FHS TEACHER RESPONSIBILITIES 

The following guidelines are provided for teachers to assist them in performing their duties as members of the Falmouth High School professional community. Please review these responsibilities and be sure to ask the Principal or Assistant Principal if you have any questions or concerns.

· ACADEMIC ELIGIBILITY GUIDELINES

· ACADEMIC REPORTING PROCEDURES

· ATTENDANCE PROTOCOL

· BUILDING SECURITY

· CLASS ADVISORS/ MEETINGS

· COPIER USE

· EVACUATION DRILLS

· FIELD TRIPS

· ILL STUDENTS

· NON-SMOKING FACILITY

· PASSES

· PURCHASE ORDER SYSTEM

· STUDENT ACCIDENT PROCEDOURES

· STUDENT DISCIPLINARY PROCEDURES

· STUDENT REFERRALS

· STUDY HALL GUIDELINES

· TEACHER ABSENCES

· WORK DAY

Academic Eligibility Guidelines

To participate in extracurricular activities (clubs and athletics), students at Falmouth High School must be passing a minimum of four (4) academic courses. Academic courses are defined as full time courses that are issued a numeric grade.

Procedures: In order to ensure that no ineligible student participates, the following guidelines/responsibilities have been established:

Guidance Office responsibilities: 

· One day prior to report cards being issued, the guidance office will prepare an ineligibility list based on grades submitted by teachers.

· Copies of the ineligibility report will be issued to the athletic director, the principal and the asst. principal.

· Any grade changes / incomplete grades will be updated on the copies provided to the administration immediately.

Principal/Asst. Principal responsibilities:

· Make duplicate copies of the ineligibility list available to each club advisor.
· Meet with the AD to determine ineligible athletes.

Athletic Director responsibilities:

· At the beginning of each season, coaches will be informed of the dates when grades will be issued to students.
· On the day the list is issued by guidance, the list will be reviewed and any ineligible students will be reported to the Principal/ Asst. Principal.
· Each coach for the season will be contacted with names of ineligible players OR confirmation that all players are eligible.
· The AD will personally inform any ineligible player of his/her status on the day that grades are released. The player will be clearly informed that they cannot participate with the team until eligibility has been re-instated.
· The AD will maintain contact with each coach to ensure that no ineligible player is allowed to participate.

Coach / Club Advisor responsibilities:

· Coaches/advisors should be aware of when grades are released and encourage all students to maintain their academic grades.
· On the day that grades are released, the coach should be in contact with the AD to determine the eligibility status of all athletes. 
· Advisors should contact the Asst. Principal to determine the eligibility status of all participants.
· Any ineligible student will be informed of the procedures to re-instate eligibility.
· Any ineligible student who has earned the right to return to an activity MUST have an eligibility form signed by the AD and the Principal.
· If, at any time, a coach/advisor is unsure of a student’s eligibility, they should NOT allow the student to participate until proof is determined. If an ineligible student participates, the team, club or school may be sanctioned by the MPA.

Please contact the Athletic Director if you have any questions about this policy.

ACADEMIC REPORTING PROCEDURES

Students and parents will have on-going access to student grades electronically. Please be sure that your grading protocol is communicated and the electronic grade-book is kept current and accurate to reflect student progress.

Quarterly grades must be reported in an efficient, timely manner to students and their parents. The dates for grades closing, due dates and verification deadlines are provided below. Please plan accordingly to ensure that these deadlines are met. 


Grades close
Grades and Verification Completed
Qtr 1

Nov. 6

Nov. 12 @ noon






Qtr 2

Jan. 27

Feb. 3 @ noon


 



Qtr 3

Apr. 9

Apr. 14 @ noon






Qtr 4

Last day of exams




ATTENDANCE PROTOCOL
Accurate attendance is to be taken and reported to the office electronically during the first 10 minutes of each class. If the student has a documented excused absence, the office staff will enter absent or tardy excused. If you do not receive such notification from the office, consider the absence UNEXCUSED. If a valid reason and documentation is presented to the office at a later time, the change will be made in Powerschool attendance by the office staff.

BUILDING SECURITY
When the building is locked, FHS staff members have access using their electronic ID cards at the front or side door. Access through other entrances is only available when the building is open (7:30 am – 5:00 pm) or during public events. Inside keys issued to staff open all classroom doors.

