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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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FOREWORD
INTRODUCTION to our Staff Handbook

River Ridge Middle School continues its tradition of excellence as a member of a high performing district with shared values and a strategic plan.  As a school, we have a sound foundation, and now it’s time to do whatever it takes to help all of our students make learning gains every year.  To do this, we, along with all in our district, will continue to make data-driven decisions and use research-based best practices for planning, instruction and assessment.  We begin by reviewing the guiding principles that lead us in all our decisions, work, and way of life in the Pasco County School system.  What are these, and what do they mean?

DISTRICT-WIDE SYSTEMS:

Continuous Progress
· Students working to achieve high standards

· Educating the “whole child”

· Variety of flexible student groupings

· Teams of teachers working collaboratively
Continuity of Care
· Team of teachers for more than one year

· Environment that promotes families as partners

· Schools where students are everyone’s responsibility

· Respect for students as capable, unique, valued learners
Ensuring Equity & Excellence
· All students receive a quality education

· Exposed to an integrated, rigorous curriculum

· Instruction actively engages students

· Curriculum, instruction, and assessment working together
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For our Pasco County vision, mission, and beliefs, please visit http://www.pasco.k12.fl.us/vision.
RRMS SECTION 1:  SCHOOLWIDE SYTEMS

These are our guiding shared values for every student, teacher, and staff member.

CORE BELIEFS: Our policies, procedures, actions, and decisions will be judged against our mission and these beliefs.  Doing what is right for our students is our primary goal--we can never lose sight of why we are all here.   Use these as the lens through which you make all decisions.

Students

1. All Students can learn and be successful. 

2. Students share the responsibility for taking an active role in their learning. 

3. Each student is a valued individual with unique contributions to make. 

4. Students are expected to display appropriate behaviors that foster the education of all. 

5. Learning involves taking risks, which offer opportunities for growth.
Teachers

1. Teaching is hard, valuable work requiring special expertise. 

2. We are responsible for encouraging and supporting all students to accept challenge. 

3. Our students are our future; they deserve the best efforts of all staff at all times.
Curriculum

1. The learning process should be active, enjoyable, purposeful, and fulfilling. 

2. Curriculum and assessments evolve over time according to the needs of our students. 

3. Arts, vocational, athletics, clubs and enrichment programs are viewed as integral components of the overall education of students. 

4. An integrated curriculum promotes relevance and higher level thinking.
Environment

1. People come first! 

2. Respect and integrity are cornerstones of our interactions. 

3. The pride of each member of the River Ridge community is reflected in the clean, safe, and supportive environment we strive to maintain. 

4. The unique sixth through twelfth grade configuration of River Ridge allows for a continuity that is beneficial to the development of students.
Community

1. Teachers, students, parents, staff and others in the community form the foundation of our school. 

2. Decision-making is a collaborative effort. 

3. We all must understand the importance of contributing to the ideals of democracy, tolerance, and global interdependence. 

4. The success of our students will be the measure of our success.
OUR EDUCATIONAL FOCUS:
Every Student, Every Minute, Every Class, Every Day

Our focus is to help all students achieve:
· Annual Yearly Progress (AYP)/Learning Gains
· Promotion to the next grade level

· Promotion to high school

· A high school diploma and skills to lead a successful life
· College, Career and Life ready
Our Commitment:  To help all students succeed by focusing on the following four questions:

1. What knowledge and skills should every student acquire as a result of this unit of instruction?
2. How will we know when each student has acquired the essential knowledge and skills?

3. How will we respond when some students do not learn?

4. How will we respond when some students have clearly achieved the intended outcomes?

SCHOOL-WIDE SOCIAL SYSTEMS:  OUR KNIGHTLY VALUES:
· All staff and students need to be held to the same high expectations.
Royal Knight Character Traits are:
TRUSTWORTHINESS

RESPECT to others, self, and school

RESPONSIBILITY

FAIRNESS

CARING for others

CITIZENSHIP
What this looks like:
· Trustworthiness:  Be honest.  Don’t deceive, cheat, or steal.  Be reliable – do what you say you’ll do.  Have the courage to do the right thing.  Build a good reputation.  Be loyal – stand by your family, friends, school, and country.

· Respect:  Treat others with respect; follow the Golden Rule.  Be tolerant of differences.  Use good manners and language.  Be considerate of the feelings of others.  Don’t threaten, hit, or hurt anyone.  Deal peacefully with anger, insults, and disagreements.

· Responsibility:  Do what you are supposed to do.  Be prepared and on time.  Make your deadlines. Persevere:  keep on trying!  Always do your best.  Use self-control.  Be self-disciplined.  Think before you act – consider the consequences.  Be accountable for your choices.

· Fairness:  Play by the rules.  Take turns and share.  When you arrive at a line, go to the end of the line and wait for your turn.  Be open-minded; listen to others.  Don’t take advantage of others.  Don’t blame others carelessly.

· Caring:  Be kind.  Be compassionate and show you care.  Express gratitude.  Forgive others.  Help people in need.

· Citizenship:  Do your share to make your school and community better.  Cooperate.  Get involved in community affairs.  Stay informed; vote.  Be a good neighbor.  Obey laws and rules.  Respect authority.  Protect the environment.
From Character Counts!  See the web site at http://charactercounts.org/
What are we doing to meet the needs of students who are on track, at risk, and off track?

We will focus our answer on four areas:  Student academic achievement, FCAT testing, Attendance, and Behavioral issues.

	
	Indicators
	Description of

On-Track Students


	Description of

At-Risk for Becoming Off-Track Students
	Description of

Off-Track Students



	Academic

Performance
	Course Performance in Core Subjects
	Letter grade of

A-C

	Letter grade of D

	Letter grade of F


	
	FCAT

Formative Assessments
	Level 3+

Math or Reading

___________________

Demonstrates proficiency at 70% +
	Level 2

Math or Reading

____________________

Demonstrates proficiency at 60-69%
	Level 1

Math or Reading

_____________________

Less than 60% Proficient

	Academic Engagement
	Attendance
	Less than

10% per quarter
	10 - 19%

per quarter
	20+%

per quarter

	
	Office

Discipline

Referrals
_____________________

Work

Completion
	1 Discipline per qtr.

_____________________

Completes 80%+ of all
work assigned
	2-4 Disciplines per qtr.

______________________

Completes 60-79% of
all work assigned
	5+ Disciplines per qtr.

__________________________

Completes 59% or less of work assigned


The central question is not: “What about the students is causing the performance discrepancy,” but it should be, “What about the interaction of the curriculum, instruction, learners, learning environment, and organization should be altered so that students will learn? 

· River Ridge Middle School utilizes a multi-tiered system of supports (MTSS) approach to providing the supports necessary to helping all students succeed.  This includes three progressive levels:  On Track Students, At Risk Students, and Off Track Students.
We begin by reviewing what we do for all students in each of these areas.

I. ACADEMIC PERFORMANCE:  Curriculum, Instruction, Assessment of Learners:  Essentials to support the District Vision, School Mission, and Core Beliefs

A. Course Performance in all subjects

1. Curriculum is guaranteed and viable. 
a. Teachers attend grade level planning meetings and plan together.

b. Grade level content teachers collaborate to develop common formative assessments, from which they share results, analyze data, and make curricular decisions.
2. What essential skills do my students need to know to be successful?  Using content maps and curricular materials, grade level teachers make decisions using a Problem Solving approach to planning.

a. Data-Driven decisions:  Use student achievement and formative assessment to plan for student needs.

· Problem Identification

· Problem Analysis

· Action Plan

· Support Plan
B. Instruction:  How the curriculum is taught, assessed, revised

1. Teachers attend grade level planning meetings, collaborate, and plan together.

2. Grade level content teachers work together to develop common formative assessments, from which they share results, analyze data, and use to form instructional decisions during planning meeting

3. Lesson Planning:  Develop standards-based instruction using content maps and district curricular tools; lesson plans should be developed in advance with grade level members of each department.  Plans will be turned in according to schedule on iCal.

4. Bell-to-Bell Learning:  Every minute of every period must have an instructional purpose.  

5. Research-based best practices:  Use Pasco Best Practices for planning and teaching.  Plan for what students are to know, understand, and do.  Delivery needs to be:  “I Do.  We Do.  They Do. You Do. “
6. Teams need to meet weekly to review student data.  Identify students experiencing similar problems and address these as a group.  Individuals who do not respond to intervention need to be discussed with counselors and referred to the S-BIT team.

C. Assessment and monitoring progress:  How will I know they have learned the material?
1. Grading, Record Keeping, Monitoring, and Reporting Student Progress/Achievement

a. 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.

b. 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)
c. Schoolwide, this means that academic grades reflect the level the student achieved standard mastery; Conduct/citizenship grades reflect the level students demonstrated Knightly Values.
1. A minimum of nine grades per student per grading period is required.

2. Grades or level of student progress should never be a surprise to the student or his/her parents.  Communicate frequently.

3. Academic grades need to reflect standard mastery; Citizenship grades need to reflect Knightly values.

4. Grades must be reported in accordance with the County-adopted grading scale.

5. 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. 

6. See Student Progression Plan on District website for more information.

7. 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.

8. Teachers may use points, rubrics, etc. for classroom assessments and work; final grades must be reported using a percentile score.

9. If the teacher wishes to do so, final quarter grades of "F" may be raised to 59 in determining semester or yearly grades.  

10. Physical Education Grading Procedures:  See Student Progression Plan

11. 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.

d. Record Keeping: Grade books-All teachers must use the eSembler grade book.  A teacher's grade book is a legal document and must include the following information so that a sound evaluation of each student's achievement may be obtained from classroom records.  This must be kept up to date so that parents have relevant information they can use to support their child’s progress.

e. Reporting:  Progress Reports and Parent Notification:  It is district policy to keep parents informed of their child's progress by regular Progress Reports as well as by the quarterly report card. All students are issued a progress report.    

1. The Student Progression Plan states:  Parents must be notified by a progress report if a student is not working to potential, doing unsatisfactory work (“F” or “D”), or if he/she will receive an unsatisfactory in citizenship
2. Notification to Students:  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.

3. Progress Reporting:  Grading and recording must be done in a timely manner using eSembler.

4. 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.

5. Failures:  Teachers are required to develop an individual success plan for any student receiving a failing progress report grade, quarter grade, or semester grade.  This plan must support school goals and include the student, the parents, guidance, and relevant support staff in the collaborative development of the plan.  Teachers who have an extremely high percentage of failures (over 15% per quarter or per year) should analyze their teaching as to the reason for such a high rate of failure in their class grades.

2. What do I do when students don’t learn (at risk and off track students)?

a. Look at the number of students who are not succeeding.  If more than 20% are unsuccessful, then it is essential to examine the curriculum and instruction to determine if another method of organization and presentation can improve achievement.  If large groups of students are having the same difficulty, provide additional time and support that would benefit the group.

b. Students who are in Intensive Reading classes will struggle with concepts that are taught only through reading a textbook.  It is essential to help them understand the concept, as well as develop strategies for reading the textbook.  Utilize the Student Support Team when a student struggles due to low reading ability.

c. Missing and Incomplete work:

1. Our practice needs to include the opportunity and time for all students to complete all learning activities.  Every effort should be considered to allow the student an opportunity to complete assignments.  Zeroes are unacceptable, and teachers need to do everything possible to ensure students demonstrate the mastery assessed in the work.

2. All graded work should be standards-based and help students achieve the Learning Goal.  Grades should accurately reflect the level of standard mastery the student demonstrated on that assignment.  Grades for responsibility should be included in the citizenship grade.

3. When students do not turn in their work on time, it is important to find out why.  If the student cannot do the work, remediation is in order, along with the provision of additional time.  If there were extenuating circumstances, follow up with the parents and provide the student additional time and support as needed. Interventions and support must include a replacement behavioral goal with student demonstrating mastery of the standard assessed by the assignment.  All late work that is accompanied with a parent note must be accepted for a grade.
4. When students are missing deadlines on a regular basis, parents need to be notified and involved.

5. Even if the absence is "unexcused" the student will be allowed to turn in work and receive feedback.  Attendance issues may be addressed in the citizenship grade and should not be reflected in the academic grade, which should be totally based on the student’s demonstration of standard mastery.  If attendance issues arise, contact parent, guidance, and social worker for assistance.

6. If the absence is  "explained", the student has two days to request the missed assignments from the teacher.  The student will have one (1) day for each day of excused absence to complete and return the assignments to the teacher once the teacher has given him/her the missed work.  Extreme circumstances may be given special consideration by the school administration.  Develop a classroom system for students to acquire work missed during absence.  Suspensions are considered “explained absences.”

7. Course Recovery:  Students requiring course recovery may complete PVIP course through Moodle to recover courses.  When this occurs, administration and data entry must be notified so that proper data entry procedures are followed.  The classroom teacher should provide in class course recovery for low quarterly or semester grades.

