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District School Board of Pasco County Vision: 
Our vision is to create a community, which works together so all Pasco County students will reach their highest potential.

RRMS Mission: 
Our mission is to provide the highest degree of instructional excellence while recognizing the unique needs and developing the abilities of every student.  Through the cooperative efforts of family, school, and community, students will prepare to be responsible, productive citizens, and life long learners.
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1. ORGANIZATIONAL STRUCTURE
SCHOOL IMPROVEMENT GOALS AND PLANNING
The mission of the State Board of Education (S.1008.31, F.S.) is to increase the proficiency of all students within one seamless, efficient system, by providing them with the opportunity to expand their knowledge and skills through learning opportunities and research valued by students, parents, and communities, and to maintain an accountability system that measures student progress toward the following goals: 

· Highest student achievement 

· Seamless articulation and maximum access 

· Skilled workforce and economic development 

· Quality efficient services 
The purpose of the School Improvement Plan (SIP) is to create a systematic plan to address improvements in student performance, student safety and staff development. The plan is developed in accordance with state law and Pasco County School District Guidelines.  The SIP includes goals, objectives, and strategies. An additional component of the plan is a monitoring and implementation plan.  The SIP is revised yearly, updated and submitted to the School Board for approval. A teacher’s Deliberate Practice Plan should relate directly to the school goals.   A copy of the SIP can be viewed on the RRMS website.

ORGANIZATIONAL STRUCTURE

Work groups operate for the purpose of sharing, problem solving and implementing school improvement goals. The purpose of any work group is to foster student success. The school is organized into grade level teams, subject area PLCs and committees.

Grade Level Teams
	6, 7 8th Grade Building 23
Electives Building 24

Physical Education Building 21

	


PLCs/Departments
	CCTE/Electives

	ESE 

	English Language Arts

	

	Mathematics

	Reading

	

	

	Science

	Social Studies

	

	


Committees (subject to change)

	Discipline/MTSS
	

	Facilities & Safety
	

	Student Placement
	

	

	

	Teacher of the Year
	

	Sunshine/Special Events

	Testing
	

	
	

	

	

	

	
	

	
	


GRADE LEVEL TEAM, COMMITTEE, PROFESSIONAL LEARNING COMMUNITY, AND DEPARTMENT EXPECTATIONS
Grade level teams, professional learning communities, and departments form support groups that can offer suggestions, share success and encourage professional development.  Professional learning communities also provide a structure for communication and a forum for curriculum improvement. Committees facilitate the accomplishment of School Improvement Plan goals. Sometimes committees may recommend a change in policy. These recommendations should reflect the mission, philosophy, and goals of the school. The ultimate goal of these groups is to improve instruction so that all students will receive rigorous and relevant coursework.

Meetings
Teachers are required to attend all faculty meetings, department meetings, and professional learning community meetings.
LEADERSHIP RESPONSIBILITIES
Committee Chairpersons and Professional Learning Community facilitators are designated by the principal for the purpose of providing collaborative leadership. These roles are annual, with positions becoming available for staff to apply or volunteer for at the end of each year.
Committee Chairperson

· Canvas (agenda, minutes, sign-in sheets, action plans)

· Coordinate communications

· Schedule & facilitate meetings

· District liaison/submit forms

· Coordinate activities/events
· Create electronic mailing list

· The “Voice” of the staff regarding changes in policy

PLC Facilitator

· Attend PLC Facilitator Trainings

· Review Lesson Plans to be placed in Canvas
· Common Planning/Sharing of Ideas

· Master Schedule Planning

· Long-Term Substitute Plans

· Facilitating Professional Learning Community Meetings

· Attending Professional Development

· Data Collection

· Vertical Teaming

· Best Practices

· District Meetings

· Member of the Instructional Leadership Team
*All leadership team members may be assigned additional duties as designated by the principal or designee.  
2. STAFF INFORMATION
WORK HOURS
Any deviation from the times listed below must be approved in advance by administration.  
Regular School Days



Student Hours



7:30 AM - 1:55 PM



Instructional Staff 



7:15 A.M. - 2:45 P.M. Mon-Thurs (7 1/2 hrs)

            



7:15A.M. - 2:30pm  Friday








7:00 AM - 3:00 PM 
(8 hrs)


   
Clerical Staff




7:00 AM - 3:00 PM or 
7:30 AM - 3:30 PM
Other Non-Instructional Staff 

Hours are established by administration.

Planning Days


Instructional Staff



8:00 AM – 4:00PM  or  7:00 AM - 3:30PM



   





     (1/2 hr lunch)
          (1 hr lunch)


Non-Instructional Staff  
Hours remain unchanged unless approved by administration.


SIGN-IN PROCEDURES

It is your professional responsibility to sign-in each morning and sign-out when leaving in the afternoon.  State audits require that our staff follow this procedure each day.  Staff may not sign-in for the entire week.  Hours must be totaled at the end of each week and staff must sign the sheet verifying the hours.  Failure to properly sign in may cause errors in your paycheck.

REQUESTING PERMISSION TO LEAVE CAMPUS DURING THE DAY

It is necessary to know where staff members are during the day because of incoming calls, emergencies that could arise and for liability purposes.  Requests to leave during the day should be minimized and used only for emergency situations.  If you do need to leave, you must obtain permission by your administrator before leaving campus.  Once permission is granted, sign-out with the principal’s secretary.  You must sign-in again if you return on the same day.  Failure to follow these procedures may subject you to disciplinary action.  Teachers and staff members are not allowed to leave the campus for lunch. 
LUNCH ON PLANNING DAYS


Staff may select a work schedule on planning days that includes either a 1/2 hour or a 1 hour lunch.  Teachers and staff are permitted to leave the campus for lunch.
ABSENCES 
Teachers are responsible to arrange for substitute coverage using the Smart Find Express substitute request line (813) 345-5094 or via http://sub.pasco.k12.fl.us/logOnInitAction.do. The job number should be written on the leave form submitted to the principal’s secretary.  

There is specific contract language regarding leaves of absences.  It is your responsibility to review and understand leave policies.  Ask the principal's secretary if you are unsure about what you need to do regarding an absence or leave.
Vacation time requests for year-round employees are to be submitted to the principal or designee for approval.  A schedule may be developed based on staff requests and school needs.  A conflict in dates will be settled using seniority within job categories.  Vacation time requests will only be approved if received with two weeks prior notice and if the requested dates do not conflict with an already approved leave.

ANTICIPATED ABSENCE (INSTRUCTIONAL & NON-INSTRUCTIONAL STAFF)
All leaves must be approved in advance by administration.  Complete a leave form and request a substitute teacher by calling Smart Find.  Do not assume that the school or district office sponsoring an inservice will make the request for you.  Include the job number on the leave form.

There are times when several staff may request a leave for the same day.  In the event that all requests cannot be accommodated, the request will be prioritized by the administration based on the date of request, activities involved, and number of previous temporary duties requested.  When the leave is requested for a special activity such as a field trip, the Activities Request form must first be approved.


It is your responsibility to cancel the substitute request if your prearranged absence has been canceled by calling Smart Find Express or accessing the website at http://sub.pasco.k12.fl.us/logOnInitAction.do.

It is the responsibility of the teacher to leave detailed lessons plans and class lists for the day(s) of the approved absence.  Lesson plans should be left on your desk, given to substitute coordinator, or given to your Assistant Principal.
Five days of emergency lesson plans should be on file with Student Services at all times.

EMERGENCY ABSENCE 

It is very important for teachers to call Smart Find Express before 6:00 AM.  A substitute may not be available for you if you call Smart Find Express later than this time.
EMERGENCY LESSON PLANS 
Five days of emergency plans must be completed and turned in by the end of the first week of school.  Each lesson should be enough to engage students for a complete class period. Emergency plans should be replaced when used by a substitute.
SIGNING AUTHORIZED LEAVE FORMS

Leave forms require the signature of both administration and the staff member.  It is your professional responsibility to sign the form and return it to the principal’s secretary.  Failure to do so may cause an error in your paycheck and/or documenting the time used.
TEMPORARY DUTY / INSERVICE / OFF CAMPUS MEETINGS / ETC.

Temporary duty may be approved for inservices, district meetings, competitions, field trips, etc.  Such activities require administrative and, sometimes, district approval.  Any request for temporary duty that involves additional expenses such as registration, hotel, per diem, etc. must include a written budget.  The written budget must be presented to the supervising administrator in order for the request to be processed.  No encumbrances may be made until the request is approved.  Temporary duty will be denied once a staff member has reached 10 days of missed work regardless of the reason.  This includes partial days.  Staff may ask for administrative review to consider special circumstances.

