  You will be told:  “This is an earthquake drill.”  Go immediately to your earthquake positions.  You will be told over the intercom when the drill is over.
2. If indoors, take cover under a desk, table, or bench against an inside wall or wood framed doorway, and hold on.  Stay away from glass, windows, outside doors or walls, and anything that could fall, such as lighting, furniture, or fixtures.  Evacuate the building when directed.If outdoors, stay there.  Move away from buildings, streetlights, or utility wires. The greatest danger is from falling debris.  Get to open areas. Above all, stay calm.
e.  Shelter-in-Place

In the event of a shelter in-place, main office staff will immediately hit the H/VAC switch and notify staff on the PEAS or via telephone that we have "Code Shelter, Code Shelter, Code Shelter."  All students should proceed to the second floor or multi-purpose room.  Close all windows and limit entry to the first floor entry/stairwell area until the hazard has passed as directed by USAG Grafenwoehr authority to be safe.

For tornado/wind threats all will be directed to the lower level of the school.  Teacher will close all windows and doors and everyone will gather as much as possible in interior hallways and teachers office pods until the danger has passed.  Once the danger has passed a determination will be made by the administration for school to resume as normal, or to evacuate or release early.  Shelter-in-Place procedures will be exercised annually as a tabletop exercise with key staff.

f.   Other Life Safety Emergencies
The school nurse is immediately notified when a student, teacher, or anyone is in distress on the school campus.  She assesses the situation and determines a course of action.  All other life safety emergencies will be assessed by administration and a course of action determined.  See additional Crisis Response Plan under Weapons of Mass Destruction for specific in school or community Life Safety Plans. During any evacuation and/or Lockdown all staff will be responsible in ensuring safe evacuation of any handicap person in the building. 

Evacuation Plan




ANTI-TERRORISM/FORCE PROTECTION

 ATFP are strategies for protecting the community.  The levels of risk are outlined below:  Mandatory ID card checks are in place at all times.


1.  THREATCON ALPHA (A) – Normal vigilance

2. THREATCON BRAVO (B) – All cars, objects, particularly those buildings with 

                  students, staff, and visitors from buildings will be blockaded.  

3. THREATCON CHARLIE (C) – Access to the school campus will be limited to an absolute minimum.  Vehicles may be randomly checked in school parking areas.  Possible delays at post gate; adjust morning departure time to arrive by 8:05.

4. THREATCON DELTA (D) – With a lock down of the base, be assured that all students will be take care of.  The school procedures, should the need arise, to keep children overnight, if need be.  This will only be in the event of a lock down of the base, and for those students who live off base.  Possible delays at post gate before school starts; adjust departure time to arrive at school by 8:05.

EXTRA DUTY COMPENSATION

Teachers may apply to sponsor an after-school activity for students.  An application is available from the secretary.  Additionally, standing extra duty positions are available for application such as Public Affairs Officer, CSC Chair, Grade-Level Chairs etc.  Final selection of sponsors/chairpersons will be at the discretion of the administration.  Please see administration if you have any questions.  A monthly time sheet of hours worked must be submitted to the secretary no later than the second work day of the following month. The form is available on the common drive or from the office.  Suspense dates for submission of time sheets will be strictly adhered to.

MEETINGS

The following meeting schedule will be adhered to:

· First Tuesday- JCC

· Second Tuesday- Faculty

· Third Tuesday- Committee

· Fourth Tuesday- GLC

Meetings will be scheduled on an as needed basis.  CSP meetings, in conjunction with district and/or DoDDS Europe requirements for completion of the plan/profile, may need to occur.

GRADE -LEVEL REPRESENTATIVE

Grade-level chairperson’s (GLC’s) will serve as one of the staff’s main lines of communication with the administration.  Administration will meet with the grade level representatives to discuss specials needs, curriculum changes/ideas, the CSP plan, supply orders, problems/concerns and issues of a general nature.  Grade-level representatives will be asked to obtain feedback from their respective groups. It is critical that all members of the groups are informed and asked for their input.  Grade-level representation will be available for all educators.  Even though there are GLC’s for teacher communication, it does not prevent any faculty member from discussing any topic with the administration.  GLC’s will also serve as a member of the CSP SILT team.