The security of the school facility and the student body is the responsibility of each staff member. 

· Staff ID cards must be worn and clearly visible to others AT ALL TIMES. 

· It is important that ID cards are kept secure (never loan this to a student or non-staff individual).
·  If your ID card is lost or misplaced, please NOTIFY AN ADMINISTRATOR IMMEDIATELY so that the card can be de-activated. There will be a $10 replacement fee for staff ID cards.
· Exterior doors are locked during the school day to prevent entrance from outside the building. Staff members should NEVER prop open these exterior doors during the school day.
Any signs of inappropriate entry, forced entry, damage to the facility or theft or destruction of school owned material or equipment should be reported to an administrator, the superintendent's office, Topper West, and/or the police as soon as it is discovered.

CLASS ADVISORS/ MEETINGS

Each member of the professional staff shares a responsibility for assisting and supervising class and student activities and projects, including student fund raising and social events.  These activities constitute an important aspect of student school life and the interest in and support for these activities by the staff is not only appreciated by students, but is often integral to insure that they best serve the needs of all involved.  When each staff member is active in this role, the burden on any one individual will not be great.

Each teacher is assigned as a class advisor for each school year with one designated head advisor.  The head class advisor works with the executive committee on a regular basis while the other advisors are expected to assist the head advisor in the supervision with chaperoning of class projects and activities. 

Class meetings will be held as needed and will be scheduled and announced as far in advance as possible.  As a general rule, class meetings will be held during enrichment sessions.  Exceptions will be made only in unusual circumstances.  Class Advisors should plan on conducting most class business with the class executive committee during a regularly scheduled lunch or before school meeting.

COPIER USE
High school teachers have copiers available for their use in the upstairs or downstairs teachers' room areas. Additional copiers are located in the science wing, the guidance office, the library and the main office. All copy machine malfunctions should be reported to Amy Davison in the library for assistance.
EVACUATION DRILLS
During the school year, evacuation drills will be conducted on a regular basis.  Evacuation instructions are posted in each room and area of the school facility.  Teachers are asked to make students aware of these instructions during the first week of the school year.

During an emergency evacuation of the building, teachers are to accompany students under their care from the building, maintaining an orderly exit.  It is essential that the teachers move all students to their designated evacuation location and follow procedures provided below. Do not permit students to reenter until an all-clear signal is given.

Teachers who have physically handicapped students (wheelchairs, crutches, etc.) are to remain with the handicapped students throughout the evacuation process, personally supervising the safety of this student.  Enlist the aid of students or other teachers in this effort.

Evacuation Process:

General Guidelines

•  When in a supervisory role, faculty / staff must have current printed class rosters  

    and classroom safety procedure flip chart always available.

• Attendance / receptionist secretary delivers Evac Bag to evacuation sites “A” & “B”.  

•  High school secretary delivers Evac Bag to evacuation site “C”.

•  Bookkeeper / secretary delivers Evac Bag to evacuation site “D”.

Evacuation During Class Time 

•  Attendance taken by classroom.
•  Follow evacuation plan as presented in your safety procedure manual.  This plan 

   is also listed on the evacuation sign near the room door.

•  Site leader to wear identifying vest.

•  Faculty must keep their class together.

•  Site leader takes attendance of their class first.

•  As attendance is taken by individual faculty / staff:  Use appropriate green or red  sheet from the classroom safety procedure flip chart. Record the name of any student who is missing from your class.  Record the name of any student at your evacuation site who is present but not listed on roster (extra).  You will supply this 
information to the site leader.  These names will be reported via radio to the administration and other site leaders.

•  Faculty / staff should be positioned where they are easily visible to site leader.  

Evacuation During Passing Time, Between Classes

•  Attendance taken by grade level.

•  Students not yet in classroom will exit the building via the closest exit and report to site closest to that point.  Those students in the classroom will exit with faculty member.

Evacuation During Free Time:  Lunch, Break, Passing Time (between classes)

•  Attendance taken by grade level.
•  Faculty / staff go to evacuation area they usually report to.

•  Students report to site closest to their exit point.

•  Site leader to wear identifying vest.

•  Site leader coordinates effort and should not be taking attendance.

•  Faculty to organize students by grade level.