LEAVE THAT REQUIRES OUT OF COUNTY TRAVEL

All out of county travel must be approved in advance by the superintendent or designee (including all overnight sporting events).  Staff should work with the activities administrator to generate a letter of request providing all the required information.  No other paperwork may be completed or checks issued until the final approval is received.
COMP TIME
Compensatory time can be granted upon mutual agreement between the principal and staff.  Terms and conditions relating to the implementation of such compensatory time shall be mutually agreed upon at the time it is granted.  Compensation time may be banked for use on planning days, or may be used during non-student contact time. Comp time cannot be used during student contact time. Comp time given within a calendar school year must be used within in the same calendar school year.
KEYS/LOCKING DOORS/ALARM SYSTEM
Teachers are assigned keys to the classroom.  Keys are the responsibility of the teacher and should not be used by students or any non-employees.  

Master keys are not issued to staff.  However, it is possible to check out a key to needed areas for special events.  Duplication or unauthorized possession of any school key will be considered a serious misconduct on the part of the employee and may result in disciplinary action.

PARKING/PARKING LOT

A parking lot in front of the school is provided for staff to use.  Please do not use lots behind the gates as they will be closed.  All vehicles must be parked in designated parking lots.  Any vehicle parked otherwise may be subject to towing.  It is advisable to lock your vehicle at all times and not to leave anything valuable in sight.  The school may not be held responsible for stolen items or damage to vehicles.
TEACHER WORKROOMS/LOUNGE
Teacher Workroom is designated as a common work place with duplicating machines, refreshments, sign-in sheets, and mailboxes.  Due to confidential information in boxes, students are not permitted in the teacher workroom or to pick up teacher mail.  
Faculty Lounge:  A soft drink machine, snack machine, refrigerator, sink, microwave oven, and a telephone are located in the faculty lounge.  The lounge is available to the staff only - NO STUDENTS ALLOWED.   The refrigerator is cleaned each Friday when all the contents will be discarded.  Your cooperation in keeping this area tidy is appreciated.
The Food and Nutrition Services (FNS) department staffs an “adult only” service line with comfortable seating and nutritious meal options daily.  Staff members may establish accounts for payment.
Students are not allowed in the break rooms at any time.  Please respect that these areas are created to provide for a place for staff to plan or eat lunch without the interruption of students; so, do not send students to retrieve something for you.
SMOKING ON CAMPUS

There shall be no smoking on school premises during the student school day by any school employee except in the designated outside smoking area.
INTERNET AND EMAIL USAGE

It is mandatory that all staff check their e-mail daily for messages and announcements.  Computer usage (e-mail, internet, etc.) is for appropriate school business.  Faculty members that abuse the district's electronic use policy are subject to disciplinary action that may result in termination. This policy can be found in the Appendix of this handbook.

School staff should be mindful that the content of personal web pages, websites, and social media outlets may result in disciplinary action.
MAIL & COURIER SERVICES

A school mailbox for each employee is provided in the main office workroom.  Memos, US mail, courier mail, and messages will be placed in mailboxes daily.  It is mandatory that employees check their mailboxes upon arrival and if possible during the day or before departing.  

Mailboxes may only be used for school business.  

Courier service between schools and the district office is available.  The drop off for both mail and courier is located in the staff mailroom of the administration building.
TELEPHONES

Telephones are available for teacher use in each classroom and throughout the school.  Students may not use classroom telephones.  Students may be sent to Student Services to use a phone to contact a parent in a case of an emergency.  

Staff members may use their personal cellular phones during non-student contact time. Teachers and staff may use their cell phones during planning time, breaks, or lunch. 
Personal calls during school time should be kept to a minimum.
MAKING A CALL
Within the school or district


4
-
four digit extension

New schools opened after 2006

6  
-
four digit extension

To a local number



9
-
area code - telephone number

To a long distance number


9
-1 - area code - telephone number - your SSN                          

    (for school use only)




     (Be sure to log the purpose of the call)
Monthly long distance usage reports will be placed in your mailboxes and must be signed and returned to the bookkeeper.
SCHOOL ANNOUNCEMENTS

Announcements to staff may be put in a principal's e-mail, announced at faculty meetings, at leadership team meetings, or posted on the school calendar.  Flyers relating to school activities may also be placed in individual staff mailboxes.  Last minute changes will be sent out in an e-mail, included on the news program, or by an intercom announcement.  Any flyers or posters must be approved by the assistant principal for activities PRIOR to distribution or display.

Announcements to students will be made via the intercom system.  During the school day, only emergency announcements will be made via the intercom such as cancellation of practice due to inclement weather.  At no time will announcements be made to find or release students except for school-wide events.  During the first five minutes of the school day, the intercom system will be used for the Pledge of Allegiance and the school news show will be broadcast.  End of the day announcements will be kept to a minimum.
VISITORS
All authorized visitors (i.e. guest speakers, mentors, club sponsors, etc.) to the campus must sign in at the main office and receive a visitor pass.  Family members of staff are considered visitors and must check-in at the main office to obtain a visitor pass and should not be on campus during student contact hours.  Students may not have visitors or bring guests to school. Visitations by parents, guardians, or others that are part of a school activity is limited to prearranged time frames and must be done with no less than one day notice, and be pre-approved by administration.
Former students should not be visiting on campus during student contact hours.

Staff should not bring children to school who are sick in lieu of staying at home.  You must take leave instead of bringing them to work. 
Pets are not to be on campus or brought to school events.

PRESS RELEASES AND COMMUNITY PUBLICATIONS POLICY

Faculty members are encouraged to submit news articles about class or club activities on a regular basis for publishing on school social media outlets. All administrators have access to RRMS social media outlets and can publish your pictures & information.  News and accolades can also be given to the Principal for release to the print and news media.  The administration should be notified any time a reporter or photographer is visiting the campus and the person must obtain a visitor pass.  Photographs of students are eligible to be utilized for media publications. Any student wishing to opt out of being in photographs or publications must have a signed parent waiver on file with administration.

We have established the following policies in order to assist our community in promoting programs, events, and activities available in the community that are beneficial to students and their families:

Only programs, events, or activities that are deemed to be positive, safe, healthy and age appropriate in nature will be allowed. Any flyer promoting an activity or program that would require parental approval or promote an unsafe activity will not be accepted.  In addition, advertisements that adversely single out a particular group of students, or have disruptive impact on the educational environment will not be accepted. Approved fliers will be made available to students in the media center for a one-week period until the supply is gone.  They may also be placed in Student Services. Posters will not be accepted.  Fliers must be no larger than 8 1/2 by 11.
No announcements will be made via the intercom, television, or message board.

The principal and her designee has final authority on such matters.
LETTER WRITING AND/OR POLITICAL CORRESPONDENCE

Students may not be requested to write letters on behalf of a political idea supported by the teacher.  There may be some activities where students request involvement or the letter writing is a normal part of the curriculum.  In such cases, administration should be informed.  All letters must be proof read in advance.  Students should not be encouraged to e-mail since there is no way to screen their response for appropriateness.  Staff may not use school letterhead or use of the school name for personal or political correspondence.  

TEACHER PAY & CONTRACT

The salary schedule and contract for teachers is negotiated between the District School Board of Pasco County and USEP each year.  Paychecks are bi-weekly.  The district utilizes direct bank depositing.  If you have any questions, contact the human resources department at the district office (813) 794-2353.  
STAFF INJURY

Any staff experiencing an accident during normal duty hours must report the accident to administration in writing within 24 hours following the accident in order to be covered under Workmen's Compensation.

All injuries or illness in the line of duty should be reported to the school nurse and principal's secretary as soon as possible.  Such injuries or illness will be reported to Workmen's Compensation and the Superintendent within 24 hours of such notice.  The employee must see a designated physician through Workmen's Compensation.  The principal's secretary has the list of doctors.

GROUP INSURANCE
The District School Board provides insurance options for employees.  These options are explained at the time of employment and during the open enrollment period.  Information can be obtained from the principal's secretary or from the Employee Benefits Department at (813) 794-2275.

CREDIT UNION
All teachers of Pasco County are eligible to participate in the Suncoast Credit Union. For more information, contact Suncoast Credit Union at (813) 621-7511 or 1-800-999-5887.  Their website is https://www.suncoastcreditunion.com/ 

EMERGENCY DRILLS
During the year unannounced evacuation drills will be conducted.  The law requires emergency drills be conducted during every month.  Emergency procedures and evacuation routes MUST be posted in every room.  Emergency procedures are outlined in the emergency plan flip chart. 

HURRICANE AND TROPICAL STORM INFORMATION

The superintendent works closely with the Pasco County Emergency Operations Center to make informed decisions regarding school closures during severe tropical weather conditions.  Due to the often unpredictable, yet slow nature of these storms, the decision to close schools will be delayed until absolutely necessary.  The anticipation of local flooding may require the opening of shelters, which is independent of school closures.  All staff are expected to be in attendance unless the superintendent officially closes all schools.  On occasion, the announcement for school closures occurs during evening hours or on a weekend.  Pay attention to television and radio reports.  The superintendent or principal may record a message that is sent to your home phone number.