GRADING POLICY

It is our school policy not to give zeroes and/or not accepting late work unless all other options have been attempted.  At the elementary level, we want proof that students have mastered the objectives that have been demonstrated through work that was assigned to them for completion at school or home.  

HOMEWORK POLICY

Homework is defined as tasks that are assigned by the teachers to students that are to be completed during non-school hours.  The purpose of homework is to make a significant contribution to the student’s learning by (1) reinforcing or extending knowledge and skills learned in the classroom, (2) providing parents the opportunity to observe the student’s work and participate in the learning process, and (3) providing training and practice in responsibility and study skills.  

Homework assignments should be of reasonable length, e.g., approximately 10 minutes for kindergarten, 20-40 minutes nightly for grades 1-3, and 40-80 minutes nightly for upper elementary grades.  Classroom teachers will clarify specifics of homework expectations for their particular classroom.  In order to be effective, homework is the responsibility of the student.  Parents and teachers will work together to support the objective.  

RESPONSIBILITIES

Students are responsible for:  

*Taking home all directions, books, and materials needed to do the assignment.  

*Completing the homework in the assigned format.  

*Taking completed homework assignments to class at or before the time they are due.  

*Participating actively and cooperatively in the evaluation of their homework when appropriate.  

Parents are responsible for providing an environment that encourages the development of life-long learning skills.  This includes:  

*Providing an appropriate place to work.  

*Providing the necessary materials, such as paper, pencils, notebooks, etc.  

*Insuring that a regularly scheduled study time is adhered to.  

*Encouraging and praising the student’s effort, improved performance, and/or exceptional work.  

*Looking over their children’s work and guiding them.  

Parents are invited to communicate with teachers whenever questions or concerns arise.  

Teachers are responsible for:  

* Being accountable for texbooks

*Communicating clear and consistent expectations for homework.  

*Identifying the degree to which the assessment or homework affects students’ grades, and communicating this to students and parents.  

*Selecting and assigning homework that meets the criteria outline above under Purpose.  

*Informing both students and parents of student performance and completion of homework assignments as appropriate.  

PROGRESS   REPORTS   (REPORT   CARDS)
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Progress Reports will be issued at the end of each marking period. Progress Reports are issued to the student on the agreed upon day after the nine-week period.  The progress report is to be filled in completely.   Progress reports will be reviewed by the administration prior to being sent home.  

Specialists will have their grades to classroom teachers no later than 10:00 am on the morning of the teacher record-keeping day.  Specialists should use the grading system that matches the grade level for which they are providing grades.  DoDEA policy prohibits mentioning on the progress report that students receive special education services.  However, in the comment section it is allowable to mention that the curriculum has been modified.  In grades K-1 on the first grading period, “conference held” should be written in lieu of grades.  Comments on progress reports should match grades and should be stated in a positive, proactive, and solution-oriented way.  

A progress report will be completed for any student present twenty days or more in a quarter.  For students who have attended for fewer than twenty days, grades provided by the prior school will be used/or averaged for the student’s grades for the quarter.  Families PCSing must inform the school of their intention to accelerate the child’s program for purposes of completing the requirements of that grade level.   

STUDENT AWARDS
There are three categories of Academic Honor Lists:  PRINCIPAL’S HONOR ROLL, HIGH HONOR ROLL and HONOR ROLL. We also have CITIZENSHIP HONOR ROLL. The core subjects will be utilized to determine eligibility.  Core subjects are defined as language arts, reading, mathematics, social studies, science and health.  

Grades “C” and below as well as receiving a less than satisfactory grade in any of the specialist classes makes a student ineligible for any honor roll.  Also any “more participation needed” marks in citizenship related life skills/social development makes a student ineligible.  Examples include:  practices self-control, practices courtesy and cooperation, and shows respect for others.

