E M P L O Y E E   H A N D B O O K

Bolivar Middle School

2005-2006

Academic Deficiency Notification
“Notification of Academic Deficiency” letters must be completed for each student whose grade drops below 60% at anytime during a quarter.  Each section of the letter should be completed.  Please provide the original copy to the student for delivery to his or her parents.  Teachers are expected to contact parents, either by telephone or in person, anytime there is a significant negative change in a student’s overall grade.  Teachers are expected to meet personally with students who experience academic difficulty to develop an academic improvement plan.  When notifying parents of academic deficiencies, please do not calculate “incomplete” work due to excused absences.  However, all incomplete work not submitted according to established procedures will result in zero points being earned for that work.  If you have any questions about Academic Deficiency Notification letters, please contact Kevin Lowery or Nancy Smith.

Academic Progress Reports
Academic Progress Reports will be mailed to parents during the fifth week of each quarter for students who are failing a class or whose letter grade has dropped two letters since the last grading period.  Additionally, Academic Progress Reports should be mailed when students are working significantly below their ability level.  The counselors will compile all progress reports and will mail them to parents.  Please forward all Academic Progress Reports to the counselor by the designated dates and times.  Teachers are expected to contact parents whenever academic or social concerns first arise.  If you have any questions about Academic Progress Reports, please contact Nancy Smith.

Academic Recovery Center and In-School Suspension
The Academic Recovery Center (ARC), located next door to the Guidance and Counseling Center, is operated by certified teachers throughout the school day.  The Center is used to provide individual tutoring, academic support and mentoring, and as a special place where students can get “caught-up” on class work.  Students should take all make-up tests in the ARC since we do not allow students to sit in the hallways during class time.  Please send all students to the Academic Recovery Center with an ARC referral, sufficient work, and clear directions for the ARC teacher.  Teachers are not allowed to send students to the ARC or ISS for disciplinary purposes (i.e. “time out”) without prior administrative approval.  Students referred to the ARC will be sent back to class if they are disruptive or non-compliant with the ARC teacher.  Students should not be sent to the ARC during their S2P time.  Teachers are required to have ISS work ready at the beginning of each day for their students placed in the ISS Center.  If you have any questions about ARC/ISS, please contact Chuck Garner.
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Accidents and Injuries on the Job

Employees injured on school property must contact the school nurse immediately.  The school nurse will complete a detailed accident report and forward a copy to the central office for processing.  The nurse will complete a “treatment authorization form” and send it with the injured employee to a designated health care provider.  The central office (Sandy Schrader) will coordinate and file all worker’s compensation claims.  For more information, please refer to “Steps in Handling a Worker’s Compensation Claim” or contact Sandy Schrader at 326-5291 (ext. 129) or Susy Crites at 326-5291 (ext. 111).

After School Detention

Each teacher will be responsible for supervising after school detention (ASD) in his or her classroom for one week at a time (see supervision schedule).  ASD will be available each day from 2:50 – 3:30 except for faculty meeting dates.  Attendance must be taken and reported to the office.  Students will be dismissed from ASD on the 3:30 bell.  Students must have sufficient work, be engaged/on-task, and remain quiet during the entire detention period.  Students will not be allowed to leave detention, for any reason, until 3:30.  If you have any problems during ASD, please contact the main office by pressing the call button located in your classroom.  If for any reason you are not able to supervise your detention, you must find a replacement before 2:00 p.m. and notify the office.  If you have any questions about ASD, please contact Chuck Garner or Alicia Donnell.

Announcements

The Pledge of Allegiance will be recited over the PA system each morning after Mr. Lowery welcomes everyone to school.  Special announcements will be read as necessary in the morning and/or afternoon.  Morning announcements will begin promptly at 7:45 and should conclude no later than 7:54.  Afternoon announcement will begin no earlier than 2:40.  If you need to have something announced in the morning, please have it to Kevin Lowery or Lisa Kraus before 7:35.  Daily bulletin information will be televised after Channel One each day.  If you have any questions about announcements, please contact Kevin Lowery or Lisa Kraus.