Our school is a shelter. Do not leave personal belongings in the classroom.  In a large-scale evacuation, all space will be used in these buildings.
In order to assist the county with safeguarding the citizens of our community, Florida Statute 252.38(10), Emergency Management Powers of Political Subdivisions, requires that: 

During a declared state or local emergency and upon request of the director of a local emergency management agency, the district school board or school boards in the affected area shall participate in emergency management by providing facilities and necessary personnel to staff such facilities. 
EMERGENCY PROCEDURES
Everyone on staff receives the school’s emergency flip chart.  It is the responsibility of each staff member to understand these procedures and be ready to react quickly and responsibly.

The flip chart is to be kept in a location that will provide instant access in the event of an emergency. All flip charts should remain in the plastic file bin located by the door in each classroom and office.
FIREARM POSSESSION
The possession of any firearm by other than authorized law-enforcement personnel is prohibited on any district property or at any district-sanctioned activity.
3. STAFF DRESS CODE
Our community expects its educational employees to dress in a manner that adds dignity to the educational profession and pride to the school.  It is the responsibility of each employee to come to work in attire that will enhance his/her image with students and colleagues.  We are in the business of education; therefore, the School Board expects its employees to come to work looking and behaving like highly trained and well-groomed professionals.
PROFESSIONAL DRESS

MEN
Long or short sleeve button down dress shirt, polo shirt, dress pant or Khakis, and dress shoes (no athletic, flip-flop, or slippers).  Ties are recommended but not required.  All attire should be neat, clean and pressed. 

WOMEN
Dress / skirt or dress pant and button down shirt, fashion top, blouse or sweater.  No tank tops are permitted.  Dress slacks, dress capri pants, khakis or chinos can be worn, if they are a part of a business suit or have a professional look.  All attire should be neat, clean and pressed.  Appropriate formal shoes – wedges, flats, clogs, dress sandal or mules (no athletic, flip-flop, or slippers).

PE
Appropriate athletic attire including shorts and t-shirts and athletic shoes. All attire should be neat and clean.
Dresses and skirts, as well as shorts for PE, must be of modest length, no more than 4” above the knee. Blouses, shirts, and sweaters cannot be translucent or dip below a line formed between the right and left armpit. Shirts must be long enough to clearly overlap the belt line and stay tucked in during the course of normal movement throughout the school day.

Denim, workout and athletic apparel are not considered professional attire for the classroom.  All faculty and staff should remain in professional attire during work hours unless permission from administration is obtained.  

Non-instructional staff working in instructional areas and the office staff will follow the same guidelines as listed above. Special arrangements may be made for ESE paraprofessionals and LPNs. Custodial and cafeteria staff should dress appropriately for their jobs.

Business Casual Dress Policy
Business casual attire includes collared polo shirts, dress pant, or khaki slacks.  All attire should be neat and clean.  Dress or casual shoes are acceptable. 
Jeans Days Dress Policy
Jeans day attire includes collared polo shirts and jeans.  All attire should be neat and clean.  Dress or casual shoes are acceptable. If sneakers are worn they should be in good condition and appropriate in style. Jeans days will be noted on the Activities Calendar, and will be announced prior to them occurring.

School Activity Days
Costumes, school, class, club, or athletic t-shirts and jeans may be deemed appropriate for special student activity days during Homecoming or Spirit Days. Such occasions will be noted on the activities calendar by the principal or designee.
field trips and field days
Jeans or shorts may be deemed appropriate for a field trip or field day as appropriate for the location and audience of the activity.   Staff should ask for clarification from their supervising administrator. All tops and shorts must meet the student length requirement and must be modest in fit.
Planning Days
Planning days, unless specified otherwise, may be less formal in dress.  Casual attire such as shorts or jeans may be worn, when there are no work or student activities planned that would require a more professional dress.  Staff may use their own judgment and do not have to request permission.  Tops and shorts should be appropriate length, modest in fit and must be in good condition.  Attire should project a neat appearance and not be worn in a sloppy or recreational manner.

Determination of the appropriateness of dress shall be left up to the discretion of the principal or designee. He or she will counsel the individual employee regarding suitable, appropriate, acceptable, and professional dress.  The employee may be sent home to change into appropriate attire.  
 
The principal or designee will make reasonable accommodations for those employees who because of a sincerely held religious belief, cultural heritage, or medical reason request a wavier of a particular part of this policy.
IDENTIFICATION BADGES

Staff must wear identification badges at all times on campus.  Badges are created by the District Office and may be obtained through the principal’s secretary. If you lose your identification badge please see the principal’s secretary to obtain a new one from the District Office. If you are a new employee, your photograph will be taken when you go in for fingerprinting, and then the principal’s secretary will request an identification badge for you after your fingerprinting is processed.
CERTIFICATION
It is the responsibility of a teacher to keep their Florida educator's certificate current.   Teachers must provide a copy of their certificate to the principal's secretary.  You may obtain forms for application, extension, or renewal from the principal's secretary or the human resources department.  Failure to keep certification current will result in termination of employment in the district. 

SRP EVALUATION

The formal evaluation occurs during the second semester of the school year.  The worksite supervisor or designee making the evaluation will meet with the SRP to discuss the employee’s performance.  After the discussion, the SRP will receive a copy of the assessment instrument.  An employee may be assessed more frequently when a need for improvement is identified by the school's administration.
4. CLASSROOM RESPONSIBILITIES 
CLASSROOM & SCHOOL RESPONSIBILITIES
The primary duty of the teacher is to teach the curriculum to students. When a class is in session, the teacher is to be in the room at all times.  If an emergency situation arises, wherein a teacher must leave the room, the teacher shall inform the main office to arrange for supervision during the absence. Fourth period teachers escort students to and from lunch. All students must be supervised during any curricular or extracurricular activity. Teachers supervising activities that have special potential for accidents or injury should provide adequate orientation and training for the students. 
Active supervision of students is the responsibility of everyone.  During class changes, all teachers must monitor students, this includes:  hallways, classroom doors, locker rooms, rest rooms, stairwells, and courtyards. All teachers are assigned specific supervision areas to ensure student safety.  Please be at assigned area at the designated times.  If, for some unforeseen reason, a teacher is unable to be at his/her duty station at the assigned time, he/she must arrange for coverage for his/her area.
Assemblies, performances, and school-wide programs:  Assemblies, performances, and other school-wide programs will be held to support the total school program.  All teachers are to assist in the supervision of students during these activities.  Teachers with partial classes will consolidate students with other team members in order to provide team supervision. 
Athlete or After School Supervision:  Any student who stays after for a sport, school sponsored activity or practice, must be supervised at all times.  They are not to be left unsupervised in any area, nor are they to be given access to a room, facility, or locker room, unless an adult is present.  It is the coaching staff's or supervising teacher’s responsibility to arrange supervision of the students until they have been picked up after the activity.
Passing and Restrooms:  Students enter and exit through doors closest to their team/classroom areas.  They also should use the restroom facilities and water fountains in their team areas.  
Hallway Supervision/Duties
Each staff member will be assigned to supervise students from 7:00-7:25am once a week and as a result, all staff are released on Fridays at 2:30P.M.  See a.m. and p.m. supervision duty chart for assignments. Each staff member will be assigned to bus supervision once a week.  See p.m. chart for rotation of bus supervision.

LESSON DEVELOPMENT

Teachers will develop lessons that:





· Engage students in rigorous and relevant curriculum that provides a supportive structure for all learners;

· Incorporate best practices to improve student achievement;
· Develop interdisciplinary and thematic units;

· Enhance student study skills;

· Improve test skills in mathematics, reading, science and writing;

· Develop and provide students with traditional and alternative assessments;

· Connect the relevancy of the material with life experiences and career applications;

· Practice job preparation skills including technical reading, writing and verbal communication, mathematical applications, group cooperation and leadership skills;
· Assign homework that reinforces newly acquired skills, prepares students for anticipated classroom activities, and/or extension activities that require students to apply information they've learned using research and problem-solving skills;
· Develop special events or extended activities that enhance the curriculum;
· Increase the opportunities for students to use technology;

· Stress and recognize character education.

SYLLABUS
A course syllabus should be distributed to the students during the first week of class and made available for parents during open house or conferences. This can be distributed in paper format or an online model (i.e. Canvas,website,etc...)  Your assigned administrator must approve the syllabus during the planning week before it is distributed.  A rubric/self-analysis form will be made available to teachers during the planning week to assist in the development of the course syllabus. 