PRINCIPAL’S HONOR ROLL:
All A’s in core subject; P or + in all areas of work habits and life skills.

HIGH HONOR ROLL:
“A/B” average or better in core subjects where the majority of grades are “As”; P or 

+ in all areas of work habits and social development.

HONOR ROLL:                                “B” average or better in core subjects; P or + in all

                                                             all areas of work habits and social development.

CITIZENSHIP HONOR ROLL:
Students must actively demonstrate good  citizenship in all classes , recess, and coming to  from school.  

PRESIDENTIAL AWARD:
Award for Educational Excellence

The purpose of this award is to recognize academic success in the classroom.  The requirements are:  

1. Students are to earn a grade point average of 3.5 on a 4.0 scale in the 4th grade and through the fall sememster of 5th grade.  

2. Achievement in the 85th percentile or higher in math or reading on the Terra Nova.

Award for Educational Achievement

The purpose of this award is to recognize students that show outstanding educational growth, improvement, commitment or intellectual development in their academic subjects but do not meet the criteria for the President’s award for Educational Excellence.  The requirements are:

1. Students are to earn an overall grade point average of 2.0 for the first three quarters of 5th grade.

2. The student can have had no suspensions during the year:  in-school, out of school and/or the bus

3. And/or the student

a. Shows enthusiasm for learning and success

b. Persistence, or

c. Consistent work ethic

DINING AT THE RITZ:  
A formal luncheon is held for one student from each 4th and 5th grade class with top academic standing and for one 4th and 5th grade student from each class who has most improved for the quarter.

“I AM IMPROVING” BUTTON:
“I Am Improving” buttons are awarded quarterly to recognize students who have increased in grade point average by .5 or more or maintained an A average.

MIDTERM PROGRESS REPORTS

Midterm progress reports are to be sent home mid-way between each marking period.  Notices are to be sent to parents of students as appropriate. Teachers must inform parents of grade deficiencies in a timely manner.  NO STUDENT IS TO RECEIVE A FAILING GRADE on his or her progress report unless a midterm notice advising the parents has been sent. 

PARENT CLASSROOM VISITATIONS

All parents are welcome to visit classes. Parents must come to the office, sign in and get a visitor’s pass before entering the classroom.  In the event a parent tries to initiate a conference while students are present, please request that they make an appointment.

PARENT CONFERENCES

All elementary school classes may be dismissed at the end of the first marking period for sufficient time to conduct parent teacher conferences.   Two conference days will be held at the end of the first quarter, one at the end of the second and one at the end of the third quarter.

PARENT CORRESPONDENCE, GENERAL NOTICES

Letters to parents informing them about classroom procedures, programs and activities should be provided to your supervisor. 

PARENT-TEACHER   RELATIONSHIPS

Parents and teachers are, ideally, partners in the cooperative enterprise of assisting and giving students the opportunity to gain the maximum possible benefit from his or her school experience.  

To ensure the best possible parent-teacher relationships, teachers should:  


1.  Meet early in the year with parents of your students.  An open house will be scheduled for this purpose:  

a. Explain what you and the school expect to accomplish during the year.  

b. Describe to them how you intend to go about accomplishing these goals.  

c. Explain why you are going about it in that particular way.  

d. Point out what they can do at home and at school to assist you and your student in this endeavor.  

e. Specific suggestions are made to parents regarding ways in which they can assist the students with what you are trying to accomplish.  

f. Parents are encouraged to provide information and opinions regarding their child.  

g. The conference ends with positive and encouraging comments.  
h. An invitation for future visits to the classroom is extended to parents.
EFFECTIVE PARENT COMMUNICATION
One of the few things worse than getting bad news is being the person who has to deliver bad news.  You can dull some of the pain by following the old axiom that says people react better to bad news if it’s not a surprise.  This is why it is a good idea to alert parents as soon as possible when a child appears to be struggling.  Still, delivering bad news challenges even the best communicators.  Some suggestions for this situation:  

*  Avoid interruptions during the meeting.  

*  Eliminate small talk, which may be viewed as a stalling technique.  