Appearance and Dress

Since teachers are constantly working with students and have a great influence on their conduct and actions, it benefits all staff members to dress in an exemplary fashion.  In the final analysis, staff members are expected to dress professionally every day.  Staff members are not allowed to wear “jeans” except on designated days and, only then, with a Bolivar “spirit-type” shirt (Friday’s and special occasions approved by the administration).  Jeans, jogging suits, sweats, and shorts should not be worn to school.  Tee-shirts and other casual attire should not be worn to school except on designated “spirit” days.  Tennis-type shoes should not be worn unless they are required for a special activity.  All employees are required by district policy to wear their name badge on a daily basis and when supervising a school-sponsored activity.  The replacement cost for lost or damaged name badges will be $7.00.  If you have any questions, contact Mr. Lowery.
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Assemblies
An active program of assemblies serves to promote school spirit, provide valuable public appearances for many students, and enhance the educational process.  All teachers are required to attend assembly programs and sit with their students to monitor behavior.  Students will attend most grade level assemblies with their IDEA class.  Classes will be called by grade level to the field house and should be seated from top to bottom as directed by the administration.  Sixth graders will be seated on the south end of the bleachers, seventh graders in the middle, and eighth graders on the north end of the bleachers.  If you have any questions about assemblies, please contact Kevin Lowery.

Assessment Plan

Please refer to the “Assessment” supplement contained in this handbook.

Attendance (Staff)

All employees are expected to be at work on a daily basis.  The teacher workday begins promptly at 7:30 a.m. and concludes at 3:00 p.m.  Teachers must be available in their classrooms at 7:30 a.m. each day.  If an employee must leave the campus during regular operating hours, he or she is required to sign-out in the main office and notify the secretarial staff.  Personal days should only be used when absolutely necessary.  If you need a substitute due to personal illness, please contact Shirley Trammel, substitute coordinator, at 326-5520 before 6:00 a.m. each day.  Teachers are NOT allowed to get their own substitutes!  School business days will be approved by the principal as needed.  Forms must be completed and returned to the principal when requesting personal, professional, or school business days.  If you have any questions about teacher attendance, please contact Kevin Lowery or Lisa Kraus.

Attendance (Student) and Daily Reporting
Accurate record keeping is extremely important!  It is the teacher’s responsibility to report all absences to the main office as directed.  The following procedures will be used:

· Attendance must be taken every hour at the beginning of class (usually within the first ten minutes of class) and must be recorded in BOTH the SIS system and the teacher’s Class Record Book (tardies should be documented separately).

· Hourly absences must be entered into the SIS attendance file.  If you are unable to “log on” to SIS, please contact the main office immediately.

· A list of absentees is compiled from first and second period absences.  Teachers will receive an official listing of daily absences from the attendance secretary by fifth period each day. Please check the official list for discrepancies, excused/unexcused notations, check-in/check-out students from the day before, 
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· transfer students, and ISS/OSS notations.  Please report all discrepancies to the attendance secretary as soon as possible.
· If you have any attendance questions, please contact Alicia Donnell, attendance secretary.

Benchmark Assessments

Benchmark assessments will be administered near the end of each quarter.  All benchmark assessments and scoring guides will be collegially developed by grade-level, subject-area teachers.  These assessments are intended to check progress on essential knowledge, skills, and competencies throughout the school year.  Teachers must report benchmark assessment data to the administration in a timely fashion.  Quarterly reports should reflect individual teacher data and grade-level data.  If you have any questions, please contact Kevin Lowery.

Board of Education Policies

It is the responsibility of each employee to be familiar with all district policies, procedures, regulations, practices, expectations, and job descriptions.  Lack of knowledge regarding Board of Education policies and regulations will not be an acceptable excuse for failure to follow them.  Board of Education Policy Manuals are located in the principal’s office, library, and central administration building.  If you have any questions about Board of Education policies or regulations, please contact the superintendent’s office.

Calendar Book

The school’s official Master Calendar Book is located in Lisa Kraus’ office.  Please schedule ALL school-sponsored activities, club meetings, special events, field trips, and parent meetings with the principal’s secretary at least two weeks before the activity and after you have checked the district’s online calendar. The building principal must approve all school-sponsored activities and field trips before they are placed in the Master Calendar Book.  The principal will provide a monthly calendar of building activities on or around the first school day of each month.  Please check your email, the daily bulletin, and your mail box for schedule changes.  If you have any questions about the Master Calendar, please contact Kevin Lowery or Lisa Kraus.