5. GRADING
STUDENT GRADES & ATTENDANCE RECORDS
Grading:  Determining Grades: The District School Board of Pasco County policy regarding grading states in section 5421 that:  The Board recognizes its responsibility for providing a system of grading student achievement that can help the student, teachers, and parents judge properly how well the student is achieving the goals of the District's program.  The Board believes that the District's grading system should be a reliable system and one that ensures each student's grades signify accurately his degree of accomplishment of those expected learning outcomes which are to be stated for each program at every grade level, K-12.
The District School Board of Pasco County states: Teachers shall not give or threaten to give grades lower than those the student actually earned. Cheating or plagiarism, however, will result in a lowered grade on that particular assignment. Also, failure to properly complete assignments will naturally result in lower grades. Grades may not be lowered as punishment. (section 5600)
School wide, this means that academic grades reflect the level the student achieved standard mastery; Conduct/citizenship grades reflect the level students demonstrated Knightly Values.
A minimum of nine grades per student per grading period is required. One per week, large projects broken into several steps and grades.
Grades or level of student progress should never be a surprise to the student or his/her parents.  Communicate frequently.

Academic grades need to reflect standard mastery; Citizenship grades need to reflect Knightly values.
Grades must be reported in accordance with the County-adopted grading scale.

The final numerical average and letter grade for each grading period must be posted in the grade book under the proper heading; i.e., mid quarter average, Quarter I Average (do the same for Quarters II, III, IV), Semester Average, Yearly Average. See Student Progression Plan on District website for more information.

Checking papers, figuring scores and recording of grades is a professional responsibility and must be done in a timely manner, recorded in Esembler, and may NOT be delegated to student helpers or aides.  Students are not permitted to have access to grade books.

Teachers may use points, rubrics, etc. for classroom assessments and work; final grades must be reported using a percentage score. If the teacher wishes to do so, final quarter grades of "F" may be raised to 59 in determining semester or yearly grades.  

Physical Education Grading Procedures:  See Student Progression Plan

Closely monitor students when their grades or averages fall below 70%. This should be no more than 20% of your students.  If more than 20% of students have grades or averages below 70%, reflect on curriculum and instructions using the problem solving process an establish what needs to be done to address the situation.
EXTRA CREDIT
Teachers should limit extra credit assignments to activities that are directly tied to course objectives.  Offering extra credit for a non-academic reason (i.e. participation in spirit activities, bringing in classroom supplies) is not acceptable.

GRADING SCALE
At the beginning of the semester, school year, or whenever a new student enters the class, the teacher must give each student a written copy of the grading procedures:

The following grading scale is used to determine grades:




A
=
90 - 100
C
=
70 - 79
F
=
0 - 59


B
= 
80 - 89 
D
=
60 - 69
I
=
Incomplete

All incomplete grades must be changed to a numeric grade before posting semester and final grades.

REPORT CARDS
Report cards will be distributed to students quarterly.  Procedures for reporting grades to data entry will be distributed at the end of each quarter.
STUDENT PROGRESSION PLAN
The Student Progression Plan (SPP) is designed to support the philosophy and goals of the District School Board of Pasco County. It can be downloaded at http://www.pasco.k12.fl.us/library/cis/spp.pdf 
6. STUDENT SCHEDULES
CLASS ROSTERS/TEACHER NOTIFICATION OF SCHEDULE CHANGES
Student rosters are updated on a daily basis on eSembler.  Pay close attention to students listed on the roster.   Discrepancies should be immediately reported to the data entry operator.
REGISTRATION FOR COURSES
Course selection forms will be made available in the second semester and the registration process for the next school year.
COURSE RECOMMENDATIONS

To ensure the success of our students, the guidance counselor is responsible, along with the teacher’s recommendation, for the academic advisement and placement of students.  If the parent chooses to place a student in a class other than what has been recommended, this request will be documented.  According to state statute, a student will be placed on progress monitoring or in remedial classes if the student does not demonstrate grade level mastery on state assessments.
7. STUDENT ATTENDANCE
ATTENDANCE GENERAL INFORMATION
Attendance must be taken in each class period. Absences should be properly recorded on eSembler.  This duty cannot be delegated to a student.  Be sure to print a roster for a substitute teacher.  Upon returning to school, those records must be updated on eSembler.

A student absent from class is to be marked absent regardless of nature of the absence, excused or unexcused.  Teachers must also document tardies.  If a student is in school, but not in class due to a school activity, the absence will be changed to a school related absence (SRA). OSS will be coded as suspended students. 
ABSENCES
To receive an excused absence, a student must have a parent/guardian complete an online absence form http://rrms.pasco.k12.fl.us/?page_id=972 or in writing.
Reasons for an excused absence are:  

a. Illness of student.  

b. Major illness in the immediate family of the student (immediate family is determined as parents, brothers, sisters, grandparents, aunts, uncles, legal guardians or persons in loco parentis, or a member of one’s own household).  

c. Death in the immediate family of the student.  

d. Religious holiday of the student’s faith (including Yom Kippur, Rosh Hashanah, Epiphany, etc.)  

e. Religious instruction (including Bar/Bat Mitzvah, Confirmation, etc.)  

f. Religious institutes, conferences, or workshops, provided that the principal or designee approves the absence in advance.  

g. Absences for trips or other parental requests which are determined to be educationally relevant for the student by the principal or designee, provided that the requests are approved in advance.  

h. In-school or out-of-school Suspension.
i. Subpoena or forced absence by any law enforcement agency. A copy of the subpoena or court summons must be submitted to the school.
STUDENTS ARRIVING LATE OR LEAVING EARLY
When a student needs to leave school, the student must sign out through student services, or if sick, through the clinic. Failure to do so will be considered an unexcused absence and will result in a referral for skipping and/or leaving campus without permission.  The school must have a note from a parent indicating time and reason for dismissal.
A student arriving late to school must sign in at student services. If the parent verifies the tardiness for an excused reason, an excused pass will be issued to the student.  

SCHOOL-RELATED ACTIVITIES
The sponsor of a school activity that involves a SRA should publish a list of students in attendance of the event using e-mail to the staff at least one week in advance of the activity.  The document should include the date or periods of the activity.  A list of students attending must be given to the attendance secretary and administrator in charge of activities the next day so student absences are properly designated as SRAs in TERMS.

MAKE-UP WORK
Excused absences guarantee students the right to make up work assigned on the day(s) of absence, at full credit.  The student is responsible for asking the teacher for assignments and make-up tests within two class meetings with the teacher.  The teacher shall specify a reasonable period of time for the completion of make-up work.  In no case shall the time be less than one full calendar day for each day missed.  Work due to be turned in on the day of the excused absence will be turned in upon return and be awarded full credit.  The principal shall have the authority to modify these conditions with a confirmed hardship.
MAKE-UP WORK REQUESTS FOR LONG ABSENCES OR OSS
It is a teacher's professional responsibility to comply with any request regarding make-up work within the timeline specified.  The student will receive full credit if a staff member fails to comply with the request.  According to the Student Code of Conduct, it is the responsibility of the student to request work missed while serving Out of School Suspension.
Teachers may give only part of the work if the student already has a lot of missing work or has demonstrated past failure to complete such assignments.  The remaining assignments must be given once the student turns in the work.

EXCUSING STUDENTS FROM CLASS
Once a student enters the class, he/she may leave only with the written permission of the teacher to whom he/she is assigned for that class period, or that of the principal or assistant principal.  Teachers may not send students to another teacher without a written request from that teacher and approval by the principal or assistant principal.  Teachers may not cause any student to be absent from or tardy to another class.
8. STUDENT DISCIPLINE
Rules and Behavioral Expectations for Common Areas:  As part of our Knightly Values, our students exhibit specific behaviors in all school settings.  These are identified on the RRMS Rubric for Common Areas.  See below:
	All Common Areas:  Follow adult directions the first time given.
	Be Respectful
	Be Responsible
	Be a Problem-Solver

	Classroom
	· Raise your hand.

· Keep hands and feet to self.

· Use appropriate voice and language.

· Follow Directions.
	· Be on time.

· Be prepared.

· Stay on task.
	· Seek assistance from the teacher if there is a problem.

· Avoid confrontations.

· Compromise with others.

· Seek Solutions.

	Hallways
	· Keep hands and feet to self.

· Use appropriate voice and language.


	· Walk forward and look where you are going.

· Walk quickly and quietly.

· Throw trash in garbage can.

· Use water fountains appropriately.
	· Notify an adult immediately if there is a problem.

· Be aware of your surroundings.

	PE/Locker Rooms
	· Keep hands and feet to self.

· Use appropriate voice and language.


	· Keep locker clean.

· Dress out.

· Stay in assigned area.

· Participate in assigned activities.
	· Notify an adult immediately if there is a problem.

· Avoid confrontations.

	Media
	· Handle equipment with care.

· Use quiet voice.