•  Take attendance with use of master lists supplied in Evac Bag.  Two faculty / staff per grade.  Office will replace this list for next evacuation.

Evacuation During Enrichment

•  Attendance taken by grade level.

•  Follow evacuation routes as posted in room.

•  Site leader coordinates effort and should not be taking attendance.

•  Faculty to organize students by grade level.

•  Take attendance with use of master lists supplied in Evac Bag.  Minimum of two faculty / staff per grade.  Office will replace this list for next evacuation.

FIELD TRIPS
Teachers who are considering a field trip should take the following guidelines into consideration:

· Field trips should be directly related to a unit of study and should


    provide substantial educational benefit to those involved.

· No field trips will normally be approved for the last week of a marking period, for the week preceding mid-year and final exams, or for the last week of classes for seniors.

· Approval of a field trip by the administration (at least 2 weeks prior to the date) is necessary before commitments may be made to students, staff, and field trip site.

· A field trip form is necessary for all field trips. An on-line copy is available; please submit to the main office.

· Permission slips are needed for every field trip. An on-line copy is available; please collect and take with you on the trip.

· No student should be denied participation in a field trip due to an inability to pay. It is recommended that teachers make a general announcement to students that they should privately see the teacher, a counselor, or building administrator, in which case financial help will be available.

· In order to make adequate transportation and substitute arrangements, a two-week notification period is necessary.

ILL STUDENTS
If a student appears to be ill, the teacher should excuse him/her to go directly to the nurse's office. Teachers should call the guidance office (ext 200) to determine the nurse's availability before releasing students to the nurse's office.  Please send another student with the ill student if you are concerned about their medical condition. Students who have routine questions, need advice or are tired should attend all classes and see the nurse during non-academic time.

NON-SMOKING FACILITY

Smoking is prohibited at all times on all Falmouth school property.

PASSES

Students must get a pass from any faculty member they wish to schedule time with during the school day. This pass must be presented to their supervising staff member BEFORE leaving for the appointment. It is highly recommended that students be issued a corridor pass for use of the bathroom, locker use, reporting to the main office or seeing the nurse.

For a student to leave your room or area of responsibility, prior contact must be made with the receiving faculty/staff member:

1) Student speaks with receiving teacher in advance and gets written pass, or:

2) Sending teacher contacts receiving teacher prior to allowing student to leave the classroom.  In example, a study hall student wishes to go to computer lab or the gymnasium: If the student has no pass from the receiving teacher, and you consider allowing the student to go, it will be necessary for you to call the receiving teacher to ensure s/he is present and available.

Use of a hallway pass allowing students to go to a locker, the bathroom, etc would be your call.  Some of us do not use a pass, some do.  One student out of the room at a time in these situations seems to be the present appropriate practice.

PURCHASE ORDER SYSTEM
The following purchasing procedures are in place:

· A teacher or teacher leader determines that an item is to be ordered.  Teachers should clear all purchases through the appropriate teacher leader.

· A purchase order request form should then be completed and must contain the accurate business address of the vender, including zip code, fax number, complete catalog number with item description, current price information and account to be charged.  If you are using a new vender (check with the bookkeeper), a W-9 form needs to be completed (copies in the main office).  The completed order request goes to the bookkeeper, Polly Murphy. 

· The request will then be typed and forwarded to the Principal for approval and then to the business manager for final approval. 

· Upon approval a copy will be returned to the person who requested the order and another copy will be retained by the bookkeeper. 

· Upon receipt of the delivered goods, the person who placed the order should return the copy to the bookkeeper, noting with a check mark each item received and further noting any exceptions.  This copy will be forwarded to the Superintendent's office for payment.  Packing slips do not need to be turned in with the pink slips, however, invoices do. 

REMINDERS
1.  Only one company should be placed on each purchase order form.

2.  Use a current catalog when placing an order. 

3.  In general, a 10% shipping and handling charge should be added to each order.

4.  There should be no telephone orders unless there is an emergency and the Principal has given prior approval.

5.  There should be no deficit spending, i.e., and borrowing funds from next year's budget to make a purchase.

STUDENT ACCIDENT PROCEDURES

Procedures

1.  The teacher who is in charge should determine the type of injury and administer first aid.  Do not attempt to diagnose or treat an injury that is not obvious.