8. FCAT:  Students scoring below the Level 3 in Reading are enrolled in an intensive reading class (Level 2=IRB; Level 1=Level A, either 180 or 200 club). If Extended School Day is available, all students scoring below a 3, especially those who have more than one year without gains may take this option.

3.  What do I do when students do learn (on track students)?

a. Develop a plan to address students who have learned more quickly than the rest of the class or for those who have acquired the knowledge already.  It is important to move students forward as opposed to having them wait for others to catch up.  Adapt assignments to allow students more intense, in depth study of the same material using higher order thinking activities.

b. Use regular formative assessment and provide students opportunity for more advanced work.

c. Be sure to monitor their grades to reflect advanced level standard mastery.
II.  ACADEMIC ENGAGEMENT:  The learning environment and the learner

A. SCHOOLWIDE SYSTEMS:  Post in classrooms

1. 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.


B. STUDENT ATTENDANCE: 

1. The District School Board of Pasco County policy  (section 5200) states: 
a. The educational program offered by this District is predicated upon the presence of the student and requires continuity of instruction and classroom participation. Attendance shall be required of all students enrolled in the schools during the days and hours that the school is in session. School attendance shall be the responsibility of parents and students.

b. In accordance with statute, the Superintendent shall require, from the parent of each student of compulsory school age or from an adult student who has been absent from school or from class for any reason, a statement of the cause for such absence. The Board reserves the right to verify such statements and to investigate the cause of each single absence.

c. In addition, educators shall have the responsibility of encouraging regular attendance of students, maintaining accurate attendance records, and following reporting procedures prescribed by the Superintendent.

d. Provision shall be made for promoting school attendance through adjustment of personal problems, education of parents, and enforcement of the compulsory attendance laws and related child-welfare legislation.

e. Specific requirements regarding attendance are set forth in the Code of Student Conduct.

2. The District School Board of Pasco County Policy 5610.05 - PROHIBITION FROM EXTRA-CURRICULAR ACTIVITIES For All Students:  Unexcused Absences, School Related Activities, and Parking
a. F.S. 1003.26(1)(b) provides that if a student has at least five (5) unexcused absences, or absences for which the reasons are unknown, within a calendar month or ten (10) unexcused absences, or absences for which the reasons are unknown, within a ninety (90) calendar day period, the school must take action. The school will require documented medical and legal excuses, prior administrative approval of religious observances, or approved school related activities absences, for students who exceed five (5) absences in a quarter and/or ten (10) absences in a semester.

b. If a student record exceeds five (5) unexcused absences, or absences for which the reasons are unknown, within a calendar month or ten (10) unexcused absences, or absences for which the reasons are unknown, within a ninety (90) calendar period, the student will lose the privilege of participating in extra-curricular activities open only to students. These include but are not limited to field trips, dances, special events, club activities, and participation in athletics, until the end of the following grading period/quarter. In addition, a student who drives on campus will have that privilege revoked until the end of the following grading period/quarter. If this occurs during the fourth quarter of the school year, the privileges would be lost for the first quarter of the following school year. The principal or designee may review extenuating circumstances brought forth by a parent/guardian. The Principal's decision is final.

3. School Wide Procedures:  What do we want all students to achieve?  How do we know they’ve achieved this?  District Attendance procedures: Teachers will mark attendance daily every period using eSembler.   

a. During FTE weeks, teachers will need to print sign sheets (through eSembler) verifying that students were in attendance during the FTE window.

b. Excusing Students from Class:  Students will use the passes in their planner when they leave their instructional area.
c. Excused Absence Procedures:  It is the student’s responsibility to bring in a note from home to his/her first period class. “No note” is automatically an “unexcused” absence.  The student has two class days to bring a note.  Before sending the note to the front office, the student must write his/her first and last name, student number, and specific dates of absence.  The first period teacher sends this note to the Attendance Office.

d. Admits (from Main Office)/Signing Students/Check In & Out

1. When a student wishes to leave school, the student must sign out with the Main Office Secretary (failure to do so will be considered an unexcused absence).

2. Check out/early dismissal is in Main Office.  Students needing to leave school must have a note from a parent indicating time and reason for dismissal (ex. dental appt.). Notes must be presented in Main Office prior to the start of the second class.  Teachers can release students at their convenience.  Main Office will verify the note by telephone.  Verification must be made to release the student early.  

3. Students arriving late will report to the main office and go to class with a tardy pass.  If a parent verbally or in a note verifies the tardiness for an excused reason, a "tardy" admit will be issued as "excused"; the reason should be noted on the admit.  All other tardy admits will be "unexcused".  

4. Suspended students attending school on appeal must receive an admit from their grade level administrator before going to class.  If a student has been suspended, teachers need to ask the student for his/her admit.  If he/she does not produce the admit, contact the grade level administrator or administrative assistant immediately.
4. Admits for School Related Activities (SRA):  

a. Teachers sponsoring an activity requiring student to miss class will request pre-approval from the Principal.  After approval, the sponsor will post a list of affected students via email. The sponsor needs to provide students with an SRA form to take to all of their teachers.  Students in good academic standing should be permitted to participate.  It is the teachers discretion whether to approve and inform students of work that they will be responsible for.
b. Field Trips and Team Events:  If your students are going on a field trip, please notify teachers via email with the lists as soon as they are finalized and again on the day of your trip.
c. Rehearsals for class events:  If your team, class, etc. needs rehearsal days, please recognize that this does affect students’ instruction in other classes.  As a result, all need to be mindful of each student’s academic progress and teacher’s instructional plan for the day/week.  With that said, please follow the following procedures:
d. In all cases, please make sure the attendance office has the student names and SRA date/time for all students in attendance.

5.  School wide Tardy Procedures

a. Students who arrive after class has begun:

1. Will sign the tardy log.

2. Sit down quietly.

3. Join class activity in progress.

b. The teacher continues with class and follows up privately with student before the end of the period.

c. Teachers will follow the following (this is per quarter/per class):

1. Tardy #1 = verbal warning

2. Tardy #2 – verbal warning and parent contact
3. Tardy #3 – revoke passing and parent contact

4. Tardy #4 – assign lonely lunch or teacher assigned after school detention and parent contact

5. Tardy #5 – discipline referral for tardies; parent contact; 1 day ASD or ISS

6. Tardy #6 – discipline referral for disobedience; parent contact; 2 days ASD or ISS

7. Additional Tardies:  referral to administration and social worker
6. What do we do when students do not achieve in this area?

a. Chronic Absences:  All teachers are expected to contact parents when students are absent from class after 3 consecutive days. Students missing a significant number of days need to be referred to the guidance counselor and school social worker.  
7. What do we do when students do achieve in this area?

a. Incentives: Students who are on track will participate in school wide incentives as established by leadership team and/or administration.

b. Participation in athletics and extracurricular activities may be contingent on on-track attendance.

C.
Student Social and Behavioral Procedures

1. School wide system for all students:  What do we want students to do; how will we know when they have achieved?  The River Ridge Middle School Discipline Plan empowers the teacher to take the actions necessary to teach, model, and practice appropriate behaviors.  
a. Utilize the Social Matrix; provide copies to all students; post in classroom

b. All teams and teachers must have a classroom management plan that is posted in the classroom and outlined in the syllabus.  Teachers should teach students their classroom policies, help them practice them, and make sure they know how to follow all of them prior to disciplining a child for not following procedure.  Procedures should be modeled and practiced throughout the school year.  
c. See the plan for intervention, ideas, and support.  All teachers need to consistently follow the school wide classroom management system.  Main ideas include:

d. Classroom-Managed behaviors are handled by the teacher, with support as needed.  (see list)  Persistent inappropriate behaviors require early parent involvement.

e. Administrative behaviors, serious breaches of the Code of Conduct are immediately referred to an Instructional Assistant for Discipline or Administration.

f. River Ridge Middle School utilizes a Multi-tiered system of supports (MTSS) to provide the supports necessary to helping all students succeed.  This includes a 3-Tiered progressive approach:  school level initiatives, target group success plans, and individual behavior intervention plans.

g. Anti-Bully plan:  We will not tolerate bullying, and all reports must be addressed by following the school wide plan.

h. Teachers must use the Student Documentation System to maintain records of incidents, conferences, and actions.

i. Please note that all discipline plans need to be preventative, supportive, and corrective.

2. Discipline Plan Review:  All of these steps are dependent upon teaching, modeling, and practicing the desired behavior to the class prior to intervention/consequences.  This should be done on a regular basis to remind and reinforce the behavior.  If the student is not being successful, follow the steps below.

a. Begin year using constant positive reinforcement and specific praise for students’ positive choices.  Also, between each step on rubric, there should be specific praise for student when he/she does the targeted appropriate behavior. Remember that initial parent contacts need to be positive and set a spirit of collaboration and partnership.  

b. In dealing with student behaviors, we have identified behaviors as Classroom-managed (handled by teacher with support as needed) and Administration-managed (needs to be referred).  
1.  All Level 1 behaviors are initially managed at the classroom level.  Other classroom-managed 

Behaviors include:  not completing work, not bringing necessary materials to class, not doing homework.  
2.  Level 2 behaviors that are managed at the classroom level include:  minor disruptions, initial failure 

to complete discipline (i.e., child does not serve lunch detention, teacher can double it and give 
another chance), showing disrespect to other students, cheating, and minor levels of disobedience. 
3. All Level 3 incidents and bullying incidents need to involve administrators and the instructional 

assistants for discipline
4.  Teacher maintains documentation.
5.  Develop a system of positive recognition/rewards, such as, team incentives, homeroom/club 

activities, special privileges for those who demonstrate appropriate behavior, etc.  If the team notes 

that the behaviors suggest early intervention for extreme behaviors, the S-BIT team may be consulted 

at any time.  Please notify and involve the guidance counselor immediately if this is the case. 


a.  Student/ teacher conference:  Teach and practice expected behavior individually; document.



b.  Student/teacher conference, move seat, adjust proximity, other minor interventions; document




c.  Send to on/off team or loss of team incentives, plus parent contact


d.  Lunch detention, lonely lunch, or loss of team incentives, plus parent contact


e.  Increase the number of lunch Detention/lonely lunch, or use an after school detention plus parent 


contact.


f.  Begin Problem Solving process to identify the cause of the behaviors and design interventions to 


address the behavior.  Use the organizers provided.
6.  The central question is not:  “What about the student is causing the performance discrepancy,” but it 

should be, “What about the interaction of the curriculum, instruction, learners, learning environment, 

and organization should be altered so that students will learn?  


a.  Do other students demonstrate the same problems?  If so, design a homeroom or plan for this 



group.  Establish rewards/interventions/consequences.


b.  Impact meeting (team, admin, guidance, parent, student); to enact the Multi-tiered system of 



support process; involve S-BIT team.  See Behavior Flow Chart.

3. What do we do when students don’t achieve (at risk and off track students)?

a. Utilize the Social Matrix to establish actions.

b. Establish the nature of the behavior using the Behavior Flow Chart and take action accordingly.  

c. Document. It is imperative to maintain data on issues and interventions, then monitor the interventions.  Use the Behavior Tracking Form.

d. Referral Process
1. Students need to understand that it is unacceptable for them to behave in such a way that it must be referred.  After the teacher has implemented all levels of early intervention, (including parent contact) and the student is still doing the same things, the teacher needs to begin the referral process.
2. Referral #1

3. For Level 1s and some level 2s, the teacher writes the specific behavior on the referral and attaches a copy of the documentation of steps (rubric) to the referral.

4. Teacher writes the recommended outcome on a post-it note and puts it on referral.  Recommendations may include:  ISS, OSS, work detail, restitution, etc.

5. If the IAD cannot do recommendation, he/she will contact teacher to discuss alternatives.

6. Additional Referrals:  Use the same process as above; however:

a. Increase consequences with each same or similar infraction

b. The multi-tiered system of supports (MTSS process should be initiated if the student demonstrates a pattern of behavior that is not changed.  If a child receives two referrals in a short period of time for the same behavior, the team needs to work with the guidance counselor and S-BIT team.  Make sure that any plan enacted is communicated to all who work with the students, including elective teachers, IAD, administrators. Adjust plan as necessary if it doesn’t work at first.

e. Anti-Bully Plan:  The Anti-bully plan meets the mandates of the 2009 state law that states schools and districts must have an anti-bully and harassment plan the is Bully-preventative, supportive, and educational.  The River Ridge plan involves all staff members, parents, and students in a 4.5 step plan to ensure that our school is a bully-free and safe learning environment.













1. The Incident is reported:  A Bully incident is reported via a parent, teacher, counselor, administrator, friends, phone call, mailbox (bully box), or hot line.
2. Initial incidents will be mediated by the team leader.  The mediation will include student(s) involved for a solution, warning, and parent contact.  Team leader will keep documentation in team folder. 
3. Third incident or more will be sent to Guidance.
4. The Incident is investigated:  The bullying behavior/incident is investigated by a guidance counselor, administrative assistant, or an administrator.
5. Step .5 The Bullying Incident is partially founded and can easily be corrected by working with the student on team or through guidance and parent involvement.  Team Leaders may add a student to the list at this level.