· Share computer time.
	· Use time wisely.

· Return materials on time and in the proper location.

· Follow network guidelines.
	· Help other students in need.

· Ask for assistance from an adult if needed.

· Use resources.

	Cafeteria
	· Keep hands and feet to self.

· Use appropriate voice and language.

· Raise your hand to get out of seat.

· Use good manners.
	· Throw trash in garbage or recycle bins.

· Keep all food and drinks in the cafeteria.

· Walk in and out of the cafeteria appropriately and quietly.
	· Notify an adult immediately if there is a problem.

· Avoid confrontations.

	Bathrooms
	· Respect property – yours and others.

· Use quiet voices.
	· Put trash in garbage cans.

· Keep walls, floors, and sinks clean.

· Use your time wisely.

· Use restroom closest to your classroom.

· Wash your hands.
	· Use the restroom during passing.

· Notify an adult immediately if there is a problem.



	Bus/Car Loop
	· Keep hands and feet to self.

· Respect others’ personal space.

· Use appropriate voice and language.
	· Put away electronics before entering the building.

· No food or gum.

· Walk on the sidewalk.

· Walk bikes on campus.

· Walk to bus or car loop and use designated crosswalks and safe areas.
	· Be safety conscious.

· Notify an adult immediately if there is a problem.

	Assemblies
	· Be supportive of peers.

· Be quiet when others are talking.

· Keep hands and feet to yourself.
	· Make good choices.

· Stay in assigned area.

· Walk in and out appropriately.
	· Avoid confrontation.

· Seek adult assistance if there is a problem.

	Buses
	· Keep hands and feet to self.

· Listen to bus driver and follow directions.

· Use quiet voices.

· Use kind words and actions.
	· Ride assigned bus.

· Be on time to and from bus.

· Keep all objects inside windows.

· No food or drinks.

· Sit facing forward.
	· Be silent at railroad crossings.

· Seek help from an adult when needed.

· Avoid confrontations.

	After-School Activities
	· Treat self, authority, and parents with kindness.

· Respect property- yours and others.

· Keep hands and feet to self.
	· Make good choices.

· Be in assigned areas.

· Show good sportsmanship by supporting your team without putting the others down.
	· Be safety conscious.

· Be aware of your surroundings.

· Notify an adult immediately if there is a problem.


SCHOOL DISCIPLINE PLAN
The purpose of discipline is to help in the development of self-control and responsible behavior, reducing the number of instances where students create unsafe or undesirable situations for themselves or others.  The school discipline plan provides administrative support, direction and assistance to the faculty in student management.

Infractions of disciplinary rules will result in consequences assigned by the individual classroom teachers and/or administrator.  Discipline will be administered according to the RRMS School Discipline Plan and the Pasco County Code of Student Conduct.  It is the responsibility of each staff member and student to become familiar with these documents.

CLASSROOM DISCIPLINE PLANS
Each teacher will also develop an individual discipline plan consistent with the school expectations.  The rules and consequences should incorporate the school-wide rules and should follow a progressive discipline model.
A referral to administration is to be the last step in any plan once all classroom interventions have been exhausted.  Prior to a referral, teachers should have made contact with a parent or guardian.  Calling the office for an administrator should only be used in the case of a serious breach of conduct or emergency.  RRMS does not have daily In School Suspension (ISS).

Teachers may not verbally attack students, throw students out of class, use permanent or multiple days of time out, tell a student not to return to class, put a student in total isolation, use corporal punishment, touch or hold students aggressively or physically harm students, use embarrassment as a discipline strategy, use profanity, use retaliatory actions, leave the classroom, threaten students with suspension or legal action, or continue to escalate the situation.  Such actions may be subject to disciplinary action, up to and including termination.

DISCIPLINE REFERRAL TO ADMINISTRATION
A discipline referral is appropriate after all of the steps of the discipline plan have been followed.  Discipline referrals are also appropriate when the student has consistently presented the teacher with the same problem over time.
Referrals are legal documents.  To complete a referral, write only the exact behavior or situation.  Be specific and include interventions that you have taken.  Do not write opinions or the action that should be taken on the referral.  If you need to comment further, use a separate sheet of paper and attach it to the referral with a paper clip. 

Administration will only process referrals that have been written appropriately as described above.  In addition, a parent contact as an intervention for the particular behavior problem, and during the same time period, must be made prior to submission of any referral.

The administration should be contacted for immediate assistance whenever the student is blatantly disrespectful, uses profanity directly against the teacher, physically threatens another person or creates an unsafe situation.  Staff must report all student threats including those directed to students or to themselves.  In any situation where the office is called for assistance, please complete and send a referral or written description as soon as possible.
OUT-OF-SCHOOL SUSPENSION (OSS)
The principal of a school shall have the right to suspend a student from school or bus transportation for a period of up to 10 days.  A reasonable effort should also be made to notify the parents by phone in advance of a suspension.  A good faith effort must have been made to employ parental assistance and use less severe measures.  

No student, who is required by law to attend school, may be suspended from school for unexcused absences or truancy (including skipping classes).

EXPULSION GUIDELINES
The principal may recommend to the Superintendent the expulsion of any student who has committed a serious breach of conduct, including but not limited to, willful disobedience, open defiance of the authority of a member of her staff, violence against a person or property (e.g. bomb threats, arson, etc.) or any other act which substantially disrupts the orderly conduct of the school.  
STUDENT RIGHTS OF APPEAL
As outlined in the Code of Student Conduct, a student that receives a referral has the right to a formal hearing at the school level if they believe a rule has not been broken.  Under normal circumstances, a suspension is set aside until the student's case can be heard in a formal school hearing.  In cases of a serious breach, the principal may impose the suspension until the formal hearing.
9. TEXBOOKS
TEXTBOOK AND RECEIPTS
It is the teacher's responsibility to issue and account for all textbooks in the classroom and those assigned to their students.  If books are issued for home use, teachers will keep a record of the number of textbooks issued to each student.  Teachers submit an accounting of textbooks to their administrators at the end of each year. Textbooks should be collected as soon as the class no longer needs them; to wait until the last few days makes it more unlikely that the student will pay for a lost or damaged book.

REQUEST FOR TEXTBOOKS
Administration will work with teachers to determine textbook needs during the spring for the upcoming school year.  School priorities will determine how the budget will be allocated among the departments throughout the school.  The assistant principal responsible for textbooks will schedule a meeting with departments during the second semester of each school year to review textbook ordering procedures.
TEXTBOOKS: LOST OR DAMAGED 
If a student states that they lost the book, the teacher informs the student that it is the student's responsibility to pay for that book.  The student is to remit payment to the bookkeeper. If the student does not pay for a lost or damaged book, he will not be issued textbooks the following year, and his/her name will be added to the monies owed list. If there is family hardship, the parent should contact the principal. If a book has been damaged, the teacher must use his/her judgment to decide whether to assess a charge for the damage.  The charge is the full price of the book.  If a student pays for the damaged book, they may keep the book
LOST AND DAMAGED TEXTBOOK CHARGES
Students must pay back the full cost of lost or damaged instructional materials.  The bookkeeper has the Florida Book Depository catalog to determine the replacement cost.

10. GUIDANCE & STUDENT SERVICES
ORGANIZATIONAL STRUCTURE
The Guidance & Student Services Department includes the guidance counselors, guidance secretary, data entry secretary, registrar, itinerant personnel, the school nurse and other clinic personnel.  

GUIDANCE SERVICES
There is a counselor assigned to each grade level.  The guidance department offers a wide range of guidance services including testing, counseling, scheduling, registration and post-secondary planning.  Guidance services are available to students and parents during regular school hours.  Students and parents should make an appointment with assigned counselors for academic and/or personal counseling.  A student is not counted absent from class during a counseling appointment, but the student must present a pass from the guidance counselor or itinerant staff member.

CUMULATIVE FILES 


Student files are stored in the Records Room with access through the registrar.  These files include all student information and testing data reports.  The files are not to leave the cumulative file room.   Personnel removing cumulative files must follow the correct procedure for signing them out.  These files must be kept in a secure location and returned quickly.


REFERRALS FOR GUIDANCE SERVICES


Students can be referred to guidance in a variety of ways.

· Teacher  - request form, phone or e-mail

· Parent  - phone, appointment with secretary or e-mail

· Student – appointment made with Secretary, and/or can see a counselor during lunch on a daily basis.

SMALL GROUP COUNSELING
Counseling groups are offered to students to address specific individual needs.  The type of groups offered each year will vary depending on the needs of the students.  The following are examples of groups that can be made available:  sixth grade success groups, divorce groups, grief groups, new student groups, anger management groups, and study skill groups.