*  Say something positive to parents about their child.  Try beginning a conversation by recounting a delightful story about the child.  

*  Listen very carefully to parents’ concerns and complaints.  

*  Ask the parent for suggestions in dealing with the situation at hand.  

*  Admit mistakes when appropriate.  

*  Try not to display frustration, disdain, defensiveness, or fear when faced with a difficult parent.  

*  If tempers flare, be polite and respectful but firm.  End the conference if productive discussion is no longer possible.  

PARTIES

If teachers wish, they may have classroom parties.  These parties are to be held during the last hour of the school day.  All specialists, large and small, need to be informed of these celebrations. Teachers are requested to plan ahead and recycle trash accordingly for all events.  Teachers also need to request special cleaning of their tables in their classrooms after a party at least a week ahead of time.

LUNCH

Lunch count is due to the main office by 9:00 each morning.  On the lunch count please indicate how many hot lunches and salads are needed for your class.  For grades K-1, the students will receive the whole tray choice.  For grades 2-5, students will be given two entrees to choose from. If your class has a special activity or study trip where they will not be in school for lunch, you must notify the cafeteria manager one month before due to the ordering process.  Please report promptly to the lunchroom at your designated time.

PASSES

In order to keep traffic and problems down in the halls, a pass system will be used for each classroom.  The teacher should make a permanent pass for each room.  Passes will be used to go places within the building other than the student’s homeroom.  

PAY

Employees are paid every two weeks.  Pay problems and inquiries are made through the school secretary.  After a pay inquiry has been filed, please notify administration that the issue hasn’t been resolved within two pay periods. 

RELEASE OF STUDENTS DURING THE SCHOOL TIME

When the student must leave before the end of the school day, a parent must report to the school office to sign out the student.  No student will be released from the school to any adult other than the parent, guardian or emergency contact person without written permission.  

REMAINING INSIDE DURING RECESS

Children who remain inside at recess periods present problems of supervision and accountability, as it is difficult to provide adequate supervision over students both inside and outside the school building at the same time.  Should a teacher so desire that a student remain inside, the teacher must provide supervision.  A hall pass is required for the student to return to the classroom from the cafeteria.

Should a parent request that a child remain inside for health reasons, the parent is to present to the school a statement from the child’s doctor stating:  

a. That the child has a certain health problem

b. That the child should remain inside.  

c. The length of time this should be in effect.  

DRESS STANDARDS

Teachers are required to dress in a professional manner.  The following are the student dress standard guidelines found in the student/parent handbook:

The school has dress standards for students.  These standards are set to encourage respect, learning and safety.  The students are expected to dress comfortably.  Boys and girls are expected to be neat and clean in appearance.  Clothing not allowed at school includes, but is not limited to:  

· Unsafe or unsanitary foot wear, i.e., flip-flops, thongs, shower shoes, untied or loosely tied shoes, or platform shoes in excess of one inch (1”) or heelies.  

· Clothing that promotes tobacco or alcohol products, depicts drug use or violence, or implies racial prejudice or sexual statements.  

· Head gear of any type including, but not limited to, handkerchiefs, bandanas, do-rags, sunglasses; (Winter hats, sun hats or baseball caps, while allowed to be worn outside school, are not to be worn in the school buildings.),

· Metal chains attached to any clothing, or wallets Any gang-related apparel such as gloves on either hand, right or left pant leg rolled up, or spiked clothing 

· Shoulders, backs and midriffs should be covered; shirts must cover the midriff even when arms are raised above head,  

· Spaghetti straps or straps across the back are not acceptable,

· See-through or mesh clothing,

· Low cut tank t-shirts, tops or t-shirts designed as under clothing, tube tops,

· Pants that sag, bag, drag or have edges that are frayed and unsafe, or have large holes, i.e., slits along legs or at knees.  

· Pants must be worn at the waist and belted if necessary,

· Shorts, mini-skirts and slit skirts must demonstrate appropriate length for elementary school.

A first infraction will result in a verbal or written warning.  A second infraction will result in your child calling you either at home or work to bring a change of clothes to school.  