Care of the Rooms
Teachers are responsible for the daily care, upkeep, and general condition of their classrooms.  The teacher is responsible for establishing and maintaining a warm, inviting, and attractive climate conducive to learning and the psycho/social development of middle school children.  Please ensure that your room is always neat, clean, safe, and orderly.  Strive to minimize unnecessary work for our evening custodial staff.  Classroom doors must be locked at all times during the school day--no exceptions to this district policy!  Door windows cannot be entirely covered at anytime.  Please turn off lights and lock the door when leaving a classroom.  The room thermostat has been pre-adjusted in an effort to maintain a consistent temperature throughout the building.  Any unauthorized 
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adjustment to the thermostat could cause condensation problems and could eventually ruin ceiling tiles.  Do not allow students to sit on desks or furniture.  Please adhere to the following expectations:

· The room is aesthetically arranged, inviting, and brightly decorated.

· Quality student work is displayed throughout the classroom.

· Bulletin boards should be decorated and updated on a regular basis.

· All litter is picked up from the floor each period.

· Chairs are organized appropriately.

· The teacher’s desk area is neatly organized and not cluttered.

· Bookshelves are organized and not cluttered.

· Windows are closed (and window blinds are in order).

· Any spilled soda or other beverage must be cleaned immediately.

· Teachers should guard against students marring walls and furniture with their feet, pencils, pens, etc.

· Audiovisual equipment and materials are returned to the library unless other arrangements have been made.

· Maintenance and custodial requests should be forwarded to the principal.

· As a safety measure, ALL CLASSROOM DOORS AND WINDOWS ARE TO BE LOCKED AND CLOSED DURING THE SCHOOL DAY.

· Teachers are not to use adhesives on the walls which remove paint or leave a noticeable blemish (this includes hallways and doors).  Please do not use masking tape or other tape that pulls paint from the walls.  Hot glue residue must be removed when items are removed.  Construction-type paper should not be waxed and placed on walls or doors.  Please laminate such items before you wax them.

Career Ladder

The primary purpose of the Career Ladder program is to promote and reward excellence in teaching.  Career Ladder allows for increased professional responsibilities and compensation.  Please refer to the Career Ladder Handbook for specific questions or see your building Career Ladder representative.  If you have any questions, please contact Paula Davis.

Cellular Phones and Other Electronic Devices

Teachers are not permitted to receive or transmit cellular telephone calls during class time.  Electronic devices, such as beepers and pagers, should not disrupt the teaching and learning process.  If you have any questions, please contact Kevin Lowery.

Certification (Teacher)

All teachers are personally responsible for maintaining a current/valid license to teach and for renewing their professional teaching certificates before they expire.  The school district is not required to pay teachers with expired or invalid teaching certificates.  If you have any questions about your teaching certificate or the renewal process, please contact Susy Crites at 326-5291 (ext. 111) or DESE at 573-751-0051.
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Chaperoning

Teachers will be required to chaperone and supervise various school-sponsored activities throughout the school year.  Chaperones are to actively supervise the event and immediately confront inappropriate behaviors.  Serious disciplinary infractions should be reported to the administration or sponsor.  If you have any questions, please contact Chuck Garner.

Child Abuse

Employees are reminded that Missouri law requires that all school employees report any suspected child abuse.  This includes, but is not limited to, physical, emotional, sexual, and neglect.  If you have any questions, please contact Kevin Lowery or Nancy Smith.

Christian Education Release Program

All middle school students are eligible to participate in the Released Time Christian Education Pull-Out Program offered by Intervention Ministries.  This is NOT a school-sponsored activity or an activity that is endorsed by Bolivar Middle School or the Bolivar School District.  Only officially enrolled students will be released each Friday during their IDEA class in order to participate in this program.  Students are accountable for all work assigned during their absence from school.  Students arriving late to class due to their participation in this program will be considered tardy.  If you have any questions regarding this program please contact Kevin Lowery.