PARENT & TEACHER CONFERENCES
Conferences may be requested by the teacher, counselor, or parent, and are arranged by the  guidance secretary.  Meetings will be held in the teacher’s classroom or a conference room. Typically, conferences are held with all of the student’s teachers.  Although counselors and administrators would like to be able to attend all conferences, it is not always possible.  If a guidance counselor is not available, one staff member should take notes and submit a copy to the guidance secretary for filing.  

Requests for additional support can be made when there is an issue that the teachers in attendance can’t resolve or the parent has a history of hostility. If, during a conference, a parent becomes argumentative, a call can be made for an administrator.   Participants in conferences must abide by the district’s Respect and Civility Policy. 

It is the expectation that teacher attendance at parent conferences is mandatory. If a conflict arises, teachers should fill out a parent conference form to be made available to parents at the conference, along with a printout of the student’s current grades from eSembler.

CLASSROOM PRESENTATIONS
Counselors are responsible for classroom presentations throughout the year. Recommended district topics include: harassment, violence intervention and bullying.  Other topics may be added at the request of the teacher.  Counselors will arrange dates and times with teachers so as to limit disruption to instruction.

ENGLISH FOR SPEAKERS OF OTHER LANGUAGES (ESOL)
Services in Pasco County are designed to provide academic, cultural, social, and support services to students who have limited English proficiency.  Comprehensible instruction is delivered in English in order to facilitate the development of language skills that enable him/her to actively participate in a student-centered learning process.  Language acquisition skills, together with thematic holistic concepts, enable language to become real for the students.  

Administrators and teachers recognize the diverse needs of our rapidly changing demographics, and model best educational practices that provide maximum opportunity for our limited English proficient students to achieve and develop skills that make them empowered learners.

Teachers who are assigned ESOL students are required, as a matter of law, to submit accommodation logs to verify that appropriate strategies are being used in instruction.

CLINIC
Students who become ill or are injured during school or during an extracurricular activity should report to the clinic. The students must have a clinic pass from their teacher or be escorted by a staff member.  Students may not call home from a classroom in lieu of reporting to the clinic.
All medications must be administered in the clinic.  Other staff members may not dispense medication, including over-the-counter medicines such as aspirin or cough drops.  Staff members must contact the clinic and arrange to dispense medications during field trips and other off campus activities.
Students may carry metered dose asthma inhalers and certain threatening medications (i.e. EpiPen)  for life-threatening conditions with written permission from their parent or guardian and a physician request. Documentation must be submitted to the school nurse.

The school nurse will make copies of student health care plans available to staff members.  These care plans include important health information related to students currently assigned to a teacher’s class.  It is the teacher’s professional responsibility to read, understand, and adhere to the individual care plan.  Questions about a student’s health status should be referred to the school nurse.
11. INSTRUCTIONAL MEDIA CENTER
OVERVIEW
The Instructional Media Center is an important resource for our teachers to use at the school, supporting the curriculum with print materials, videos, electronic resources, and software.  As a networked school, resources are available through the Internet, online subscriptions and the LAN (local area network).   It is the goal of the media staff to provide an atmosphere that encourages students and faculty to become responsible cybercitizens who are skilled in information literacy. This includes:  exploring new ideas, developing and expanding informational and technology skills, creating projects and presentations using a variety of media, and enjoying recreational reading.  

The media staff works together as a team and within their specialty areas to maintain a strong information center for the school.  Services include:  

· Consultation with faculty on resources, instructional design, and collection development;
· Instruction on information retrieval skills, desktop publishing, word processing & presentation
· Design and support of technology network;
· Assistance in development of video and multimedia projects;
· Assistance with the use of the news production area for classes;
· Orientation for students and staff;
· Inservice training sessions for faculty and staff
COPYRIGHT AGREEMENTS
A complete set of the copyright procedures adopted by the Pasco County School Board is available in the Instructional Media Center.

Computer software is usually purchased for one copy, one computer usage.  No multiple loading of software is permissible unless you have a site license or lab agreement.  Software is not to be copied on a disk without specific agreement from the publisher.  Students may not bring their personal software for use on school computers.

Please contact the technology department for guidance in site licensing.
ELECTRONIC NETWORK USE GUIDELINES
The School Board has issued official guidelines for students and employees regarding the use of the network on school property.  Use of the network must support the educational goals of the district.  Failure to comply may result in disciplinary measures taken against the teacher.  Please see the policy included in the Appendix of this handbook. Please remember to abide by the Electronic Network Use Guidelines form that you signed on your hire date.
DAMAGED OR STOLEN EQUIPMENT
Please notify administration or the SRO immediately if any equipment is intentionally OR unintentionally damaged or stolen from the classroom. 
12. EMPLOYEE TRAVEL
TRAVEL
Employee and student travel require approval from the School Board and Superintendent.  Be sure to check current policies before planning, registering, or encumbering funds that require travel.  

All out of county travel must be approved in advance by administration and will need appropriate paperwork for leave requests and the approval of the Superintendent.  Staff should work with the Bookkeeper to provide all the required information.  No other paperwork may be completed or checks issued until the approval of the Superintendent is received.  For planning purposes, allow 4 weeks for local travel requests, and 8 weeks for travel plans that include a destination outside the district or outside the state.
AUTHORIZATION PROCESS
The following procedures must be followed after receiving authorization from the school and Superintendent’s office, when requesting travel outside of the county:  

· Complete a leave of absence form from the administration building workroom or principal’s secretary.  Indicate on the form the following:




A.
Purpose of travel



B.
Period of travel including departure and return times







C.
Expenses requested and estimated cost




D. 
Indication of who is paying for the travel and expenses



E.
Administrative Authorization for leave and expenses if needed (two signatures)

· Expenses will be reimbursed only if a signed authorization was obtained in advance.

· Upon return, provide the following to receive reimbursement of expenses, meals or mileage:


A.
Expense form must be typed or computer generated (MIS 110).



B.
Include a copy of the program or agenda.

C.
Provide documentation of registration fees including any meals or lodging.  Include original signed receipts.





D.
Provide a copy of the authorized leave form.

Please check with the bookkeeper for information about limits on hotel expenses.  

TRAVEL TYPES AND COMPUTATION OF MEAL ALLOWANCES
Limits on reimbursement, if any, will be established in advance of the travel.  No one shall be reimbursed for any meal or lodging included in a convention or conference registration fee.  Continental breakfast included in a registration fee is considered a breakfast.
· Class A Travel - Continuous travel of 24 hours or more away from the county involving overnight travel.

· Class B Travel - Continuous travel of less than 24 hours involving overnight travel.

· Class C Travel - Travel that does not involve overnight travel.

The meal allowance for Class A and Class B travel is calculated as follows:

· Breakfast - $5.00
Travel begins before 6 AM

· Lunch - $11.00 
Travel begins before 12 noon and/or extends beyond 2 PM 

· Dinner - $23.00
Travel begins before 6 PM and extends beyond 8 PM


OTHER ALLOWABLE EXPENSES
Allowable expenses include necessary taxi fares, tolls, mileage, parking fees, telephone calls to school, registration fees, and other expenses approved by Superintendent pursuant to rules and pre-approved on the leave form by school administration.

TRANSPORTATION
All travel must follow a usually traveled route.  Mileage will be calculated from the point of origin to the destination.  When possible, compute the distance based on the current district's point-to-point chart.  Vicinity mileage necessary for the conduct of official business is allowable but must be shown as a separate item on the reimbursement request.  Whenever travel is by a privately owned vehicle, the traveler shall be entitled to the mileage allowance at the current rate of 38 cents a mile. Reimbursement for expenditures related to the operation, maintenance, and ownership of a vehicle is not allowed when privately owned vehicles are used on school business.  No traveler shall be allowed either mileage or transportation expenses when traveling with another person who is entitled to mileage.  The Superintendent must authorize transportation by a rental car, train or airplane. Transportation by a common carrier when traveling on official business and paid for personally by the traveler shall be substantiated by an original receipt.  In the event transportation other than the most economical is used, the traveler shall be reimbursed for the most economical means of travel.