OUTERWEAR

On most days, students will be expected to participate in outdoor physical education activities and recess periods to release their energies, exercise and enjoy the pleasure of playing games with their classmates.  The daily weather in Bavaria can be cold, damp, rainy and often windy.  It is important that parents send their children appropriately dressed.  Hats, gloves, boots, and umbrellas are appropriate for school during these days.  Unless children have a note from their physician, they will not be allowed to remain indoors during recess.  School administration will determine inclement weather recess.

SAFETY PROCEDURES

We, as educators, have a moral and legal obligation to insure a safe environment in which students can pursue a quality education.  In order that we may offer a safe school environment, the following procedures are necessary.  

A.  Rules for playground use and behavior are contained in the parent/student handbook.  Special emphasis should be given to reminding students of these rules.  Adequate student supervision should be provided at all times.  School officials will make a periodic inspection of playground equipment.  Any dangerous, broken, or potentially hazardous situations should be reported to the administrations as soon as it is noted.  

B. Do not leave students unattended.  Inspect your classroom surroundings where students work and play for any hazards.  Please inform administration and supply of any problems.

C. RESPONSIBILITIES

School personnel are responsible for:  

a. Ensuring that Emergency Evacuation Procedures exist for the school.  

b. Ensuring that procedures are addressed for Bomb Threats and Acts of Terrorism.  

c. Ensuring required fire drills are practiced.  

d. Ensuring that an up-to-date Fire Evacuation Plan is posted throughout the school.  

e. Providing periodic safety information to their students to include areas of bus safety, playground safety, classroom safety, bicycle safety, traffic safety and fire safety.  

STUDENT PLACEMENT COMMITTEE

DS Regulation 2000.3, DoDDS Student Placement states: “It is the policy of DoDDS that each student will be provided an appropriate program of studies designated to foster academic and personal success.  Placement of students will be considered on an individual bases.  Decisions will reflect the best interest of the student.”  The Student Placement Committee is designed to assist with the other than routine placement of students.  

CONTRIBUTING COMMITTEE MEMBERS will consist of a counselor, neutral teacher, current teacher, and other personnel, as appropriate.  

LATERAL MOVE:  Adjustment of classroom placement on the same grade level.  The committee will consider an adjustment if there is concern that the current placement is not an appropriate educational environment.  

(See appendix page VI for procedure)

RETENTION:  The committee will review all retentions as part of the retention procedure.  During the school year if it becomes evident that a student’s progress is significantly below grade placement, the committee will consider the 

            adjustment.  (See appendices on pages XI through XIII)

ACCELERATION:  The committee will consider the acceleration (double promotion) of students showing progress significantly above grade placement.  

Class placement will include, but not be limited to:  

-  Student’s age (meet DoDDS requirement)

-  Grade last completed.

-  Previous school performance.

-  Previous retention (retain only once)

-  Reading level

-  Social adjustment

-  Special Educational needs:  i.e. ESL specialist, Special Ed., Reading assistance

-  Sibling placement (siblings are separated)

-  Academic ability

-  Class size

-  Class configuration – (maintain balance between classes)

SCHOOL-WIDE EVENTS

Teachers are encouraged to attend school wide events as a way of celebrating with students and demonstrating to them our pride in their accomplishments and our interest in sharing their experiences.  However, whoever would normally be teaching a class should escort the class.  Classroom teachers and specialists should communicate the plan for these events. 

LESSON PLANS

Lesson plans should be prepared for the following week.  Plans for the week should be ready no later than Monday morning at 8:05 a.m.  

TRAVEL ITINERARIES

If you are planning a trip during a school vacation, please leave an itinerary of your trip in the office so that you can be notified in case of an emergency.  Occasionally during the school year and summer it is necessary to contact teachers regarding Red Cross emergency messages from the US, visitors, etc.  Forms are available in the office.   

Policy for Early Dismissal From School Prior to 2:35 p.m.