6. Step 1 The Bullying Incident is founded:  If founded, the bullying student’s parents are contacted and requested to come in for a conference with an administrator.  During that conference, the parents are informed of their child’s behavior, the school policy, and the consequences for future infractions.  The student and parent(s) sign the letter acknowledging the consequences for this behavior. The student is sent home for the remainder of the day, and/or is given a day of ISS.

7. Step 2 If a second incident occurs, the student can receive up to 5 days of OSS, and attends 4 to 6 weeks of group counseling targeting aggressive behaviors and replacement behaviors.  These groups will be separated into boys’ groups and girls’ groups, since aggression usually manifests itself differently in these groups.  Parents are informed.  After attending the required number of group sessions, the student appears before a panel of his peers, who then will make a recommendation to Administration as to whether of not further action may be necessary.  Parents are informed.

8. Step 3 A third incident results in 5 to 10 days of OSS.  

9. Step 4 The 4th Incident results in a recommendation for expulsion.

4. What do we do when students do achieve (on track students)?  On track student earn:

a. School incentives

b. Student of the Month

c. Good Knights

d. Flag ceremony

III.  SCHOOLWIDE PROCEDURES – Other professional responsibilities

A. CALENDAR:  We use iCal to inform staff of our meeting schedule and events.  It is imperative to check iCal daily and review the week in advance.  Additions, revisions, updates, and questions must be directed through the principal.
1.  DAILY - Check email, iCal, mailboxes, and message board when you arrive, during planning, and after school.

2.  Attendance is mandatory at conferences, meetings, and workgroups.  Extenuating circumstances may arise on rare occasions.  Communicate with the parent and team to provide input if not in attendance.  
3. To avoid schedule conflicts, confusion, or issues:
a. Use the calendar; refer to it daily.  Schedule events during open times.  Pay attention to blackout dates.

b. Notify Main Office if there is any change in your class or duty area location.

c. Report to supervision areas as scheduled.  Let your sub know what your duty is so that he/she can be there.
d. Work within school hours:  The administrative/staff entrance is open from 6:15am-7:25am. The main office is open from 7am-4:00 P.M. If you need to be on campus at a different time, please contact an administrator
e. Work assigned duty hours.

4. Teacher Work Day: 

a.  Instructional (7 1/2 hour day):  7:15 A.M. – 2:45 P.M. (Monday- Thursday) 
b.  Instructional 7:15-2:30pm Friday (as a result of 15 min. early morning duty one day per week).

c.  Instructional media 7am-2:30pm 

d.  Instructional assistant 6:45-2:15am
**Leave may be taken in increments of 1 hour, ½ day, or one (1) day.  If a staff member needs to leave early, he/she must get administrative approval.  When a staff member accrues 3 hr., 45 min. of early release, he/she will be charged for ½ day leave. Principal will use discretion to grant approval for temporary duty based upon service to students.  If an employee has been absent from instruction for more than 10 days, the teacher must meet with the principal to request temporary duty.
5.  Faculty Attendance:  Attendance is a major factor in student performance; quality of instruction is reduced without the 
certified teacher.  Teachers need to make every effort to schedule appointments for outside of duty hours.  If a teacher 
needs an adjustment in work hours, this request must be submitted to his/her supervising administrator in writing. 
Emergencies and/or personal hardships may occur throughout the year.  Any variation to the duty hours requires 
administrative approval.
A.  
Three days of emergency plans must be completed and turned in to the attendance secretary by the end of the 
first week of each semester.  These should be replaced with new plans once used.  A substitute information sheet 
should be 
completed and submitted along with the plans. These plans will be used whenever a teacher is 
unexpectedly absent.  It is necessary for the plans to include activities that a substitute can direct without a large 
amount of explanation. Whenever a planned absence occurs, a teacher should develop a specific lesson plan in 
keeping with the original plan for the day.
B.  
Anticipated Absence:  Complete a substitute request form as soon as you are notified of an in-service, district
meeting, etc.  Do not assume that the district will make the request for you.  A substitute will be hired once an 
administrator has approved your leave, and you have called sub central.  Confirm your substitute with the 
attendance secretary and submit to her detailed lessons plans and class lists on the day before you leave.
C.  
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 processed on the basis of date of request and type of activity. When the leave 
is requested for a special activity such as a field trip, the activity must be submitted and approved first before 
requesting a substitute.
D. 
It is your responsibility to cancel the substitute request if your prearranged absence has been canceled.  This 
must be done by calling sub central then informing the sub central secretary in writing.  This must be no later 
than the day before.  If you forget to cancel a substitute and the substitute arrives at school for your class, the 
substitute will take your class and you must then take the leave as sick or personal time.  Notify the sub central 
secretary by 2:00 p.m. if you are at a meeting or in-service that is scheduled for more than one consecutive day 
and is canceled after the first day.  Also, you must call sub central to cancel your sub.
E. 
 Leave Forms:  When you are absent you will be required to sign a leave form indicating the type of leave.  
When you know you will be out, please complete the leave form ahead of time.  If you are called to serve on a 
jury, make sure that the attendance secretary and your principal’s secretary have a copy of the summons to jury 
duty.  A leave form still needs to be completed.  Teachers must report to the attendance secretary on the day of 
return to sign a leave form.  This is your professional responsibility.
F.  
Sign-in/out – MANDITORY:  All school personnel must sign in each morning in the main office.  Those who 
need to leave the school grounds during school hours for any reason must check out personally with the 
administration.  When permission is granted, the teacher is to sign out. If the teacher returns to school that same 
day he/she needs to sign in again. There is a sign-in and out sheet located on the counter in the teachers 
workroom.  State auditing requires the actual time for both arriving and leaving.  It is imperative that you sign in 
and out for payroll purposes.

6.  
Message Return: Please return parent phone calls and emails within 24 hours; document time, date, and content 

discussed.  It may be appropriate to return a parent call asking for more time to prepare a response.  Communication:   

Every effort should be made to check for messages twice daily - once in the morning, and once after the student day 

has ended, including the following: e-mail, voicemail, and notes in your teacher mailbox.  



7.  Teacher Goals/Professional Development Plan:  All teachers must submit their goals on their Professional 


Development Plans.




A.   Evaluation:  Members of the administration team will evaluate all members of the instructional staff at 



least once a year. Teachers who are new to the district will receive a minimum of three evaluations.  



Teachers who are participating in the Professional Orientation Program will receive separate and additional 

instructions and forms and assessments.  All teachers receive a copy of the assessment instrument and an 


explanation of the assessment process. 
B.  Mentor Teachers:  Mentor teachers are experienced teachers who teach in the same subject area, same 



level, or same service area (whenever possible) as the beginning teachers to whom they are assigned.  



Mentor teachers are selected through a process coordinated by the Supervisor of Human Resources and 


Professional Orientation Program.  They are trained in observation techniques, conferencing and coaching 


skills, and instruction in and knowledge of the competencies expected of the beginning teachers.   Mentors 


must maintain logs to indicate support.


8. Meetings


1.  Department Meetings – 1st Thursday of the month


2.  Faculty Meetings – 3st Tuesday of the month


3.  Grade Level Content Meetings – every Thursday


4.  SBIT/Staffings – Wednesdays (mandatory if invited)


5.  Parent Conferences/Team Meetings – during planning or open afternoons

6.  Lead Literacy Team - Meets from 2:15-2:45
7.  Positive Student Support Group - Meets from 2:15 -2:45
8.  MTSS Meets from 2:15-2:45

B. SUPERVISION, RESPONSIBILITIES, DUTIES, JOB DESCRIPTIONS, & MORE:  The District School Board of Pasco County policy states in section 3213:  Each instructional staff member shall maintain a standard of care for the supervision, control, and protection of students commensurate with their assigned duties and responsibilities which include but are not limited to:  

1. An instructional staff member shall report in a timely manner to a building administrator any accident, safety hazard, or other potentially harmful condition or situation.
2. An instructional staff member shall provide proper instruction in safety matters as presented in assigned course guides.
3. An instructional staff member shall immediately report to building administrator knowledge of threats of violence by students.
4. An instructional staff member shall not send students on any non-school related or personal errands.
5. An instructional staff member shall not inappropriately associate with students at any time in a manner which may give the appearance of impropriety, including, but not limited to, the creation or participation in any situation or activity which could be considered abusive or sexually suggestive or involve illegal substances such as drugs, alcohol, or tobacco. Any sexual or other inappropriate conduct with a student by any staff member will subject the offender to potential criminal liability and discipline up to and including termination of employment.
6. If a student approaches a staff member to seek advice or to ask questions regarding a personal problem related to sexual behavior, substance abuse, mental or physical health, and/or family relationships, etc., the staff member may attempt to assist the student by facilitating contact with certified or licensed individuals in the District or community who specialize in the assessment, diagnosis, and treatment of the student's stated problem. However, under no circumstances should a staff member attempt, unless properly licensed and authorized to do so, to counsel, assess, diagnose, or treat the student's problem or behavior, nor should such staff member inappropriately disclose personally identifiable information concerning the student to third persons not specifically authorized by law.
7. Since most information concerning a child in school, other than directory information described in Policy 8330, is confidential under Federal and State laws, any staff member who shares confidential information with another person not authorized to receive the information may be subject to discipline and/or civil liability. This includes, but is not limited to, information concerning assessments, grades, behavior, family background, and alleged child abuse.

8. Pursuant to the laws of the State and Board Policy 8462, each instructional staff member shall report to the proper legal authorities immediately any sign of suspected child abuse or neglect.

1. Classroom Responsibilities and Supervision

a. The primary duty of the teacher is to teach the curriculum to students.

1. 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.

2. Homeroom Assignments:  You are the mentor and advisor for students in your homeroom.  

a. Follow the daily and weekly structure for your homeroom.

b. 4th period teachers escort students to and from lunch.  

3. All students must be supervised during any curricular or extracurricular activity.

4. Teachers supervising activities that have special potential for accidents or injury should provide adequate orientation and training for the students.

5. 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.
6. 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.

b. 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.  See iCal for school-wide events.

c. 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.

d. 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.  

2. Hallway Supervision/Duties
a. 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 2:30pm.  
b. See a.m. and p.m. supervision duty chart for assignments.
c. Each staff member will be assigned to bus supervision once a week.  See p.m. chart for rotation of bus supervision.

PROFESSIONAL ATTIRE

Personal appearance is an influencing factor in one person's response to another.  Staff must meet the community expectations of professional appearance and demeanor at all times. It is the responsibility of each employee to come to work in attire which will enhance his/her self-image of authority and respect with students and colleagues.  There are two options available to staff that meet this requirement; the standard dress code or the professional casual.  Staff must also meet any standard required by the students.

The professional dress code is typical business attire. The professional casual is more business casual in type and provides a more relaxed option for staff. This professional casual consists of a business casual pant and collared shirt.  Orders for the school shirts will be taken during the first two weeks. Staff may also purchase their own through local vendors. The availability of either type of dress should meet the needs and philosophy of all staff.

A staff member preferring more relaxed clothing should opt for the staff work day casual listed previously.  The principal is required to set the standards of dress for all staff and is the final authority on what is considered appropriate.

STANDARD ATTIRE FOR REGULAR SCHOOL DAYS

MEN
:  Dress shirt and business pant and appropriate shoes (no tennis shoes).  Ties are preferred but optional .


WOMEN:  Dress / skirt or dress pant and blouse or sweater.  Appropriate shoes (no tennis shoes or flip flops).


PHYS ED:  Appropriate athletic attire including shorts and T-shirts.

OPTIONAL PROFESSIONAL CASUAL FOR REGULAR SCHOOL DAYS

Both Men and Women:

· Belted business casual pant (or dress for women).


· Polo or school shirt with collar, no T-shirts.
· Flat casual shoes.  If athletic type shoes are worn, they must be appropriate in style and condition that reflect a business (not sport look), i.e., black leather vs. canvas athletic shoe.

· A tailored slack that ends at the ankle or is cropped between the mid-calf and the ankle is professional.

· Capris higher than the calf is not professional.

Shoes that expose the foot:  A shoe that covers the foot is safest and the most professional; however, some slides/mules and/or open-toed shoes may be very professional and not look out of place in a professional setting.  

· For teachers with documented foot related problems, an orthopedic shoe may be acceptable if it is worn with other professional garments.

· Rubber, beach type flip-flops are never considered professionally appropriate.  

· If a staff member chooses to wear a shoe that exposes the foot, careful consideration should be given to proper foot hygiene and grooming.  If the exposed foot is not properly groomed, a close-toed shoe should be worn at all times in the workplace.
SCHOOL ACTIVITY DAY AND SPECIAL OCCASION DAYS


School, class, and athletic T-shirts are appropriate for special student activity.   Such occasions are announced in advance.  Jeans are not to be worn on regular school days unless announced in advance.

FIELD TRIPS AND FIELD DAYS
· Staff must be clearly recognizable as the authority in charge.