REIMBURSEMENT



An employee may request reimbursement for special events and activities from the principal.  Funding is limited, so each request will be prioritized with school goals.  Travel reimbursement must be submitted within one week of return or at the end of each month for ongoing mileage expenses. Mileage within the county will be, whenever possible, based upon the approved point-to-point mileage chart.  An employee may not be reimbursed for the number of miles traveled from his/her home to his/her work location of the day.  An employee may not be reimbursed for the number of miles traveled from his/her last work location of the day to home.  A homebound teacher shall be reimbursed the lesser of round trip miles between his/her base school and the child’s home or his/her home and the child’s home.  All out-of-county travel must be authorized in advance.  Both the leave and anticipated expenses must be authorized on the leave form.  Overnight hotel expenses require approval from the Superintendent’s office.
FRAUDULENT CLAIMS
Claims are not required to be notarized but any claim authorized shall contain a statement that the expenses were actually incurred and paid by the traveler and were necessary.  Any person who willfully makes any such claim which he does not believe to be correct, or who willfully assists in, or advises the preparation under the provisions of this section of a claim which is false as to material matter, whether or not such falsity is with the consent of the person authorized to present such claim, is guilty of a misdemeanor of the second degree punishable as provided in s.775.082 or s.775.083.   Whoever shall receive an allowance or reimbursement by means of a false claim shall be civilly liable in the amount of the overpayment for reimbursement of the public fund from which the claim was paid.
13. SCHOOL ACTIVITIES

SCHEDULING ACTIVITIES
All special activities (curricular or co-curricular, on campus or off campus, during the day or after school hours) are to be approved ahead of time and placed on the activity calendar.  The Activities Request Form is located electronically on the school’s website.  The assistant principal for activities approves all activities outside of regular class instruction.

All requests must be received at least two weeks before the proposed activity.  If the activity is a field trip, a field trip request form must be completed with the activity request form. If an activity requires School Board approval, requests must be submitted eight (8) weeks before the proposed activity.

You are responsible for requesting and obtaining equipment needed for the activity with the plant manager, media staff, etc.

A set up form must be attached to the activity request form if you have special requirements for tables, chairs, etc.  In most cases, your organization is responsible for supplying assistance with the arrangement of furniture.

If for some reason your activity is canceled, it is your obligation to notify everyone.

For organizations wanting to do a fundraiser, a complete Fundraising Application (MIS #176) must be submitted with the Facilities Usage Form.  After the fundraiser, complete a Fundraising Recap and submit it to the bookkeeper
ACTIVITIES POLICIES


All non-school board chaperones must submit a volunteer application and be approved prior to student contact.  Any extended activity that involves prolonged student contact by any non-school board employee contact also requires fingerprinting.  Examples include auxiliary coaches and clinicians.  

All vendors with sustained student contact must meet school board requirements regarding fingerprinting.

A list of students who will be involved in the activity must be given to the attendance secretary and all teachers via email at least one week prior to the event.  A list of attendees must be provided after the event.

The Food Service Manager needs two weeks advance notice to prepare special student lunches for field trips.  The school has an obligation to provide the meals at free or reduced prices, even when the students are on a field trip.

The Code of Student Conduct is in effect at all student activities regardless of when or where they occur.  Administration should be notified of any serious infraction.

All necessary paperwork (leave requests, requests for substitutes, etc.) must be completed before the activity.  


ACTIVITIES CALENDAR

The assistant principal for activities is in charge of coordinating all events, meetings, and fund-raising activities.  A school calendar can be accessed through a link on the school website.  No school or student event may be scheduled without permission from the administration and subsequent placement on the calendar.  

Teachers are responsible to monitor the activities calendar throughout the school year to become aware of events that will affect the school day.
ASSEMBLIES & OTHER ACTIVITIES DURING THE SCHOOL DAY 



Activities that take students out of class during the school day must receive administrative approval prior to any planning and advertising.  Events that will impact large numbers of students may be reviewed before administrative approval is given. The staff sponsor of students participating in performances and/or assemblies during the school day must send a list of all participants to the attendance secretary and teachers one week prior to the event.
Assemblies, performances, and other school-wide programs that support the school and student body as a whole will be approved on a limited basis during the school year. When school-wide activities are held, school staff will assist in the supervision of students at the activity or by supervising those students who choose not to participate.  A list of duty assignments may be published.
ACTIVITY ADMISSION FEES

Students may be charged for an on campus activity during regular school hours if the proceeds are a donation to a school organization.  These activities are limited to no more than three events during any school year. 

Admission fees for after school activities must be approved through administration in advance.  In general, events should cost no more than $5.00.  The exceptions would be 8th grade celebration events.  Extenuating circumstances may be considered for an increased fee for other events.

CLUBS
Any new club or organization will be considered by adherence to the criteria outlined in the school’s application packet.  Applications will be accepted by the administrator overseeing clubs at any time during the school year.
All club events must be scheduled in advance and placed on the school calendar. Club members should be issued a membership card by the second meeting of the year. Students who are habitually truant, have a poor grade or citizenship, may be retained in class. Club sponsors take roll. When asked by staff members, club sponsors should provide a roster of students in attendance for meetings.
Clubs must be open to all students for application.  Any selection requirements and membership process must be approved by administration and posted for students in advance of the selection process.  Hazing is illegal and will not be tolerated.  

Club fundraising activities must be pre-approved.  All money earned must be deposited in the club’s school internal account.  Outside accounts are not permitted.

CLUB SPONSORS
Sponsorships of clubs will be filled with consideration of teacher preference and qualifications, and require the principal’s approval. Teachers interested in forming new clubs should contact an assistant principal to discuss the proposal and procedures for approval. It is recommended that an equitable distribution be maintained but this will not exclude a teacher from holding more than one assignment. The principal or an assistant principal must approve all club activities. A completed "Activities Proposal Request" must be submitted to an assistant principal at least two months prior to an activity. A notification of approval or non-approval will be received within seven school days. All club information for the morning announcement or bulletin must be approved by 2:15 p.m. the day before the announcement is to be made. Members of the club must have Field Trip/Activity permission release forms signed by a parent or guardian for any event that takes place out of school and off school grounds. The Superintendent must approve any field trip activity planned during the school day. Rules and by-laws of the club should be submitted to an assistant principal and copy to each member of the club. Sponsors should maintain a file folder or binder that will include rules and by-laws as well as minutes of meeting, budget, membership, etc. All clubs and organizations must have disciplinary procedures included in their charter or constitution as per the Student Code of Conduct.
DISCIPLINARY PROCEDURES BY CLUB SPONSOR / STUDENT CODE OF CONDUCT
If a student member of a club of school organization is to be disciplined severely for some reason (e.g.. suspended from the club), the advisor is to discuss the issue with an assistant principal or the principal prior to action being taken. Emergency situations are exempted with the stipulation that the matter will be brought to the attention of the principal or an assistant principal as soon as possible.
14. FIELD TRIPS
FIELD TRIP POLICY
The school encourages the use of organized off-campus field trips that provide worthwhile educational experiences.  The trip must have an educational value to the curriculum being studied.  All field trips require administrative and district approval.  Participation in field trips cannot impact student grades.  
   

Field trips must meet the following requirements:

· One adult chaperone must be provided per 10 students.  Siblings or students right out of high school do not qualify.  If the trip is overnight and involves both genders, adults of each gender must serve as chaperones.

· One professional employee of the School Board must be designated to have full responsibility for the conduct of the trip.  This person will be responsible for seeing that all students are supervised at all times.

· Plans must be made for the safety of the students at all times.

· All required forms must be submitted to the school before the field trip.  It is the sponsor’s responsibility to complete all paperwork involved with the field trip
FIELD TRIP PROCEDURES
An employee of the School Board sponsoring the field trip must submit a completed Activities Request Form, electronically, to the assistant principal for activities for approval.  This request must be submitted at least four weeks in advance. Once the activity request is approved, the employee must obtain a field trip packet from the school’s bookkeeper. A minimum of two weeks’ notice must be given to the bus garage in order to secure school buses.  The bookkeeping handbook has directions for securing transportation.

A parent release form must be completed and signed by the parent or guardian prior to any off campus trip. The white page of the form must be submitted to the Bookkeeper and the sponsor must carry the canary copy on the trip in case of an emergency.  The parent retains the pink copy.

A letter must be sent home to the parents with the release form explaining the purpose of the field trip, the method of transportation, the date and time, lunch plans, estimated cost, procedures for money collection, refund policy, and behavior expectations.  The letter should be submitted to and approved by the assistant principal for activities before it is distributed to parents.

Notification, including a roster of students, must be given to all teachers and the attendance secretary one week in advance of the trip.  An updated roster of the students that attended must be provided to the attendance secretary upon return so that the absences may be properly coded.

The supervision plan for students not attending the trip must be approved by administration.  Budgeting for the trip must include costs for substitute coverage for all teachers who attend the trip.  Administration may limit the number of teachers who may serve as chaperones.

Notification must be given to the cafeteria manager prior to the trip. Requests for bag lunches should be submitted two weeks prior to the field trip.
FIELD TRIP FINANCIAL INFORMATION
All money collected must be submitted to the cashier or bookkeeper daily using a Report of Money Collected form.  Each student must be individually listed. Turn in money daily, do not hold it overnight.
An Internal Funds Check Requisition form, with an estimate of costs, must be submitted to the bookkeeper at the time the field trip is set up and no later than two weeks in advance of the field trip date for any fees that will be paid by school check.  A final cost from the vendor must be submitted no later than one week prior to the event in order to have a check prepared for the exact amount.  Any changes must be reported to the bookkeeper immediately. Sales tax must be paid if students are paying for any portion of the field trip expenses.
Original receipts for all paid fees must be submitted to the bookkeeper following the trip.