Taken from Parent /Student Handbook:

If your child must leave school prior to the end of the school day, please notify the teacher in writing.  Please indicate who will pick up your child and what time.  All children will report to the office to be signed out.
STUDY TRIPS

Study trips are an important part of our school program.  They can provide “real life” experience to our school curriculum.  Study trips should enhance what is being taught in the classroom.  The Host Nation Teacher can help choose and coordinate appropriate trips for our students. Due to changes in force protection requirements, new procedures and forms will be provided as they become available.  

Any study trip that leaves the school campus requires written permission for the student to participate.  As per DoDDS Europe policy, no on or off base study trips are allowed after June 1. 

SUBSTITUE TEACHERS

AND 

SUBSTITUTE FOLDER PLANS

SUBSTITUTE TEACHERS:  

In the event of an illness requiring the use of a substitute on a short-notice basis the secretary should be notified as soon as possible.  


Request for Any Purpose Leave (APL), Administrative Leave, or any special needs leave (e.g. summer school) should be made as far in advance as possible.  Request for this type of leave is to be in writing.  Any concerns with the performance of a substitute in your room during your absence should be shared with the administration.  

SUBSTITUTE FOLDER PLANS:  

· 3 days lesson plans and place where prepared materials are available

· Current Class list (with seating chart if one is used)

· Daily Schedule

· Schedule of students going to support programs i.e.  SpEd, Read 180

· List of students riding the bus, walking or going to SAS & club if available

· Fire drill/emergency evacuation procedures

· Name of teacher who can assist if needed

· Class behavior management procedures

· Location of classroom materials

SUBSTITUTE TEACHER PREPARATION:

A substitute handbook has been provided for each substitute teacher.  See ADDENDA for a copy.  

TARDY   POLICY

Students are tardy when they arrive to school after 8:25 without a note from parents.  Teachers indicate tardies in SIS.  Students arriving after 8:30 must check in with the office.  The office will write tardy passes and indicate it in SIS.  

Our school tardy policy is after three tardies in a short period of time, the counselor will contact the parents about the problem.  If tardies continue, the administrators will be informed and the appropriate actions will be taken with parents and command if necessary.
T E L E P H O N E S

The phones at school are for business use only.  Please do not ask the office staff to place calls for you.  The office staff will take messages and place them in the teacher’s boxes  or send a message via email.  You will not be called away from your class to answer the phone except if an emergency exists.  

Those phones located in the office are for official use only.  When making official calls, keep them short and to the point.  The phone is a very poor media for holding a teacher parent conference, but at times quite necessary.  Telephone calls by students are not permitted unless necessitated by illness or other genuine emergency and cleared with the office.  Students must have a written permission or pass from the teacher for phone usage.  Phone calls to get permission for non-emergencies (sleepovers, etc.) should be discouraged.  

DoDEA ZERO TOLERANCE POLICY

DoDEA schools recognize a zero tolerance policy for gangs, weapons and drugs.  Students who violate the zero tolerance policy will receive disciplinary action in accordance with DoDEA policy 2051.5

DISCIPLINE POLICY

Vilseck Elementary School maintains a safe, nurturing environment where all children can learn.  The following are student expectations: 

1. Do nothing that could cause injury to others.  

2. Do nothing to disrupt the learning of others.  

3. Respect community and personal property.  

4. Obey all school adults promptly and respectfully.

5. Use appropriate language at all times.  

Suggested Classroom Management Strategies and Acceptable Disciplinary Practices

· Contact parents, KEEP RECORDS.  Every parent contact should be fully documented with date and outcome of the contact.  

· Time out areas away from others in an established classroom area if continued instruction of the class is not disrupted.  

· Invite parents to come in and observe child in class.  

· Have child observe others doing good work and/or behavior.  

· Positive praise or action to those doing good work and/or behavior.

· Negative/positive eye contact.  

· Pair with another teacher(s). When disruptiveness cannot be effectively controlled in class, yet is not serious enough to require administrative support, a workable solution may be to send the student to another room.  However, the details of such an arrangement need to be carefully worked out.  The guidance counselors and/or administrators are available to help you with the details of such an arrangement.  