2.  Contact the school nurse to report the situation.

3.  Notify the parent, who should be allowed to determine what action to take.  With some injuries, the parent may wish to take the student to a doctor's office or hospital.

4.  If the injury is severe and needs immediate attention call the Rescue Unit (781-4242), and notify parents.  If time does not allow for calling, ask police headquarters to do it for you.

5.  Family doctor may be called if parents are not immediately available.

6.  If parents cannot be reached by phone, police will help in locating them in an emergency.

7.  With sprains, lacerations, or bruises that are not severe, notify parent and advise medical attention.

8.  In all cases, fill out accident form and send to the office of the school nurse.

Children of Christian Science Belief

1.  For minor injuries, wash with soap and water.

2.  Call parent.

3.  If parent cannot be located, and injury is serious, call the Christian Science Practitioner as indicated on the health sheet.

4.  In case of hemorrhage or serious injury render first aid if parent or practitioner cannot be reached.  Call the school physician or take to emergency ward.

NOTE: School personnel are authorized and obligated to take whatever measures are necessary to save the life of a child.  Otherwise, however, nothing should be done except as indicated by the parent or practitioner.
Spilled body fluids

In caring for a student or staff member during injury or illness, special precautions must be observed both in the care and clean up following injuries or illness involving spilled body fluids (blood, vomit, urine, feces, etc.) Rubber gloves must be used for treatment of the injured or ill person and for all clean up of spilled body fluids.  Soiled clothing both of the victim and those caring for the victim must be sealed immediately in designated containers for eventual incineration.  Great care should be taken to avoid any direct skin or bodily contact with these spilled body fluids.  The office, school nurse and custodial staff should be immediately notified in any instance of injury or illness involving spilled body fluids.  These people will have completed special training on care and clean-up procedures.  Every classroom and student or teacher use area of the building will have a supply of rubber gloves available.  New supplies will be available upon request from the school nurse or office.

STUDENT DISCIPLINARY PROCEDURES

Tardiness to class
At the beginning of a course, the teacher shall inform students as to the consequences associated with tardiness to that class. Generally, tardiness should be dealt with as a classroom issue, however habitual offenders should be reported to the Asst Principal for appropriate administrative intervention and action.

Teacher detentions 

Teacher detentions may be assigned to students by any member of the school staff for minor offenses and are normally served within 24 hours.

The duration and the scheduling of the detention will be determined by the individual teacher. 

Office / Friday detentions
Office detentions will be assigned by the administration.

· Students will be given at least one day’s notice for an office or Friday detention.

· Office detentions will be served on Tuesdays, Wednesdays or Thursdays from 2:30 – 3:30 P.M.

· Friday detentions will be served from 2:30-5:30 pm.

· Failure to serve an office detention in the week assigned will result in a Friday afternoon detention. 

· While serving detention, students are not permitted to eat nor sleep. Students must bring study and/or reading materials and remain quiet during the detention time.

· Transportation conflicts, student employment or participation in extracurricular events are NOT valid reasons to be excused from a detention. Students will be permitted to ride the late bus for transportation home after the detention is served.

· Parents will be notified of each detention.

Suspension

Suspension from school will result from extreme or repeat violations of the disciplinary code.  Suspension may occur for any of the following offenses:

· Drug/ alcohol use or possession

· Threats and/or abusive language

· Harassment

· Violence / fighting

· Repeated disobedient / disorderly conduct

· Failure to comply with reasonable requests from a staff member.

· Other serious or repeat infractions as determined by the administration

Suspended students will be informed of the charges against them and will be allowed to explain their perspective. Parents will be notified as soon as possible and the suspension will be confirmed in writing. The length of suspension may vary from one to ten school days, depending on the infraction. The school board has the authority to suspend students in excess of ten days, if deemed necessary.

During suspension, the schoolwork and books will be provided to the student and credit will be granted for all work completed.  It is important that teachers provide this information to the student in a timely manner. It is the student’s responsibility to schedule time to make up tests/quizzes upon returning to school.

During the suspension time period, the student is not to be on school grounds or attend any school-sponsored activity.