If a substitute is needed, financial arrangements must be made to cover the cost.  The principal will make the determination as to how many teachers can be used as chaperones for any given field trip.
FIELD TRIP TRANSPORTATION INFORMATION
If vehicles other than school buses are used, they must be in proper working condition, properly licensed, and insured for bodily injury, liability, and for property damage.  Proof of insurance must be submitted to the school using the Private Vehicle Insurance Information form before final approval of the trip.

School buses and vans are to be confirmed by the sponsor two days prior to departure.  The district will charge the school sponsor for school buses or vans not canceled prior to arrival at school.
FIELD TRIP TRANSPORTATION BY PRIVATE VEHICLE


Transportation by private vehicle should only occur when it is not practical to transport students by school bus.  Authorization to transport students is given by the administration on a case-by-case basis.   Students may not transport other students.

When transportation is authorized in privately owned vehicles, students must be transported in designated seating positions and required to use the occupant crash protection system provided by the vehicle manufacturer.  When teachers or parent volunteers transport students, the owner's insurance is the primary insurer and the Board is the secondary insurer.  Private vehicle transportation of students requires completion of the Parent Release Form (MIS #166).  This form documents that the driver and owner of the vehicle have the required insurance.  The current requirement is liability insurance in the amount of at least $10,000/$20,000 bodily injury.  The completed form with parent/guardian signature gives permission for private transportation, and must be on file at the school prior to transporting any student by private vehicle.  All private vehicle drivers must show proof of liability coverage and complete the Private Vehicle Insurance Information form (MIS #167).  

PROHIBITED FIELD TRIPS 
No authorization will be given for the following types of field trips:

· Participation in the promotion of commercial enterprises.

· Attendance during school hours for a motion picture, play or other form of commercial entertainment, even though no admission is charged, when the purpose is to promote advertising and public attendance. 

· Trips to commercial establishments whose primary function is the providing of a variety of entertainment, i.e. amusement parks, dinner theaters, etc.
15. FACILITIES, EQUIPMENT & PUBLIC RELATIONS
SCHEDULING THE FACILITIES
The assistant principal for activities coordinates all scheduling of school events, including the use of the gymnasium and the outside athletic areas.  An Activities Request Form must be submitted to the assistant principal for activities.  Approval must be received before advertising the activity.  

PUBLIC USE OF FACILITIES
The school facilities are available for public use.  Individuals and organizations may contact the school for an application, prices for renting the facilities and the procedures for approving its use.  The Superintendent has final approval of all applications.

CUSTODIAL

Clean classrooms are a team effort requiring teachers, students, and the custodial staff to work together.  Teachers are responsible for maintaining a clean classroom that is in compliance with the county fire code.  

The teacher should require students to dispose of trash and pick up garbage on the floor at the end of each day.  Students should also stack classroom chairs so that the room can be vacuumed in the evening.  Remove marks from desks, furniture, walls, and cabinets each week.  Cleaning the dry marker board is the responsibility of the teacher.

The custodial staff is responsible for emptying trash cans, dusting, sweeping, cleaning, painting and waxing floors.
FOOD AND BEVERAGES

Food and beverages in the classroom should be limited. If the teacher decides to allow drinking in the classroom, then he or she will assume responsibility for cleaning spills and picking up trash left behind. Do not send students to purchase drinks or snacks from the vending machines during class.  On those special occasions when food and drink are approved as part of a class activity, clean up properly. Be sure to notify a custodian to request the use of a large garbage can. 
FURNITURE

A certain amount of furniture is allocated to each room and must remain in place.  Please discuss the need to add, change, or remove any furniture with your supervising administrator or principal.  All furniture and equipment are accounted for each year.  Only masking tape should be used to label furniture and equipment.  Large pieces of furniture should remain in the assigned room, even when a teacher changes assignments.
CLASSROOM DECORATIONS

Schools must comply with all fire and safety standards.  Only fabrics labeled as noncombustible, flame resistant, or flame retardant are allowed on campus.  Fire Code requires that less than 20% of the wall space can be covered with flammable material.  

Do not block or obstruct exits, passageways to exits, exit and emergency lights, fire alarm pull boxes, and fire extinguishers.  Keep all materials away from heat sources.  Keep all work areas and storage areas neat and orderly.

Do not use screws or nails in the walls to decorate as it can cause extensive wall damage.  If you need to mount an item too heavy for pushpins, please contact your supervising administrator or plant manager.  Staff may not paint or add wall coverings to the walls without administrative approval. The custodial staff paints the base color of the classroom. Anything else, with administrative approval, must be performed by the staff member requesting permission.
The window in the door as well as any classroom windows and doors must be left uncovered.  Temporarily, coverings during special occasions are allowed with the use of masking tape to affix decorations.

Only use approved extension cords.  Decorative electric lights shall bear the "Underwriters' Laboratories" (UL) or "Factory Mutual" (FM) label and be identified for indoor use.  Follow the manufacturer's directions on how many strands of lights may be connected.  These lights are only to be used temporarily for activities such as homecoming, dances, etc.

Artificial trees must be labeled as fire resistant, flame retardant.

Open flames are prohibited on campus.  The only exemptions are in lab settings and the concession areas.

Do not stand on chairs, tables, or any other unsafe device to hang decorations.  The plant manager can provide proper equipment.
REFRIGERATORS & SMALL ELECTRIC APPLIANCES

The Health Department requires all refrigerators have a non-mercury thermometer to regulate appropriate temperatures. Science refrigerators may not be used to store food or personal items.  Electric coffee makers with automatic shut off are allowed in workroom areas and office areas.  Do not bring hot plates or toasters to school. 

ENERGY MANAGEMENT

Schools are given bonuses when electric usage decreases from year to year.  The following are some energy tips to keep in mind:
· Turn your lights off every time you leave the classroom.

· Shut down all electronic devices, including computers, before leaving in the afternoon.

· Keep doors and windows closed. Opening any doors or windows affects the entire school A/C system.  The thermostats are set in compliance with school board policy.  If there is a problem with your air temperature or quality, notify the front office and request the Plant Manager or an Administrator to your classroom immediately.
If a thermostat appears to be malfunctioning, please contact the plant manager to check the settings.

Gym and stadium lights should be used at low power settings unless it is during a competitive event.  Turn the lights off as soon as possible.  Unplug items during long periods away from the equipment.
DISCARDING EQUIPMENT/TEXTBOOKS/INSTRUCTIONAL MATERIALS
Items that are recommended for transferring to another school, discarded, or declared surplus must have approval from an administrator.  Necessary paperwork must be completed.

16. ATHLETICS

ATHLETICS ADMISSIONS

Each year the District School Board approves admission prices for athletic events for students and adults.  Admission will be required for preseason and post season games in accordance with the FHSAA policy.

The Superintendent provides a county pass for employees, which is your staff identification badge.  This pass is good only for the employee within the county.  Some schools will allow families to enter with the employee without a charge.  Please check with the school in advance for their policies.  All staff will be admitted to home games free of charge, with the exception of state-sponsored playoffs and preseason games.  At those games, the state association requires an admission fee for all spectators.    

ATHLETIC CODE OF CONDUCT

Athletes are to abide by the Pasco County Schools Code of Conduct.  School guidelines are in the student planner.  The Florida High School Athletics Association (FHSAA) governs our athletic department. These rules serve as a baseline. Individual teams may have rules and standards beyond these.

SUPERVISION OF ATHLETES

Students who stay after school for a sport or practice must be supervised at all times. They are not be given access to any facilities unless an adult is present.  Coaches are responsible for their athletes after practice and games until the students leave campus. Failure to comply with this mandatory responsibility may result in disciplinary action and possible termination from the coaching position.
ATHLETIC EQUIPMENT DISTRIBUTION AND COLLECTION

Coaches are responsible for developing a method of distribution and collection of athletic equipment, uniforms, etc.  If a student does not return equipment, the coach will arrange for cost reimbursement.   The student may not participate in any further athletic activities until it is resolved.

FOOD AND DRINK IN ATHLETIC FACILITIES

There is to be no food or drink brought into the gymnasium at any time.  The only exception to this are the water bottles for the team and officials during games.  
ATHLETIC INJURY INFORMATION

The family’s primary health insurance pays for claims as the primary provider. The Pasco County School Board does provides additional student athletic insurance coverage for all athletics.  This plan provides limited coverage for medical expenses for the treatment of accidental injuries incurred while participating in interscholastic athletics.
BOOSTER CLUBS


All booster clubs must comply with district audit and bookkeeping requirements-- even if the club establishes a separate banking account. Equipment purchased for the school must have administrative approval and follow district policies. 
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