· Use systems of rewards and denial of privileges.  Rewards of an intrinsic nature are encouraged, while extrinsic rewards are discouraged because this type of behavior modification is inconsistent with the school’s Mission Statement.  

· Utilize teaching and learning strategies which actively involve students in their learning as well as proactive discipline teaching and learning strategies such as:  

a.    Using teaching techniques to get, keep and regain student attention.  

b.   Maintaining appropriate pacing of lessons.  

c.    Paying attention to classroom routines and procedures.  

d.   Arranging classroom space to permit small and large group activities.  

e.    Developing good teacher/student relationships.  

f.    Matching objectives and learning experiences to students’ ability level.  

a. Providing interesting learning experiences, which actively engage students in their learning.  

b. Frequently checking for understanding.  

c. Provide explicit expectations and consequences.  

· Utilize Conflict Resolution within the classroom.  

Guidelines for Classroom Management, Student Discipline, and Using Administrators’ Notice of Misconduct Form (triplicate)

1.  Teacher institutes classroom management rules.

2.  Teachers use mediation with student/s, if necessary.

3.  Consequences are handled within room according to the published classroom management   rules    

If a situation is unmanageable, please complete the school “Notice of Misconduct” form in triplicate and deliver to the office with the student for an administrator to proceed with appropriate disciplinary action.  There may be other incidents, which require administrative intervention.  If rules are infractions are persistent and children have not responded to appropriate interventions by classroom teachers, the administration may be asked to intervene.  

CONSEQUENCES FOR REPEATED MINOR OFFENSES

Parents will be contacted.  Consequences may vary from time in isolation to suspension from school.  The administration will work with the appropriate resource personnel, such as the classroom teacher, counselor, psychologist and the parents to develop a behavior modification plan.  The military chain of command may be used for support.  

For the complete DoDEA Regulation 2051.1- Disciplinary Rules and Procedures please go to the following link:  http://www.dodea.edu/foia/iod/pdf/2051_1.pdf 

This will be the guide used for SY 08-09

ADDENDA

Office Referral Misconduct Notice

Below is a copy of a 3-copy form pad to document Administrator Referrals​ used for extremely serious student misconduct.  A copy is given to parents and teachers.  Please fill in the white top sheet. The second copy  (pink) and the third copy (yellow) will be imprinted automatically.  Remember when you choose to use this form, it indicates that there was no resolution using the classroom management rules and skills failed.  If you are not the homeroom teacher, please indicate the name of the child’s homeroom teacher.  
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LATERAL MOVE PROCEDUREPRIVATE 

If there is a conflict-or a legitimate concern - parent and teacher are expected to confer to work at problem solving.

If a move is still desired:

          
1.  Counselor will gather information, go over records and observe child. 

          
2.  Counselor will meet with administrator and teacher to discuss case.

          
3.  A meeting will be held with parents and counselor. 

          
4.  If the issue is not resolved, then the parents  (or teacher) are expected to give a clear     and specific reason as to the reasons of the request and how the move will benefit the      child.  A written statement is preferred, but not mandatory.

          
5.  If appropriate a Student Placement Committee consisting of at least two teachers and a counselor, will be assembled to fully consider the case.  A formal recommendation will be made to the principal for disposition of the case.  The principals’ decision will be final.  .

A MAXIMUM OF A TWO WEEK TIME-FRAME WILL BE ADHERED TO.

If a move is to be made:

1.  Principal will notify and clear with receiving teacher.

2.  Counselor will notify parents.

3.  Principal will give receiving teacher full briefing and background information.

4.  Teacher may consider meeting with parents.

If no move is to be made:

Principal will notify parents and teacher.

THIS WILL NOT MEAN AN AUTOMATICALLY CLOSED DOOR, AS THE CASE CERTAINLY MAY RE-OPEN.  HOWEVER, THE SITUATION WILL HAVE HAD TO ALTER SIGNIFICANTLY TO INITIATE THE FULL LATERAL MOVE PROCEDURE.