STUDENT REFERRALS
All classroom teachers, advisors and staff members are expected to provide individual attention to students and their needs and to serve as a screening and referral point for detection of student problems.  A problem may be sudden and temporary caused by some immediate upset in the student's life, or it may be chronic and debilitating and a clue to more serious conditions.  In any event, a problem that causes a dysfunction in the classroom and prevents the learning of material that the teacher feels is appropriate or prevents the student from attaining his/her own or parents' expectations should be noted and referred for further evaluation and help.

As teachers and advisors, you are in the best position to observe student behavior and to make a referral to the appropriate resource.

POSSIBLE REASONS FOR REFERRAL

a.   
Inappropriate class placement.  


b.   
Need for review of educational program and/or schedule.  


c.   
Low grades – failing or inappropriately low.  

d.   
In-appropriate career goals or undo confusion concerning the future.   

e.   
Reading difficulty (a non-reader or reading significantly below grade level).  

f.   
Anti-social behavior (fighting, rebelliousness, etc.)


g.   
Withdrawal or isolating behavior.  


h.   
Suspicion of alcohol or drug abuse.  


i.   
Speech or hearing problems.  

j.   
Learning disability, including visual-motor or coordination problems.  


k.   
Chronic absenteeism.  


l.   
Suspected health problems (temporary or chronic) 


m.   
Suspected home problems.  


n.   
Sudden changes in behavior or achievement.

REFERRAL PROCESS
In order to expedite internal communications and to improve the articulation and coordination of student services, all student referrals are to be directed to the Student Centered Team (SCT).  Once a referral has been made, the SCT will channel the referral to the proper student service(s).

Obviously, in a crisis situation each of us must pursue a course of action necessary to remedy the immediate demands placed upon us at that moment.  Once the crisis has been addressed, the situation should be brought to the attention of SCT as soon as possible.

STUDY HALL GUIDELINES
The structure and purpose of study halls at FHS have been carefully reviewed. Based on the feedback from students and staff, the following guidelines have been developed:

· All students are to report to their assigned study hall at the very beginning of each period for attendance purposes.  Study hall teachers will take accurate attendance and submit to the main office.

· Grade 9 and 10 students will remain in the assigned study hall location unless they have a pass to see another staff member, the guidance office, the main office or for the library.

· Grade 11 and 12 students will report to the cafeteria study hall. With the appropriate pass, these students will be allowed to sign out to the library, the guidance office, the main office or to see a staff member.

· Seniors or juniors with privileges WHO CHOOSE TO NOT LEAVE THE BUILDING must report to their regular assigned study hall, sign in and follow all study hall guidelines.

It is important that the study hall supervisor carefully monitors student attendance during study hall. In the event of an emergency, we need to know where every student should be at a given time.

If a student continually refuses to follow study hall guidelines, please refer the incident to the Assistant Principal.

TEACHER ABSENCES

If a teacher knows in advance that he/she will not be in school, they must follow these guidelines:

· Complete the appropriate form available on-line (professional leave form OR staff absence form) and submit a hard copy to the appropriate supervisor (principal or special education director). 

· Contact Debbie Jabar (781-4386) and request a substitute for the day(s) to be missed. (NOTE; if you have 2 or less classes scheduled on the day of your absence, please see Kaye MacGowan FIRST to see if it can be covered by other staff members)

· Check to be sure your substitute folder is current and includes the following:

· Updated class rosters, advisee roster & seating plans (if appropriate);

· Lesson plans that are clearly defined and easy to follow;

· Your daily class schedule and additional assignments and duties;

· Information regarding evacuation drills;

· Appropriate teacher manuals and desk copies of books; plans should note pages in books and manuals;

· Attendance slips, student passes and other necessary forms and procedures;

· Your classroom policy regarding bathroom and locker passes;

· Classroom management suggestions; including the name of a reliable student who can assist the substitute with questions, if needed;

· Any additional information you feel is appropriate and necessary to the substitute.

Teachers should notify the Principal and Debbie Jabar as far in advance as possible of an upcoming absence in order to enhance the likelihood of providing appropriate substitutes.

If you are unable to attend school on short notice due to illness or an emergency, please call Ms. Debbie Jabar at 781-4386 by 6:00 AM.
WORK DAY FOR TEACHERS

All teachers are expected to be in the building no later than 7:50 am and in their first period classroom, ready to begin class promptly at 8:00 am. Teachers are expected to remain after school on Mon-Thur until 2:50 pm and on Friday until 2:30 pm.  