· Identification will be displayed.  Jeans or shorts may be worn on field trips or during field days as appropriate for the location and audience of the activity.  Staff may use their own judgment and do not have to request permission.  

· All shorts must meet the student length requirement and must be modest in fit.

PLANNING WEEK AND PLANNING DAYS
· Planning days, unless specified otherwise, may be less formal in dress.

· Jeans or shorts may be worn, when there are no activities planned that would require a more professional dress.  Staff may use their own judgment and do not have to request permission.  Both should project a neat appearance and not be worn in a sloppy or recreational in manner.  

ORIENTATION DAY:  The standard professional dress will be worn by all staff on the Student Orientation Day that occurs during the planning week at the beginning of school year.

OPEN HOUSE ACTIVITIES AND OTHER PARENT NIGHT ACTIVITIES:  The dress code for these activities are the standard professional dress unless announced otherwise and posted in advance.

IN-SERVICES AND WORKSHOPS
· River Ridge Middle School staff are expected to wear professional dress to all off campus in-services unless specified otherwise.   A listing of “casual” on a flyer means business casual would be appropriate.  

· Shorts or jeans may not be worn unless specifically stated as appropriate and confirmed by the participant in advance.  

· The dress code for all full day school-based in-services is the normal work day attire unless specifically stated as otherwise.

NON-INSTRUCTIONAL ATTIRE
· Non-instructional staff working in instructional areas and office staff will follow the same guidelines as listed above.  
· Custodial and FNS (cafeteria) staff will dress appropriately for their job function.

NOT APPROPRIATE ON REGULAR SCHOOL DAYS





· Jeans without administrator approval
· T-shirts.

· Shorts.

· Athletic type pants with an elastic band (unless teaching PE).  
· Note:  Individual concerns will be addressed with on a individual basis.  Please address an administration with any concerns.  

NOT APPROPRIATE AT ANY TIME

· Anything clothing that is inappropriate for students is inappropriate for staff.

· Strictly recreational or beach wear such as cut off's and poorly fitted clothing.



· Inappropriate advertisements, symbols, words or phrases.

· Clothing considered inappropriate for students including length of dress or skirt.


· Rubber beach type flip flops.

· Tongue or eye piercings.

· Necklines falling below a line from armpit to armpit.  

· Tank tops, or any garment that exposes the abdomen, the back, or undergarments.  

· Casual lounge wear, including spandex, stirrup stretch pants, and exercise wear are inappropriate for the workplace unless you teach PE or Dance.

· Any other attire that is unkempt or does not reflect a professional demeanor.

GENERAL POLICIES, PROCEDURES, AND INFORMATION

EQUAL EDUCATIONAL OPPORTUNITIES
The right of a student to participate fully in classroom instruction and extracurricular activities shall not be abridged or impaired because of age, sex, race, color, religion, national or ethnic origin, disability, handicapping condition, pregnancy, parenthood, marriage, political beliefs, social and family background, or for any other reason not related to his/her individual capabilities. 

Any student who believes that he/she has been denied participation in or access to an educational program or activity, or has otherwise been discriminated against due to age, sex, race, color, religion, national or ethnic origin, disability, handicapping condition, pregnancy, parenthood, marriage, political beliefs, social and family background, or for any other reason not related to his/her individual capabilities, may file a grievance according to the procedure established in School Board policy JFH, Student Complaints and Grievances.
EXCEPTIONAL STUDENT EDUCATION AND STUDENTS WITH 504 PLANS

Students who have an Individual Education Plan (IEP) or a 504 plan are entitled to specific rights under the law.  They may not be discriminated against because of their handicap, and any accommodation or modification outlined in their IEP or 504 plans must be followed and documented.   Non-compliance with an IEP or 504 plan creates a possible Civil Rights violation; noncompliance is considered a form of discrimination against one with a handicapping condition. If there is an issue regarding appropriateness of the plan or reasonability of the accommodations/modifications, a meeting must be held to address this issue.  Until the meeting takes place, all accommodations and modifications in these plans must be followed as written.  If anyone learns that a child may qualify for a 504 plan, please contact the grade level guidance counselor immediately.

STUDENTS CONVICTED OF CRIMES

Florida statutes require the clerk of the county in each county to notify the superintendent each time a juvenile is convicted of a felony (or would be a felony if the juvenile were an adult).  We will notify you within twenty-four hours if we receive this information pertaining to one of your students by placing a red card in your mailbox.  Each red card is coded to protect the anonymity of the student; therefore, to receive information, bring the card to Karen Tabone to view the information.  This should be used to help the student (not stigmatize) and protect others.  It is essential to treat this information with the highest level of confidentiality.  If you have questions, see Karen Tabone.

HEALTH PROCEDURES 

Student Clinic:  Issue a clinic pass to a student who becomes too ill to stay in class or is injured.  Parents will be notified when an illness or injury is severe.  When a parent cannot be reached, every effort will be made to contact the person(s) listed on the student's emergency card.

Teachers or staff members will give no students any medication of any kind, including aspirin.  The only medication that will be given at school is medication that is:

1. Prescribed by a physician;

2. Is in a prescription bottle properly labeled with current date;

3. Accompanied by a note from the parent giving the school permission to give the medication; and 

4. Given to the clinic assistant to administer as per label.

A parent/guardian must bring all medications to the school for their children, and no more than a two-week supply of medication will be allowed.  When the student brings medication to school, only a one day supply will be allowed.
AIDS

1. If a student tells a teacher, administrator, or nurse that they are HIV+, that person cannot tell anyone else without the written consent of the student's parents.

2. If a staff member tells a teacher, administrator, or nurse that they are HIV+, the same applies.  That information cannot be shared without the staff member's consent.

3. If a nurse is counseling a student who is sexually active and not using condoms and that student confides that he/she is HIV+, the nurse cannot share that information with the student's sexual partner.  Only a physician can do that.

4. The nurse has information about treatment and support groups.

FACILITY POLICIES

· Decorations (door and classroom):  Classroom doors may be covered with decorations during special occasions; however, the window in the door must be left uncovered. Please do not tack or staple into the wood; use masking tape on wood fixtures.  The District Safety Inspector and the Fire Marshall have determined that for fire safety reasons, up to 20% of all classrooms wall space may be covered. Please make sure that all equipment, appliances, and decorations are within the fire code guidelines.  Murals may be painted in classroom with administrative approval.
· Furniture:  Each room is furnished with the needed chairs, desks, and equipment.  If there is a need to add, change, or remove any furniture please get prior approval from the principal or assistant principal responsible for facilities before having any changes made.  Furniture and equipment is inventoried and must be accounted for each year.  If you have upholstered furniture in your room, you must have the tag showing it has been treated with fire retardant or meets fire code guidelines.  Be sure to see the assistant principal who supervises facilities if you have any questions.
· Telephones:  Telephones are available in all classrooms and offices.  Personal calls should be kept to a minimum.   Long-distance telephone calls made by an employee while at work may not be charged to the School Board when the calls are of a personal nature even if subsequent reimbursement is intended.  Should a personal long-distance call be inadvertently charged to the School Board, the employee making the call will promptly notify his/her immediate supervisor of same and be subject to reimbursing the Board at the rate determined by the superintendent.  Ongoing or repeated personal long-distance occurrences shall be grounds for disciplinary action.  All personal cell phones must be silenced or on vibrate and not used during instructional or supervisory (passing) times.
· Student use of telephones:  Student phone use should be monitored and it should be for emergencies only, unless the nature of the course requires student phone use. If you plan on keeping a student after class/school, please allow the student to use the phone to inform the parent or guardian.
· Keys:  Teachers are assigned keys to his/her classroom. Classroom doors are to be locked while class is in session.  All classrooms should be locked when not in use.  When leaving a classroom, please turn out the lights.  Keys are the responsibility of the teacher and should not be used by students or any non-employees.  Please take care that keys are not lost or stolen.  Keys may be checked out through an administrator.  Keys should NEVER be given to students.  Report missing keys to administration immediately; Keys must remain in staff member possession at all times.  Do not leave keys unattended.
· Temperature Control:  The thermostats in each room are set in compliance with school board policy.  All windows and doors must remain closed.  If a thermostat appears to be malfunctioning, please contact the plant manager to check the settings.  Hurricane shutters must remain closed at all times.
· Announcements:  Each teacher is provided with a mailbox.  Notices and announcements will be posted on e-mail, placed in the mail boxes, and/or written on the easel in the mail room; therefore, teachers are to check their e-mail at least twice daily, check their boxes, and read the easel before and after school.  
· Custodial:  An attractive classroom provides for a positive learning environment.  Our custodial staff will clean the classrooms daily.  Pupils should pick up paper, texts, and other material on floor each day.  Requests for additional custodial services or custodial problems must be e-mailed directly to the plant manager and copied to the administrator in charge of facility.  Teachers and staff must prepare their classroom area for learning.  Stackable chairs need to be stacked.

· Energy Management:  This will begin our seventh year of the District School Board plan to reduce energy consumption.  The River Ridge electric bill is around $30,000 each month.  With a staff of over three hundred employees, we can make significant impact when everyone reduces energy consumption just a little bit each month.  An incentive program has been set to reward top ten schools that reduced their consumption. Remember, the money saved on energy can be redirected to other important areas such as classroom supplies, equipment, and salaries.  The following are some energy thoughts to keep in mind.

1. Turn your lights off every time you leave the classroom.  Turn off the lights in your planning room when you leave.

2. Don’t turn your computer on until you are ready to use it.  Leave it on during the day, but turn it off when you are through using it at the close of the day.

3. Air conditioning and heating accounts for about fifty percent of our electric bill so careful scheduling helps to reduce costs.  District policy regulates the starting and ending times for our system each day.

4. Keep doors and windows closed.  If you are not comfortable, contact the office for assistance.  

5. 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.

6. Personal appliances need to be shared by team and located in non-instructional areas. 

CAMPUS POLICIES AND PROCEDURES

RESOURCES

· Teacher Workroom:  The 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.  Students needing the bookkeeper may go when the bookkeeper is notified in advance.
· 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.

· Smoking:  There shall be no smoking on school premises during the student school day by any school employee except in the designated outside smoking area.

· Parking:  All faculty and staff will park in the designated parking areas including non – student days.  Faculty/staff are provided with a parking decal at no charge.  Faculty parking decals must be displayed.  Teachers are asked to lock their cars and not to leave anything valuable in sight.

· Mail/Courier Service:  A mailbox for each teacher is provided in the Student Services building, and the mail is posted daily.  River Ridge notices and announcements may also be placed on e-mail or in the mailboxes; therefore, teachers should check their mailboxes upon arrival each day and before departing each day; they also need to check their e-mail at least twice per day.  Important information is also posted on the easel in the workroom.  

· No teacher may place items that are commercial solicitations in the mailboxes.  Please see an administrator for approval on items that are not directly related to the carrying out of duties as a RRMHS staff member.

· Courier service between schools and the district office is available.  The courier bag is located in the teacher workroom.

· Clubs/Postage:  Clubs and sponsors of activities need to coordinate postage needs with the bookkeeper.  

· Mail with Postage:  Mail that already has postage may be placed in the outgoing U.S. Mail bin located in the middle school hallway, just outside the workroom door.

· Request for Services, Equipment, and Supplies
1. Use a requisition form for all requests.  Forms are available in the bookcase located at the back of the teacher workroom or through Team Leader/Department Head.  

2. All requisitions must be submitted to the Team Leader/Department Head for approval.

3. All completed requisitions go to the Bookkeeper.

4. Staff must abide by Bookkeeping requirements regarding purchasing and fundraising.  The requirements are specified in the Bookkeeping Handbook.

5. The department chairpersons must submit all textbook orders.

· DUPLICATING

· Copyright Guidelines:  All computer programs are someone's creation and property.  There are potentially serious legal consequences for violation copyright policy as it applies to computer software.  In some cases, criminal charges may be levied against violators.  The Software Publisher’s Association (who represent many software authors and distributors nationwide) took legal action against a west coast university due to a complaint letter they had received of software copying at the university.  The university administrators ended the settling with the distributors of the particular software by paying for all the copies that had been made and placed in circulation.

· The following items are not intended to be a legal interpretation of software policy, but are meant to be rules of thumb in guiding schools:

1. All computer programs are someone's creation and property.

2. When copying, there's a difference between may and can.  Saying you can copy software from computer to computer and use the program (physical ability) is different than saying that you may copy software from computer to computer and use it (legal permission).  Think of this parallel with a book you have just purchased: You can physically photo copy the book 100% of the time, but you may not do so legally 99.9% of the time.

3. Software copyright violations may be hazardous to your pocket.  There are potentially serious, legal consequences for violating copyright policy as it applies to computer software.  It can even lead to felony charges. 