Class Record Book (Grade Book)

Each teacher will be provided a Class Record Book for keeping records of all student grades, textbook numbers, attendance, and tardies.   Please keep accurate and clearly discernable records throughout the school year.  Your name must be written in permanent ink on the front of the Class Record Book.  The book will be collected and retained by the principal at the close of each school year.  Daily assignments, tests, quizzes, projects, etc. must be written neatly in the record book with corresponding point values.  Quarterly percentages and letter grades along with semester percentages and letter grades must be clearly and accurately recorded in the record book.  Grade books and lesson plan books are legal documents and should be maintained accordingly.  If you have any questions about your Class Record Book, please contact Kevin Lowery.
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Committees (Teacher)

School committees have been formed to foster an atmosphere of shared decision-making and continuous school improvement.  All committee meetings are open to the public and all teachers with interest are invited to attend.  Minutes from each committee meeting will be provided to all staff members.  If you have any questions, please contact Kevin Lowery.  The following committees will meet on a monthly basis throughout the year (refer to schedule):

· School Leadership Team (Lisa Doyle, Chair)

· Curriculum Leaders/PDC/Technology (Denise Shoemaker, Chair)

· Interdisciplinary Team Leaders (Paula Davis, Chair)

· Middle School Advisory Council (Debbie Ross, Chair)

· Service Team (Kevin Lowery, Chair)

· Student Leadership Team

· Career Ladder

· Staff Social Committee

Collaborative Learning Logs

Teachers are required to submit Collaborative Learning Logs to the principal after each collaborative planning session (usually on Friday’s during S2P and on “late start” Wednesdays).  If you have any questions, please contact Kevin Lowery.

“Comp” Time

The district does not allow for the use of “comp” time.

Copy Machines

There is a copy machine available for staff use in the faculty workroom.  Employees are limited to a maximum of 200 copies per month on building copy machines.  Each employee will be assigned a tracking number that must be entered before using copy machines.  Teachers should learn to properly use the copy machine before manipulating the controls.  Do not hesitate to seek assistance from the office in case of difficulty.  Students are NOT allowed to use copy machines.  Please do not send students to the office or to the workroom to make copies; they will be directed back to class.  Teachers should utilize the services of the Print Shop (located in the administration building) as much as possible.  The print shop will only print “copy-ready” items.  Please do not ask the print shop personnel to customize or create your printing needs.  Color copies will require administrative approval.  If you have any questions about copy machines or printing needs, please contact the building secretaries or Donna Reynolds, print shop manager.

Cooperative Learning

All classroom teachers must be trained in the use of Kagan Cooperative Learning strategies and structures.  If you have any questions, please contact Kevin Lowery.
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Cumulative Records

A cumulative file is maintained for each student.  These files are kept in the Counseling Center Records Room.  Teachers needing to view a file must sign the access sheet located in the counselor’s office.  Student files must not be taken from the Counseling Center without administrative approval.  If you have any questions about cumulative records, please contact Kevin Lowery or Nancy Smith.

Curriculum Guides

All teachers are required to use Board-approved curriculum guides when planning units of study and daily lesson plans.  These plans must reflect the district’s curricular goals and objectives.  Teachers will be held accountable through the PBTE process for following and implementing the prescribed curriculum for each of their subject areas.  Additionally, it is the teacher’s responsibility to have an updated curriculum guide for each of their subject areas.  Lesson plan books will be monitored by the administration on a regular basis.  If you have any questions about curriculum guides, please contact Kevin Lowery or Leonard Zanatta.

Department (Curriculum) Meetings

Curriculum leaders will meet with their respective departments on a regular basis throughout the year.  Attendance at these meetings is required.  Each department will schedule their own meeting dates, usually on late start Wednesdays.  BMS curriculum leaders include:  Shane Dublin (math), Cindy Davison (social studies), Beth Nicholas (encore), Sherry Roberts (science), Denise Shoemaker (communication arts), and Judi Wall (special services).