STUDENT PLACEMENT COMMITTEE

Other Than Routine Grade or Class Placement

Recommendations to consider a student’s grade level or class placement may be made to the principal or counselor by the classroom teacher, or other concerned person including the student and the parents.  

Decisions concerning RETENTION, DOUBLE PROMOTION, LATERAL TRANSFER, or any “other than routine grade or class placement” will be considered.  

GENERAL PROCEDURES:  

____1.  Teacher and parents should have a conference to discuss the student’s progress and 

              reasons for grade level or class adjustment.  

____2.  The referring individual informs the counselor that a decision concerning student 

             placement should be considered.   

____3.  The principal will establish a placement committee composed of school staff directly 

              concerned with the student’s placement concerns.  

____4.  A committee, including parents, will meet to discuss the student’s placement concerns.  

____5.  A committee recommendation will be forwarded to the principal in writing.  

____6.  Based on the collected data, the committee’s suggestions, and parent input, the principal will determine if the recommended placement will meet the specific needs of the student.  

THE PRINCIPAL’S DECISION WILL BE FINAL

____7.  The counselor will notify parents of the placement decision.  

____8.  The counselor will review the student’s progress for three successive grading periods.  If the student is successfully progressing, no further action is required by the committee.  
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American Red Cross understands that while living and working in Europe it can be difficult to
keep in touch and be there for your family members who are living in the states. That is why our
primary mission here is to connect you with you loved ones during a family emergency. The
American Red Cross can verify the emergency and pass the verified information to your
supervisor so they can make the appropriate decision regarding your leave. Below is some helpful
information regarding how to initiate a Red Cross Message and what you local Red Cross can do
for you.

A ’ If you, the DoDDS employee, would like to
R;?leé:'%asg start the emergency messages remember we

will need:
e Your Unit Information, Social Security Number, Rank

etc...
The Name, Location, and Contact Information for the
hospital, funeral home, or doctor whom the Red Cross
will be contacting to verify your family emergency
The name and phone number of a family member local
to the area the emergency has taken place in so that the
local Red Cross may contact someone locally if more
information is necessary
The name and phone number of your supervisor to
whom the verified Red Cross message information
should be passed.

If the family of the DoDDS employee
would like to start a message from
CONUS:

Visit www.redcross.org to find the nearest ARC
office. There you can type in your local zip code
(front and center on the main page) and the
nearest Red Cross office’s information will be
displayed. They can also call the ARC main
service center at 1-877-272-7337.

Your family now has a local Red Cross number
to call and start an emergency message. This will
eliminate the family’s need to try and contact the
service member or government employee
overseas because the local CONUS Red Cross
will dispatch the message to their remote or
overseas location.

Other Helpful Information:

ARC provides emergency assistance 24 hours
a day.

How the Process Works: Once a Red Cross
message is initiated a Red Cross Caseworker
will verify your family emergency. The
verified message is sent to the Red Cross office
nearest to where the DoDDS employee works.
ARC will contact the DoDDS employee and/or
supervisor to relay the message. In most
situations the ARC will pass the message to
the supervisor first, and then the supervisor
will contact the DoDDS employee.

The American Red Cross verifies the
emergency situation and provides the
appropriate personnel with that information so
that DoDDS may make an informed decision
regarding granting employee leave.

The American Red Cross also processes
emergency messages for family members of
the DoDDS employee.

The American Red Cross does not provide
written copies of the message. If others need
verification of your emergency please have

) . them contact the any Red Cross office.

If you have any questions regarding the Red The Red Cross will also provide assistance
Cross Emergency Services message process or when communication with a loved one has
initiating a message please contact your nearest been lost for an extended period of time. This
Red Cross Office is @ means of re-establishing contact with
family members stationed overseas.

When initiating a message the family will need:
=  The DoDDS Employee name, social

security number, exact location of the
worker (i.e. Ramstein Middle School)
The name, location and phone number
of the hospital, funeral home, doctor etc.
where the American Red Cross worker
can verify the emergency.

Please make sure your family has this
information before an emergency situation arises.