4. We advise owning the programs that you use. If you are using a computer program, it's best to have proof of purchase of that program.  Original documentation and copies of software registration forms are good evidence in those cases where you have no copies of purchase orders or receipts.  An illegal copy of MS Works running on a Macintosh operates just like a legal copy running on the Macintosh.  You can't tell by looking at it.  The book parallel: Unless you have a fancy copy machine, your book will look like the day you bought it from the store.  Someone could see that it is the original book and that it is in your possession.

5. Only one person should use the software program at any one time.  You may let someone else use your program on his or her computer, but you would need to remove it from your hard disk drive.

6. Program back ups are just that.  Use them in case your original set goes bad.  This is a hazy area since software producers have different policies.  Basically, as the owner of a program, you have the right to copy the program, then to use that copy as the working copy.  You then have the right to resort to the original copy if the working copy goes bad.

7. The advent of the Internet has brought with it added confusion regarding copyright laws.    Extreme care must be taken to ensure that one does not put them self in a legally precarious position.  Some guidelines to follow in this arena are as follows:

8. Teachers should be alert to seek permission to reproduce or transmit original copyrighted works of others, for sending such images via the Internet can be considered 'publishing', just as one might publish a book.

9. Web sites and multimedia creations are usually 'copyrightable'.  If a web site is copyrighted, it must have the word  "copyright" included, not just the symbol.
10. Some sites allow users to copy material for educational or non-profit uses if they include a clause allowing that.

11. Seek permission from parents/guardians to reproduce, publish, or transmit via the Internet their student's work.

More information is available on the Internet by Electronic Frontier Foundation at www.eff.org/pub/CAF/law/ip-primer.
· Computer Software:  

· Only software that is owned by the District School Board of Pasco County or RRM/HS may be installed on school computers.  Please refer questions to the technology specialist.
· Video Guidelines:  

1. Videos should initiate or support student learning.  Videos should not be used to entertain student for an entire class period.

2. It is illegal to tape "off air" at home and then show the program in the classroom or on the master system.

3. A written request for an "off air" taping must be given to the IMC for any "off air" taping.   "Off-Air" taping forms are located on the shelf list card catalog in the production room of the IMC. These videotapes must be written into the lesson plans.

4. It is illegal to show videotape rented from a video club. 

5. All tapes must be used within 10 school days.  They may be kept for 45 days for preview purposes only.  Some educational programs may be kept for longer periods of time, see the Media Specialist for details.  

6. Personal equipment is not to be brought to school and used in the classroom.

7. Only the videos on the district-approved list may be used.

8. NO "R" rated videos are to be shown.

Please see DIMC Instructional Materials Handbook for the most recent information.
· Copying Equipment (Paper Duplicating):  Duplicating costs are a part of each team/department budget.  The following information should prove helpful as the preferred method of duplicating is determined.

There are two choices for duplication available.

1.  Xerox-high volume dry black line copying.

· All personnel will be assigned a code to facilitate a team/department system.

· Cost per copy is based on total cost of duplicating on a per sheet basis.

· The Xerox can make overhead transparencies using only authorized supplies.

2.  Risograph wet-paper copying.

· For large numbers of copies, the Risograph should be used.

· Please see the MS Bookkeeper or Principal’s Secretary.

MEDIA POLICIES AND PROCEDURES

· Planning Units/Curriculum - Please involve the media center when planning your units/curriculum.  As teachers, like yourselves, we can offer assistance in finding a variety of ideas, resources and information that will enhance your lessons.  We will also be glad to pull books and audiovisuals for your classes.

· Faculty Checkouts - You may check out or reserve a variety of items.  Print items have a default date for 2 weeks and videos are checked out for 1 week.  If you need materials longer, just let us know.  Please provide written verification if you send students down to check out materials in your name.

· Faculty Recommendations - We encourage you to share your curricular needs with us.  Your suggestions for materials are a necessary avenue for keeping our collection current and relevant.  

· Professional Library - We have a professional library, which includes books and professional journals.

· Scheduling Classes - Please see/e-mail/call the media specialist to sign your classes up for the media center.  If you are bringing more than 5 students to the center, you must sign up in advance.  We can only accommodate one class per team in the media center at a time.

· Class Orientation/Instruction - We schedule orientation for the 6th grade teams through the language arts teachers.  Anyone else wishing an orientation or any other instruction by the media specialist/technology specialist should contact one of the media professionals.
· Individual Student Visits - Please limit to four the number of students you send to the center at a time.  They should have a written pass with individual names and what they will be working on in the media center.

· USE OF A-V MATERIALS

1. The use of A-V materials (films, filmstrips, video tapes, etc.) is encouraged as one of a variety of techniques to be used.  However, the A-V used must be directly related to the subject currently under study in that class.  A-V materials not related to the subject are not to be used, and there should not be a regular once-a-week film day, or heavy reliance on this one method. 

2. The use of A-V materials must be reflected on the lesson plan films shown should be indicated in the lesson plan.  Either a pre or post activity (lecture or specific discussion) enhances the use of A-V materials.

3. A teacher may not use a film ordered for another teacher without that teacher's prior approval.

4. A team may determine an appropriate A-V material to be used in large group to support their integrated learning.

Only videos or DVDs purchased by District may be viewed.  No rated “R” materials may be used at any time.
· Electronic Network Use Guidelines For Employees:  It is a general policy that Pasco network facilities (i.e., computers, electronic mail, conferences, bulletin boards, data bases, and access to the Internet), referenced to as “the network”, are to be used in a responsible, efficient, ethical, and legal manner in accordance with the mission of the District School Board of Pasco County.  With access to computers and people all over the world also comes the availability of material that may not be considered to be of educational value in the context of the school setting.  The District School Board of Pasco County views information retrieval from reference materials identified by schools. Specifically, the District School Board of Pasco County supports those that will enhance the research and inquiry of the learner with directed guidance from faculty and staff.  Also, the District School Board of Pasco County supports employees using the network to enhance their job responsibilities.

· The communication network is coordinated through a complex association of international governmental agencies.  The smooth operation of the network requires that users adhere to certain guidelines.  Each user accepts the responsibility to adhere to these guidelines.

· With these concerns in mind, the following guidelines have been established for all users for the network.  Failure to follow these guidelines may result in the loss of access to the network or other disciplinary action.

· Acceptable Uses of the Network

· All activities which support learning and teaching in Pasco County Schools

· All activities which are related to employee job functions

· Users are encouraged to develop uses which meet their individual needs and which take advantage of the networks functions: electronic conferences, bulletin boards, data bases, and access to the Internet.


. Examples of Unacceptable Uses of the Network

· Using impolite, abusive, or objectionable language

· Using the network in ways that violate federal, state, or local laws

· Activities which cause congestion of the network or otherwise interfere with the work of others using the network for commercial purposes or financial gain

· Sending or receiving copyrighted materials without permission

· Using the network for sending or retrieving obscene materials

· Circumventing security and/or authentication measures

· Unauthorized access to another ‘s resources, programs, or data

· Vandalizing network resources, including the uploading or creation of computer viruses

· Falsifying one’s identity to others while using the network

· Installation of unauthorized software on the computer networks

· Use of network resources to commit forgery, or to create a forged instrument.

· Classroom Accounts:  Sponsors of classroom accounts are responsible for teaching proper techniques and standards for accessing and using the network supervision of student use is the responsibility of the teacher or other adult account holder allowing student access and must address both acceptable and unacceptable uses of the network.
· Conference Moderators:  Conference moderators are responsible for monitoring the content of posted messages.

· Network Management:  The network management accepts no responsibility for harm caused directly or indirectly by use of the network.

· Public Information:  Electronic communications should never be considered completely private.  The District School Board of Pasco County is subject to Florida Statutes regarding public information access.  As such, all electronic messages are a matter of public record and may be viewed and/or published.
GENERAL INFORMATION

· ALL ACTIVITIES

Any and all events must be pre-approved and scheduled through the principal.  Upon approval, date will be posted on school calendar.

· ATHLETIC ACTIVITIES

· Athletic Admissions:  Each year the District School Board approves admission prices for athletic events for students and adults.  River Ridge will offer athletic passes for home events to students and families.   School employees are admitted free to events in Pasco County upon presenting an Athletic Pass, which is available from the administration office.
· Pre-game Activities:  The United States Court of Appeals for the Eleventh Circuit has ruled that pre-game invocations violate the Establishment Clause of the Constitution.  This decision means that Florida public schools may no longer permit the practice of pre-game invocations to continue.

· Pep Rallies:  Teachers are to escort students to Pep Rallies, keep their students together as much as possible, and sit with them in the stands.  At the end of the event, teachers need to monitor students back to the designated area.

· CAFETERIA

· Food Sales:  Due to federal FNS subsidies, no food, snacks, or drinks of any type are to be sold on school campus except by the School Food Service Department during the student day.  No sales can occur without approval of a completed fundraising form.  Procedures for securing lunches for field trips are in the cafeteria supplement.

· Lunch – Adult:  Adults will have a serving line (dependent upon participation) in the teacher dining area.  Adults may also go through any student line.

· OTHER MISCELLANEOUS

· Student Distribution of Literature:  Students are permitted to request to make literature available on the campus with pre-approval by the principal under the following conditions:

a. The literature must not be obscene

b. The literature must not be of such nature as to cause undue student reaction

c. The literature must not be distributed during classroom time or in a captive audience setting.

d. Students wishing to distribute literature should be willing to distribute such literature during non-school hours, but this is not mandatory. 

e. The approval of administration is necessary prior to the distribution of any literature on school grounds.

f. No literature can be sold on campus without administrative approval as a part of an approved school-sponsored activity.

· Parties:  School parties or social gatherings are NOT permitted during school hours.  However, activities where the primary purpose is recognition of student accomplishments are encouraged.

EMERGENCY, ACCIDENT AND INJURY INFORMATION

· Student Accident Reports and Student Injury: REFER TO CRISIS INTERVENTION CHART!  If the student not conscious, call 911, and contact administration. 

· An accident form must be filled out in the clinic office for accidents whether the student has school insurance or not.  Copies will be forwarded to the principal's office on the day of the accident.  The teacher who was in charge or witnessed the accident completes this form as soon as possible after the accident occurs.  The insurance company will not honor claims unless the form has been completed. 
· Teacher Injury:  Any teacher 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 principal and/or the principal’s secretary as soon as possible.  Such injury or illness will be reported to Workmen's Compensation and the Superintendent within 24 hours of such notice.

· Worker’s Compensation:  When an employee is injured at school, the employee must see a designated physician through Worker's Compensation.  The principal's secretary has the list of doctors and will help with the procedure that must be followed.

GENERAL EMERGENCY/EVACUATION PROCEDURES

Ensuring the safety of all students, staff, and visitors is a high priority at River Ridge Middle/ High School.  As a result, we have developed a crisis intervention plan to provide emergency directions for all faculty and staff at River Ridge.  This plan will be kept in each room under the telephone.  In addition, a copy of the Crisis Intervention plan will be placed in every substitute teacher folder.

The most important way you can help in an emergency situation is to stay calm and help the students remain calm.  

· Use your Crisis Intervention Chart

· Avoid panic or worst-case scenario reviews with the students.  

· Keep your television off, unless you are instructed to turn to a specific channel.  

· Stay focused by following the crisis plan.  

· Be aware of who is in your classroom and who has cell phones; discourage students from making outside calls; take roll. 

· Keep your phone line free.

· Keep the students as quiet as possible so that you can hear announcements.

FINANCIAL POLICIES AND PROCEDURES

GENERAL INFORMATION

· Bookkeeping – General Information:  The Bookkeeping Handbook specifies all requirements regarding monies and purchases.  This handbook is given to all team leaders and department chairpersons at the beginning of the year.  Staff must comply with these requirements.  

· Purchasing Items:  NO items or materials, no goods or services of any kind are to be ordered, bought, or contracted for by any sponsor, any class, any club officer, or by any individual without having a requisition form approved and signed by the principal and coordinated through the bookkeeper prior to purchase.  NO purchases will be reimbursed after the fact.  Pre-approval is mandatory.  No one may enter into a contract as a school representative with any vendor unless proper district procedures are followed.  Anyone entering into a contract or purchasing items without following proper procedures will be held personally financially responsible.
· Fundraising:  All fund-raising projects and activities, including booster clubs, must first be submitted, approved and scheduled through an activity request form presented to the activity calendar administrator.  Purchase orders for the items to sell should be completed immediately following approval based on best guess estimates.

· The following list serves as a general overview of the application process.  Bookkeeping guidelines available in the bookkeeping office should be read before engaging in any fundraising or field trip activity.  It is your responsibility to follow these procedures.

1. The purpose of fundraising project and activities in the name of the school should contribute to the educational experience of the pupils, be in line with the School Board policies, and should not be in conflict with the overall instructional program.

2. Middle School students are absolutely prohibited from soliciting door-to-door orders for any and all items connected with fundraising.
3. The School Board as of 3/17/87 ruled that no school should participate in any fund-raising activities for charitable organizations.  This includes the American Heart Association, the American Cancer Society, etc.
4. All requests for fundraising projects and activities must first be submitted to and approved by the Administrator through the use of an "Event Query" form.

5. Collection of monies procedures, as defined by the bookkeeping manual must be followed. 

6. District office must approve ALL contracts PRIOR to the beginning of the fundraiser.

· If you have questions or concerns, you may contact the bookkeeping office via e-mail. E-mail is answered on a daily basis.

· No money is ever kept in the bookkeeping office. Please do not send students to the office requesting change. Money is collected and deposited on a daily basis. We must deposit money as it is receipted.

TEXTBOOKS

· Students must have access to a textbook in all core courses.  Any teacher of a core course who is not utilizing a textbook needs to communicate what he/she is doing to his/her department chairperson and supervising administrator.  The School Advisory Council must approve the teacher’s curriculum.

· Textbooks and Receipts: It is the teacher's responsibility to issue and account for textbooks for their students.  Each student who receives a textbook is to sign that the book has been issued and received. Textbooks will be issued to each department head that will keep a record of the number of textbooks issued to each teacher.  Textbook inventories and the student records of non-returned books will be turned in at the end of the year to the department head.  Books missing from class sets must be noted on the inventory.  The teacher to whom the textbooks are issued must account for all missing books. 
· A textbook inventory check will be completed the first week of each quarter and submitted to the department head.  It is the responsibility of each teacher to collect textbooks at the end of the year and to have students pay for lost or damaged texts.

· Textbooks should be collected as soon as the class no longer needs them; to wait until the last few days makes it unlikely that the student will pay for the lost or damaged book.  Please make every effort to see that students pay their fees for these lost or damaged textbooks.

· Teachers utilizing class sets must be diligent about maintaining the condition of the books in the classroom.  Students caught defacing the books need to be referred and charged for damages.  Books should be counted regularly.  If teachers use class sets, then they need to determine a means for students to check out the books when necessary.

· Textbooks - Issuing:  When issuing textbooks, review the book briefly with the student, including expectation for maintaining the book’s condition.

1. Have student sign that the book has been issued/received.
2. Enter student names, textbook titles and book numbers issued into the textbook database.
3. Write the name of the students in ink or ballpoint pen in the space provided. Whenever book checks are held, check for the proper name in your handwriting.  If the handwriting is different or erased, then check the number of the book against the book receipt.

4. Write the teacher's name in the space provided in the text. This way, a lost book can be returned to the proper teacher.

5. Teachers are to keep the textbook inventory/signatures in a secure place. It is suggested that they be kept in alphabetical order by each class period.

6. When a new student enters your class, issue a textbook in the same manner.  When a student withdraws, take back the textbook, check it for damages, and update information in textbook database. Teachers will conduct a quarterly textbook check.

· Textbooks:  Lost or Damaged:   
1. When a student returns a textbook, the information must be entered in the textbook database.
2. If a student does not return a textbook or pay for its loss, the teacher will indicate that the book was not returned in the textbook database.  The department head will ensure that the database is updated for all students and report to assistant principal before checking out.

3. If a student loses a book, the teacher is to inform the student that it is his responsibility to pay for that book (If there is family hardship, the parent should contact the assistant principal, and the student will be assigned after school work to pay for the lost book.)  Checks should be made payable to River Ridge.

a. The teacher should fill out a "Lost or Damaged Book" form and hold the form.

b. When the student brings in his money, the student is to be sent to the main office with the lost book form to pay his fine.

c. The student should bring back to the teacher a signed "Lost Book Form” indicating that he has paid his fine.

d. The teacher must now return the original Textbook Receipt form to the student.

4. If a book has been damaged, the teacher fills out a "Lost or Damaged Textbook" form.  The teacher uses his/her judgment to assess the damage according the following scale.  If a student pays full price for a damaged book, he may keep the book if he chooses.  Once the student brings back a signed receipt, the teacher returns the original "Textbook Receipt Card" to the student.
· Description of Damage Charges:  In assessing damages, allow for normal wear and tear.

1. Book severely damaged by water.

Full Price

2. Pages torn out. 




Full Price

3. Binding or cover damaged severely.
Full Price

· Damaged Books:  When books are collected from students, they should be assessed for damages.  Make sure students understand from the beginning that they are responsible for any damage to their book.  Help them to understand how to use their books without damaging them.

1. At the end of the year, procedures for collecting for damages will be given to the teacher by the administration and/or their department chairperson.

2. If during the school year a textbook is damaged so that it is not usable, follow the procedure for a lost textbook.  However, be sure to keep the damaged book.

3. If a student withdraws during the school year and has damaged his book, complete a Lost or Damaged Textbook form and attach it to the withdrawal form.  Mark the textbook list and do not return it to the student.

4. In assessing damages, allowance for normal usage and wear will be made.

· Ordering and Receiving New Books:

1. All textbook orders are to be submitted to the assistant principal by the department chairperson. 

2. All books, including class sets, must be stamped, numbered, and inventoried before use.

FIELD TRIPS

· River Ridge Middle School Policy

· Field trips are an extension of classroom student learning experiences.  All students should participate in these activities.  Students receiving a Level 3 referral may be excluded, only after consulting the supervising administrator and speaking with the parents.
· All field trips are educational, support the Sunshine State Standards, and require administrative approval of learning experience.  The standards addressed must be submitted with the activity request.  Some field trips may require Superintendent approval.

· RRMS is a public school.  All students must be afforded the opportunity to attend field trips.  If they are expensive, then the sponsors must provide a means to allow all students to attend.  Field trips should not be expensive or cost prohibitive.

· Field trips require six (6) weeks notice to students, parents, and administration.  Make sure SRA notifications occur before the date of the trip.  Make sure the attendance secretary is notified so the auto-dialer does not contact these parents.

· Students and staff must wear clothing in accordance with the Pasco County School Board and RRMS dress code policy.

· Be aware of all block-out dates.  These include the month prior to and including standardized testing dates, as well as the entire month of May (we need to promote a positive public perception that students and teachers continue to work hard in May and June).  Check calendar and review dates with principal.

· School Board Policy

1. It is the policy of the district to encourage the use of organized off campus trips that, in the opinion of the Superintendent, serve a worthwhile educational objective and are related to the educational activities of the students. 

2. Students who meet the qualifications shall be allowed time without penalty for group attendance at special events that are approved by the School Board.  Field trips involving more than one-half day, out-of-county trips, and all overnight trips must be approved by the Superintendent and the School Board.  Plans must be submitted in writing and must be approved by the Board before they are publicly announced.  The plan must meet the following requirements:

a. The trip must be shown to have an educational value.

b. One adult chaperon (non-student) must be provided per 10 students.

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

e. A detailed description must be provided of all financial arrangements to the administration, including a means of paying for students who are unable to do so.

f. If a field trip is a choice and is to a facility other than the EMC or the two theaters, students and teachers may go if all the money for the bus, the substitutes needed, and the admission price is from internal accounts.  That is, no district money, from any source, is required.

FIELD TRIP PROCEDURES

1. For a professional employee of the School Board to sponsor a field trip he/she must complete the "Event Query" form and submit to the Administrator in charge of activities for approval a minimum of eight (8) weeks prior to the off campus trip if school buses are used (four weeks if no school buses are used).

2. Students on free/reduced lunch are entitled to a bag lunch provided from the cafeteria; please make the necessary arrangements with the cafeteria manager.

3. If money will be collected for the trip, see "Financial Information" in the Field Trip Supplement for directions.  All funds must be deposited with bookkeeper on a daily basis.

4. See "Transportation Information" in the Field Trip Supplement for procedures for transportation arrangements.

5. Sponsors must provide one adult chaperone for each ten students.  If the trip is overnight and involves both sexes, adults of each sex must be provided.

6. A "Parent's Release” form must be completed and signed by the parent or guardian and collected prior to any off campus trip.  There are two types of forms, one for transportation by private vehicle (which would include charter buses) and one for transportation by school bus. The white copy must be submitted to the office and a copy must be carried on the trip by the sponsor in case of emergency.

7. A letter must be sent home to the parents with the release form explaining:  purpose of trip, transportation, date and times, lunch plans, estimated cost and procedures for money collection, and appropriate behavior. 

8. Notification, including a roster of students and student numbers, must be given to all teachers and the attendance secretary at least one week in advance of the trip.  An updated roster must be provided to secretary the day of the trip via e-mail.  Post a list of all actual participants (name, student #) the day after the activity.  

9. Plans for supervision of any students not attending the trip must be made and shared with the administration.

10. Notification must be given to the cafeteria manager at least two weeks prior to the trip.  At this time, requests for bag lunches will be submitted.

11. All trips should be specified in the teachers' lesson plans with clearly outlined objectives, preparatory and follow-up activities.

12.
Safety procedures and proper behavior must be discussed with all students prior to the trip.

13.
All necessary leave requests, requests for substitutes, etc., must be cleared through Administration well in advance of the trip.

14.  If less than 80% of team is unable to attend, the field trip will be terminated and funds returned.
· Field Trips - Prohibited

. Field trips will not be authorized for the purpose of participation in the promotion of commercial enterprises or to attend commercial entertainment establishments primarily for entertainment.  Types of excursions thus prohibited are:

1. Attendance during school hours at a preview of 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. 

2. Trips to commercial establishments whose primary function is the providing of a variety of entertainment, i.e., amusement parks, movie theaters, etc.  However, such excursions may be permissible if it can be shown that the program will specifically contribute to the educational program of the students.  A trip to a commercial establishment may be held on a non-instructional day.
3. Field trips should not be end of year celebration events.

. Field Trips – Grades:  Field trips may not impact student grades; participation cannot be used to augment nor can a lack of participation negatively impact a student's grade.
. Questions:  Call Bookkeeping Phone Extensions:

Middle School 


Debbie Hawks      
47216
Please see the Bookkeeping Procedures Manual for the latest information regarding financial issues in the school.
SCHOOL BOARD POLICIES
The District School Board of Pasco County recently adopted new policies and procedures to which all employees must adhere.  The website where you can find these is:  http://www.neola.com/pasco-fl/.

· Teacher Pay:  The salary schedule and contract for teachers is negotiated between the DSBPC and USEP each year.  If you have any questions about your salary or the contract, please contact Employee Relations Department at (727) 774-2321 or (813) 794-2321.

· Press Releases:  Staff members are encouraged to submit news releases about club, class, and curricular activities.  The releases should be coordinated through the school's Media Representative and principal.  Any time a reporter or photographer comes on campus, he/she should check in at the front office according to our visitor policy.

EDUCATIONAL AND WORK ENVIRONMENT

To see additional information on any of the following areas, go to the Employee Relations website: http://www.pasco.k12.fl.us/sites/departments/pages/emp_rel.html
RESPECT AND CIVILITY POLICY STATEMENT

The District School Board of Pasco County believes that a safe, secure, nurturing and civil environment is essential in accomplishing its mission to create a community which works together so all Pasco County students will reach their highest potential.    

This policy promotes mutual respect, civility and orderly conduct among all district employees, students, parents and the general public.  The policy is not intended to deprive any person of his/her right to freedom of expression.  Rather, it is intended to maintain, to the extent that is possible and reasonable, a safe, harassment-free workplace for students, families and staff, that is free of disruptive, demeaning, intimidating, threatening or aggressive behaviors.  

1.
District staff will treat students, parents, fellow staff members and members of the public with respect and will expect the same in return.

2.
District staff will not conduct business with those who use obscenities or otherwise speak in a demanding, loud, insulting or threatening manner.

3.
Volatile, hostile or aggressive actions and words will not be tolerated, and individuals who engage in these activities may face penalties, up to and, including criminal      prosecution.

District students’ rights and responsibilities are further defined within the Code of Student Conduct.
FREEDOM FROM HARASSMENT

The District School Board of Pasco County is committed to take steps to create and to ensure an education environment free of harassment on the basis of race, color, religion, sex (gender), age, national or ethnic origin, marital status, social or family background, disability, handicap, or for any other reason not related to an individual's abilities.  For the purposes of education, harassment includes: 

1. Any slurs, innuendos or other verbal or physical conduct reflecting on an individual's race, color, religion, sex (gender), age, national or ethnic origin, marital status, social or family background, disability, handicap which has the purpose or effect of creating an intimidating, hostile or offensive educational environment; has the purpose or effect of unreasonably interfering with the individual's school performance or participation; or otherwise adversely affects an individual's educational opportunities.

2. The denial of or provision of aid, benefits, grades, rewards, faculty assistance, services, or treatment on the basis of sexual advances or requests for sexual favors.

3. Sexual advances, requests for sexual favors, and other verbal or physical conduct of a sexual nature when: 

· Submission to such conduct is made either explicitly or implicitly a term or condition of an individual's educational career; 

· Submission to or rejection of such conduct is used as a basis for educational decisions affecting the individual; or, 

· Such conduct has the purpose or effect of unreasonably interfering with an individual's educational performance or creating an intimidating, hostile or offensive educational environment.

· Any student (or parent of a student) or applicant for an educational program who believes that he/she has been the subject of harassment may file a grievance according to the procedures established in School Board policy JFH, Student Complaints and Grievances.

· In any cases that involve alleged sexual harassment, nothing in this policy or in any other policy or procedure shall require the individual alleging sexual harassment to present the matter to the person who is the subject of the complaint.

· This policy is expanded for the benefit of parents and students in both the elementary and secondary versions of the Code of Student Conduct.

· Any employee or applicant for employment who believes that he/she has been the subject of harassment may file a grievance according to the procedures established in School Board policy GBM.

· In any cases that involve alleged sexual harassment, nothing in this policy or in any other policy or procedure shall require the individual alleging sexual harassment to present the matter to the person who is the subject of the complaint.

· Sexual Harassment:  According to School Board policy, sexual harassment is a serious breach of conduct if committed by a student or an employee.  Violations of this policy will be dealt with in a prompt, serious manner and appropriate sanctions taken.  Counseling services will also be provided for the victims as well as the perpetrators.  Staff members should understand that this is of serious concern and reports from students should be dealt with promptly and thoroughly.

· The definition of SEXUAL HARASSMENT is "any unwelcome sexual advances, requests for sexual favors, and other verbal or physical conduct of a sexual nature."  This includes behavior directed from student to student, student to employee, employee to student, and employee to employee.  All staff should review the policy carefully to understand the full nature of the policy.

· If a student confides in a staff member such an incident, that staff member should report such to the principal, an assistant principal, or a guidance counselor.  Students will also be informed of this policy separately.


Examples of sexual harassment follow:

· VERBAL

Making kissing or smacking sounds; licking lips suggestively

Howling, catcalls, whistles, "mooing" sounds

Derogatory name-calling, such as "bitch,"  "whore,"  "slut," " faggot,"  "queer," etc.

Shouting obscenities 

Obscene t-shirts, hats, pins

Sexual or dirty jokes

Graffiti of a sexual or obscene nature concerning an individual or group

Leaving obscene or sexual messages or graffiti on the computer

Teasing females or males about their sexuality, breasts, or genitals

Loudly discussing sexual attributes and rating them

Asking or commenting about a person's sexual activities

Spreading sexual rumors about individuals or groups

"Slam books" (list of students' names with derogatory sexual comments written about them by other students

Letters, notes, telephone calls, electronic mail, or materials of a sexual nature

Repeatedly asking someone out when he or she isn't interested

Telling someone what sexual behaviors the speaker would like to engage in with that person

Creating a sexually demeaning atmosphere, such as showing pictures that are demeaning to males or females

Pressure for sexual activity

PHYSICAL

Gestures with the hands and body of an obscene or sexual nature

Leers and stares

Touching oneself sexually in front of others

"Mooning" (exposing buttocks)

"Spiking," "Draping ," "Pantsing” (pulling down someone's pants, shorts, skirts)

Flipping up skirts

Cornering, blocking, standing too close, following

Stalking a person

Touching or grabbing (breast, buttock, etc.) * This could be considered SEXUAL BATTERY

Attempted or actual sexual assault/battery

Showing "R" rated movies in class




For additional information related to the above policies, contact the Equity Coordinator for Pasco County Schools:

Director of Human Resources

7227 Land O' Lakes Boulevard

Land O' Lakes, Florida 34639

813/996-3600 ext. 2353
STUDENT COMPLAINTS AND GRIEVANCES

(School Board Policy JFH)
. The School Board encourages the prompt and fair handling of problems before they become real grievances.  The grievance procedure shall be followed objectively so that no individual should fear retribution for seeking full satisfaction of the problem.
. Definition:  A grievance is a claim by a student(s) or parent(s) of an alleged infraction or misinterpretation of a provision of a policy or agreement that was adopted by the School Board.
. Purpose:  To encourage prompt and equitable solutions to problems that might become grievances and to ensure that no person need fear coercion, interference, restraint, discrimination, or reprisal for utilizing the procedure, the following steps should be taken:
. Steps:  Step 1--A student should first take the complaint to the person(s) involved and try to solve the problem informally.  If this does not work, then he/she may go on to the next step.  In cases that involve alleged harassment, including sexual harassment, the student may begin the process at the second or third step.
. Step 2--The student (or parents) must give the principal a written and signed grievance.  A copy of the grievance is to be given to any other person involved.  This should describe the problem and give all the facts.  The student should tell what would be the best solution to the problem.  The principal should make a decision within three (3) school days.

. Step 3--If a student does not agree with the principal's decision, parents may send another grievance, just as in Step 2, to the superintendent.  A copy of the grievance is to be given to the principal.  This must be done within three (3) school days after receiving the principal's decision.  The superintendent will make a decision within five (5) school days after receiving the grievance.

. Step 4--If the parents of the student do not agree with the superintendent's decision, they may send the grievance to the School Board within three (3) school days after they get the superintendent's decision.  A copy of the grievance is to be given to the superintendent.  The School Board will take action at its next regularly scheduled meeting.  The School Board will communicate its decision to the grieving party within 21 days.  In cases of alleged discrimination, nothing in this policy shall prohibit a student or parent from pursuing a grievance through the complaint and/or grievance procedures as may be established by federal and/or state statutes or regulations.
. No student, parent, or employee shall be subject to adverse action in retaliation for having filed a grievance or for having testified, assisted, or participated in any manner in an investigation, proceeding, or hearing conducted under the authority of this policy.

For additional information related to the above policies, contact the Equity Coordinator for Pasco County Schools:

Director of Human Resources

7227 Land O' Lakes Boulevard

Land O' Lakes, Florida 34639

CODE OF ETHICS OF THE EDUCATION PROFESSION IN FLORIDA

(As Adopted by the State Board of Education June 15, 1982)  RULE 6B-1.01

1. The educator values the worth and dignity of every person, the pursuit of truth, devotion to excellence, acquisition of knowledge, and the nurture of democratic citizenship.  Essential to the achievement of these standards are the freedom to learn and to teach and the guarantee of equal opportunity for all.

2. The educator's primary professional concern will always be for the student and for the development of the student's potential.  The educator will therefore strive for professional growth and will seek to exercise the best professional judgment and integrity.

3. Aware of the importance of maintaining the respect and confidence of one's colleagues, of students, of parents, and of other members of the community, the educator strives to achieve and sustain the highest degree of ethical conduct.

PRINCIPLES OF PROFESSIONAL CONDUCT FOR THE EDUCATION PROFESSION IN FLORIDA Rule 6B-1.06

1. The following disciplinary rule shall constitute Principles of Professional Conduct for the Education Profession in Florida and shall apply to any individual holding a valid Florida teacher's certificate.

2. Violation of any of these principles shall subject the individual to revocation or suspension of the individual teacher's certificate, or the other penalties as provided by law.

3. Obligation to the Student requires that the individual:

a. Shall make reasonable effort to protect the student from conditions harmful to learning or to health and safety.

b. Shall not unreasonably restrain a student from independent action in pursuit of learning.

c. Shall not unreasonably deny a student access to diverse points of view.

d. Shall not intentionally suppress or distort subject matter relevant to a student's academic program.

e. Shall not intentionally expose a student to unnecessary embarrassment or disparagement.

f. Shall not intentionally violate or deny a student's legal rights.

g. Shall not on the basis of race, color, religion, sex, age, national or ethnic origin, political beliefs, marital state, handicapping condition if other wise qualified, or social and family background exclude a student from participation in a program; deny a student benefits; or grant a student advantages.

h. Shall not exploit a professional relationship with a student for personal gain or advantages.

i. Shall keep in confidence personally identifiable information obtained in the course of professional service, unless disclosure serves professional purposes or is required by law.

4.  
Obligation to the Public requires that the individual:

a. 
Shall take reasonable precautions to distinguish between personal views and those of any educational institution or organization with which the individual is affiliated.

b. Shall not intentionally distort or misrepresent facts concerning an educational matter in direct or indirect public expression.

c. 
Shall not use institutional privileges for personal gain or advantage.

d. Shall accept no gratuity, gift, or favor that might influence professional judgment.

5.
Obligations to the Profession of Education requires that the individual:

a. 
Shall maintain honesty in all professional dealings.

b. Shall not on the basis of race, color, religion, sex, age, national or ethnic origin, political beliefs, marital status, handicapping condition if otherwise qualified or social and family background deny to a colleague professional benefits or advantages or participation in any professional organizations.

c. 
Shall not interfere with a colleague's exercise of political or civil rights and responsibilities.

d. Shall not intentionally make false or malicious statements about a colleague.

e. 
Shall not use coercive means or promise special treatment to influence professional judgments of colleagues.

f. 
Shall not misinterpret one's own professional qualifications.

g. Shall not submit fraudulent information on any   document in connection with professional activities.

h. Shall not make any fraudulent statement or fail to disclose a material fact in one's own or another’s application for a professional position.

i. 
Shall not knowingly withhold information regarding a position from an applicant or misrepresent an assignment or conditions of employment.

j. 
Shall provide upon the request of the certificated individual a written statement of specific reason for recommendations that lead to the denial of increments, significant changes in employment, or termination of employment.

k. Shall not assist entry into or continuance in the profession of any person known to be unqualified in accordance with these Principles of Professional Conduct for the Education Profession in Florida an other applicable Florida Statutes and State Board of Education Rules.

l. 
Shall report to appropriate authorities any known violation of Florida School Code or State Board of Education Rules as defined in Section 231.28(1), Florida Statutes.

m. Shall seek no reprisal against any individual who has reported a violation of Florida School Code or State Board of Education Rules as defined in Section 231.28(1), Florida Statutes.

n. Shall comply with the conditions of an order of the Education Practices Commission imposing probation, imposing a fine, or restricting the authorized scope of practice.

o. Shall, as the supervising administrator, cooperate with the Education Practices Commission in monitoring the probation of a subordinate.
EQUAL EMPLOYMENT OPPORTUNITY 

Policy of Nondiscrimination in Employment:  The District School Board of Pasco County hereby stipulates and affirms its policy of offering equal employment opportunities for all persons regardless of race, religion, color, sex, national or ethnic origin, age, marital status, disability or handicap, and acknowledges veterans' preference in employment.
· It is the legal obligation and the policy of the Board to employ only those persons who are best qualified, with or without reasonable accommodations, and offer greatest promise for future development.

· Any employee or applicant for employment who believes that he/she has been discriminated against due to race, religion, color, sex, national or ethnic origin, age, marital status, disability or handicap, may file a grievance according to the procedures established in School Board policy GBM.

· Grievance Procedure – Staff/Applicant Complaints and Grievances – Policy GBM  

· The School Board encourages the prompt and fair handling of problems before they become real grievances.  The grievance procedure shall be followed objectively so that no individual should fear retribution for seeking full satisfaction of the problem.

· Definition: A grievance is a claim by an employee(s) or applicant(s) for employment of an alleged infraction or misinterpretation of a provision of a policy, procedure, or agreement that was adopted by the School Board.

Purpose: To encourage prompt and equitable solutions and to ensure that no person need fear coercion, interference, restraint, discrimination, or reprisal for utilizing the procedure.

1. A person who feels aggrieved shall orally and informally confer with the administrator or other individual involved.  In cases that involve alleged sexual harassment, the person may begin the process at the third step.
2. If a solution is not reached at step 1, the person may file a grievance in writing to the immediate supervisor involved. A formal grievance shall be filed as soon as possible, but in no event longer than 20 working days after the grievant knew or could reasonably have been expected to know of the occurrence or action giving rise to the grievance. The written statement shall include a description of the alleged violation, the date of the alleged violation, a suggested resolution, and the signature of the grievant. Within five working days after the receipt of the formal grievance, the administrator shall hold a formal hearing on the grievance. The person who filed the grievance shall be given at least one day's written notice of the hearing.  Within five working days after the hearing, the administrator shall communicate his/her decision in writing, together with supporting reasons, to the person who filed the grievance.

3. If the grievance is unresolved at step 2, the grievant may request in writing within five working days a review by the Superintendent or his/her designee.  In cases that involve alleged sexual harassment, the review will be handled by the Assistant Superintendent for Human Resources Development or his/her designee. The written request shall include a copy of the original grievance and the decision arrived at step two.  Within ten working days after the receipt of the written request for appeal, the Superintendent or his/her designee shall hold a hearing on the grievance.  The person who filed the grievance and the administrator involved in step 2 shall be given at least two day's written notice of the hearing.  Within five working days after the hearing, the Superintendent or designee shall communicate his/her decision in writing, together with supporting reasons, to all parties present at the hearing including the grievance.

4. If the grievance is unresolved at step 3, the grievant may request in writing within five working days a review by the School Board.  The appeal shall be in writing and shall include a copy of the original grievance and the decisions at steps 2 and 3.  Within fifteen working days after the receipt of the appeal, the Board shall hold a hearing. All parties, including the person who filed the grievance, shall be given written notice at least two days prior to the hearing.  Within fifteen working days after the hearing on the appeal, the Board shall communicate its decision in writing together with its supporting reasons to the grievant.  In cases of alleged discrimination in employment, nothing in this policy shall prohibit an employee or applicant for employment from pursuing a grievance through the complaint and/or grievance procedures as may be established by the Instructional or School Related Personnel Master Contracts or federal and/or state statutes or regulations.

No person shall be subject to adverse action in retaliation for having filed a grievance or for having testified, assisted, or participated in any manner in an investigation, proceeding, or hearing conducted under the authority of this policy.

DRUG FREE WORKPLACE

Drug Free Workplace:  It is the policy of the District School Board of Pasco County that the manufacture, distribution, dispensation, possession, or use of a controlled substance is prohibited on any school board property or at any school sanctioned activity.  Any school board employee who is in violation of the above will be subject to termination.

Notice to Employees- Drug Free Workplace Policy (Drug Free Workplace Act of 1988)
The District School Board of Pasco County recognizes the chemical dependency is an illness that is preceded by the misuse and/or abuse of alcohol and other drugs.  It is recognized that the problems associated with substance abuse are becoming increasingly commonplace in our society.  It is also generally accepted that alcoholism and other chemical dependencies are a form of illness that can be treated successfully if identified as early as possible, and if appropriate treatment programs are promptly instituted.  Treatment centers offering such treatment programs are readily available in our community. 

The Director of Instructional Employee Relations can provide further information relative to available treatment and treatment centers.

It is the intent of the District School Board of Pasco County to provide drug free environment for students and a drug free workplace for its employees.  It is imperative that one realizes that students often model the behavior and develop the values expressed not only by their teacher but also by others who are associated with them in the school system.  The school district is committed to providing an educational environment in which students are not subjected to such harmful activities.

In addition, as a School Board employee, your actions are a reflection upon other employees in the system and affect the credibility of the total system within the community.

Please be advised that District Policy GBCD states that the possession or use of certain drugs is a serious violation of law and is punishable by fine and or imprisonment.  School authorities have the same responsibility as every citizen to report violations of law.

Employees possessing or using on school premises alcohol or other drugs prohibited by law shall be reported promptly to the appropriate law enforcement officials.  The manufacture, distribution, dispensation, possession or use of controlled substances including alcohol is prohibited on any School Board property or at any school sanctioned activity.  All School Board employees are provided information pertaining to this policy at the time of employment.

Any school board employee who is in violation of the above shall be subject to discipline up to and including dismissal or at the discretion of the Superintendent may be required to satisfactorily participate in a drug abuse or rehabilitation program as a condition of continued employment.

The employee must notify his employer (supervisor) no later than five days after any conviction for a violation of any federal or state criminal drug statute occurring in the workplace.  Conviction is defined as a finding of guilt (including a plea of nolo contendere) or imposition of sentence or both by judicial body charged with the responsibility to determine.

All employees will abide by the terms of this law. - Implemented: 7/28/92; Revised:  7/5/94

It is the duty of each employee of the Board to carry out this policy of equal employment opportunity.  The responsibility for developing, proposing, and administering a program to achieve these ends, including measuring and evaluating the program, rests with the superintendent.

All management personnel in the district must share in this responsibility, and performance will be evaluated as on other district goals.

Successful performance in the equal employment opportunity program will provide positive benefits to the district through fuller utilization and development of all human resources. 

ASBESTOS NOTICE TO BUILDING OCCUPANTS AND PARENTS:

Notification of Inspection for Asbestos Containing Materials in Public Schools. The Environmental Protection Agency (EPA) has issued a final rule, 40 CFR Part 763, Asbestos Containing Material in schools, commonly referred to as AHERA.  This rule requires all Local Education Agencies (Lea’s) to identify asbestos containing materials (ACM) in their school buildings and to take appropriate actions to control release of asbestos fibers.
All inspections for River Ridge Middle High School have been complete and a Management Plan describing the results of the inspection and the action plan to control any asbestos found during the inspection, where applicable, has been submitted to the Governor for approval.  A copy of this plan is located in the administrative office of this school and at the District School Board of Pasco County Safety Department and is available for review upon request.

All asbestos assessed as being friable (easily crushed to powder by finger pressure) and all accessible thermal system insulation (pipe insulation) that has been identified to contain asbestos has been removed from this and all schools within the Pasco County School District. 

ATTENTION FLORIDA PUBLIC SCHOOL TEACHERS AND ADMINISTRATORS:  Historic Materials
The 1987 Florida Legislature passes Committee Substitute for Senate Bill 458 that was signed into law by the Governor and is effective July 1, 1997.  A portion of this legislation included a new law regarding the reading and posting of historical material, a copy of which is provided below for your information. This information appears as Section 233.065(2), Florida Statutes.

Each district school board may allow any teacher or administrator to read, or to post in a public school building or classroom or at any school related event, any excerpt or portion of the following historic material: the national motto; the national anthem; the pledge of allegiance; the Constitution of the State of Florida, including the Preamble; the Bill of Rights; the Declaration of Independence; the Mayflower Compact: the Emancipation Proclamation; the writings, speeches, documents, and proclamations of the presidents of the United States, the signers of the Constitution of the United States and the Declaration of Independence, and civil rights leaders; and decisions of the United States Supreme Court.

However, any material that is read, posted or taught in pursuant to this provision may be presented only from a historical perspective and in a nonproselytizing manner. When less than an entire document is used, the excerpt or portion must include as much material as is reasonably necessary to reflect the sentiment of the entire document and avoid expressing statements out of context in which they were originally made.  If the material refers to laws or judicial decisions that have been superseded, the material must be accompanied by a statement indication that such law or decision is no longer the law of the land.  No material shall be selected to advance a particular religious, political or sectarian purpose.  The Department of Education shall distribute a copy of the sub section to each school district, whereupon each school superintendent shall distribute a copy to all teachers and administrators.

SELF-REPORTING ARRESTS

State Board of Education Rule 6B-1.006(5) - Approval Date:  April 14, 1998

Self-Reporting of Arrests and Convictions by educators:  Obligation to the profession of education requires that the individual shall self-report within 48 hours to appropriate authorities (as determined by district) any arrests/charges involving the abuse of a child or the sale and or possession of a controlled substance.  Such notice shall not be considered an admission of guilt nor shall such notice be admissible for any purpose in any proceeding, civil or criminal, administrative or judicial, investigatory or adjudicatory.  In addition, shall self-reporting any conviction, finding of guilt, withholding of adjudication, commitment to a pretrial diversion program, or entering of a plea of guilty or Nolo Contendere for any criminal offense other than a minor traffic violation within 48 hours after the final judgment.  When handling sealed or expunged records disclosed under this rule, school districts shall comply with the confidentiality provisions of Section 943.0585(4)(c) and 943.059 (4) (c), Florida Statutes.

Instructional Employees shall report to: Director / Supervisor of Employee Relations

(727) 794-2321 or 794-2322

CHILD ABUSE AND NEGLECT
Answers to the most Commonly Asked Questions About the Florida Law  (The responses below are used on the Chapter 39, Florida Statutes, 1999.)

1. 
What do Florida laws require?  s.39.201 (1): “Any person, including but not limited to, any: (d) School teacher or other school 
office or personnel... who knows, or has reasonable cause to suspect, that a child is an abused, abandoned, or neglected child 
shall report knowledge to the department...” (Department of Children and Families).

(a).”Each report of known or suspected child abuse or neglect pursuant to this section...shall be made immediately to the department’s central abuse hotline on a single statewide toll-free telephone number, and, if the report is an instance of known or suspected child abuse by a non-caretaker, the call shall be immediately electronically transferred to the appropriate county sheriff’s office by the central abuse hotline.

2.  Who investigates alleged incidents of “child abuse”?  Pasco County serves as one of the pilot sites in Florida in which the 
Sheriff’s Office investigates abuse. As of April 2000, civilian child protective investigators have been employed by the Pasco 
County Sheriff’s Office to carry out responsibilities previously held by the Florida Department of Children and Families (DCF). 
However, the rest of the state continues to have child abuse complaints investigated by DCF. Consequently, all child abuse 
complaints continue to be reported to the central abuse hotline operated by DCF.  Once the complaint is received by the hotline, 
the information is then communicated to the child protective investigators employed by the Pasco County Sheriff’s Office. Their 
phone number is (727) 841-4143 and should be used as a resource.  The Pasco County Sheriff’s Office will advise whether you 
should call the hot line.

3. How do I report a suspected case?  s.39.201 (1): “Each report of known or suspected child abuse...shall be made immediately to 
the department’s central abuse hotline...” (1-800-96-ABUSE)


Be as specific as possible. Say, “I suspect this child may be (physically abused, sexually abused, neglected, etc.) because...” 
Include a clear description of the situation and any injuries. Report any unusual behaviors. Tell the hotline counselor if anyone 
has talked to the youngster about the abuse.  Include the child’s name, age, date of birth, name of parents, alleged abuser, 
directions to home, and information on siblings that may be pertinent.

4. What are my reporting options?  You have three options in reporting maltreatment to the Abuse Hotline:

1. Telephone: 1-800-96-ABUSE
2. Voice Mail: 1-800-770-0953
You will have five minutes to leave your detailed information. Voicemail messages are retrieved every 15 minutes by the staff at the registry. Leave your name and phone number so they can call back if necessary.

3. Fax: 1-800-914-0004
You may fax your own report and request confirmation that your fax was received.  These messages are also retrieved every 15 minutes.

5. Can I be sued for making a report?  No. s.39.203 (1) (a): “Any person, official or institution participating in good faith in any act 
authorized or required by law (this law), or reporting in good faith any instance of child abuse to any law enforcement agency, 
shall be immune from any civil or criminal liability which might otherwise result by reason of such action.”

6. Do I have to identify myself?  Yes. s.39.201 (2) (a): “Reports in occupation categories designated in subsection (1) are required to 
provide their names to the hotline staff. The names of the reporters shall be entered into the record of the report, but shall be held 
confidential as provided in s.39.202

7. How does the law define “abuse”?  s.39.01 (2): “Abuse” means any willful act or threatened act that results in any physical, 
mental or sexually injury or harm that causes or is likely to cause the child’s physical, mental, or emotional health to be 
significantly impaired. Abuse of a child includes acts or omissions. Corporal discipline of a child by a parent or legal custodian 
for disciplinary purposes does not in itself constitute abuse when it does not result in harm to the child.


REFERENCE: (1998) Child Abuse: Source Book for Florida School Personnel

From Employee Relations:

The Employee Relations Department deals with a wide variety of problems each year.  The following list represents the most common areas where employees go wrong and end up finding themselves in very serious situations.  Taking a few minutes to review this list with your faculty and staff may help to prevent any one of these problems before they even occur.

Notes or Jokes - Personal notes should never be written to students unless they deal solely with educational matters.  Communication with other district employees should remain professional at all times.  And, while everyone enjoys a good laugh, tasteless jokes or sarcastic remarks can often cause more harm than good.

One-on-One Situations - Employees should avoid placing themselves in situations where they could be alone with a student.  This is especially true outside of the educational setting.  If at all possible, employees should not be in an office, car, or room with a student when they are the only adult.

Touching Students - Anytime an employee touches a student they are putting themselves and the district at risk.  Remember to use good judgment and common sense.

Computer Use - District computers are for school-related work only, and almost any activity on district computers can be recovered even if it has been deleted from the hard drive.  Any activity on a school computer can and may be held to public scrutiny.  The portability of district laptops, in particular, provides a convenient opportunity for misuse.

Handling Money - Employees should avoid handling district funds unless they completely understand and follow the procedures established by the district and the employees' worksite.  Theft or misuse of public funds is also one of the few things that cannot only lead to termination of employment but also to the forfeiture of the employee's FRS retirement benefits.

GUIDELINES FOR ANIMAL USE IN THE CLASSROOM

The district has a very specific policy regarding animals on school campuses.  If you intend to bring an animal on campus, it must be cleared through administration, and you need to request and follow the district policy.  

[image: image2.png]



I have read and understood the RRMS Faculty Handbook, and I agree to follow its guidelines. If there are any issues I have with the practices, policies, or procedures, I will consult with my supervising administrator.
My signature also indicates that I am familiar with the board policies from NEOLA (see http://www.neola.com/pasco-fl/), and the following procedural guidelines:

· Respect and Civility Policy Statement
· Freedom from Harassment
· Student Complaints and Grievances
· Code of Ethics of the Education Profession in Florida
· Equal Employment Opportunity
· Drug and Alcohol Free Workplace
· Asbestos Notice to Building Occupants and Parents 
· Historic Materials
· Self-Reporting Arrests
· Child Abuse and Neglect

· Guidelines for Animal Use in the Classroom
· Electronic Use Guidelines for Staff
· Classroom Safety

· Office Safety

· Office of Civil Rights Compliance

____________________________________________________

_______________________
Signature












Date

“Partners in Education”

Jason O. Joens, Principal


Margie Fackelman, Assistant Principal


Karen Kledzik, Assistant Principal
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