Disaster Plan and Crisis Plan

Emergency evacuation routes and procedures must be prominently displayed near the door in every classroom, office, and public area.  Teachers must ensure that all students fully understand expectations, procedures, and routes for tornado, fire, earthquake, and intruder alert (“lock down”) drills.  If you have any questions about disaster planning, crisis planning, evacuation drills, or other emergency response expectations, please contact Chuck Garner or George Janzekovich.  (See “Emergency Procedures”)
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Disciplinary Referrals
One of the major responsibilities of any school is to provide a safe and orderly atmosphere that is conducive to learning and high student achievement.  This responsibility falls upon each staff member, both in the classroom and around the building.  Every teacher has the right and the responsibility to appropriately correct any student behavior that interferes with instruction, disrupts the school, or interferes with the rights of others.  The administration and staff are empowered by the Board of Education to establish rules, regulations, procedures, and consequences necessary to maintain a safe, orderly and productive environment for all students, staff, and visitors.  Teachers are encouraged to make frequent parent contacts and keep communication open at all times.  Effective classroom management is the responsibility of the teacher.  Classroom management strategies should be fair, developmentally appropriate, and consistently implemented.  Common sense, combined with a thorough understanding of adolescent development, should determine how disciplinary issues are handled in the classroom.  Disciplinary referrals to the office should be kept to a minimum and should be used when all other attempts to improve a student’s behavior have failed.  Some common problems that would warrant an office referral include:  fighting, continued insubordination, flagrant disrespect, and sexual harassment.  Most discipline problems can and should be addressed with the student’s team.  If it becomes necessary to refer a student to the office; a detailed student referral form must accompany the student.  Referral forms must not include editorial comments or non-essential information---only the facts, please! 

Disciplinary referrals are legal school documents and will be sent home for parent review.  All teachers are required to enforce the school-wide disciplinary code that is 

detailed in the Student Handbook.  Teachers are not permitted to use corporal punishment, assign students to ISS/OSS, or place students in ARC for “time-out.”  If you have any questions about the code of conduct or disciplinary referrals, please contact Kevin Lowery or Chuck Garner.
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Drug and Alcohol Free School

Student and employee safety is of paramount importance to the Board of Education and administration.  Employees or students under the influence of alcohol, illegal drugs, and controlled substances pose a serious risk to themselves and to others.  The use, possession, distribution, sale, manufacture, or being under the influence of such substances on school property or at any school-sponsored activity shall not be tolerated and will be strictly enforced at all times.  All such violations will be reported to the police for criminal prosecution and possible termination from the school district (refer to Board policy GBEBA).  If you have any questions about this, please contact Kevin Lowery.

Duty of Care

School personnel and school districts have a duty to use reasonable care to supervise and protect students against hazards on school property that create an unreasonable risk of harm.  Liability may also exist where no supervision is provided or where supervision is negligently performed (2002 Desk Book Encyclopedia of American School Law).  If you have any questions about supervision responsibilities, please contact Kevin Lowery.

Educational Field Trips

In order for students to be dismissed for field trips, the activity must be educational.  The teacher will assume the responsibility for the planning, organization, and follow up of the trip.  Students will be expected to follow the same rules as though they were in the school building/classroom.  Teachers should prepare students for the trip.  Students are to be under constant supervision during the trip.  Teachers should make a request for the trip at least two weeks in advance by filling out the proper form and meet with administration to discuss details of the trip.  Every student must have a parent-signed permission slip prior to the trip.  Students are not allowed to leave campus, for any reason, without parent authorization.  If you have any questions, please contact Kevin Lowery.
Electronic Communications and Use of District Technology

Building computers are owned by the school district.  Internet and electronic communication capabilities are made available by the school district exclusively for educational and professional purposes.  They are NOT intended for personal, private, or non-school related purposes.  Please be advised that Internet connections, web site visits, “down-loaded” information, and electronic mail (email) may be monitored, accessed, and retrieved by school district officials.  Employees should take care not to send, receive, store, or save any messages that he/she would not want district officials to view.  Staff 

members should not allow others to use their personal password to access SIS or the network.  Software may not be purchased or installed on district computers without John 

Wilson’s pre-approval.  Teachers will have limited (filtered) access to the Internet between 7:30 a.m. and 3:00 p.m.  Teachers will have unlimited access to the Internet between 3:00 p.m. and 7:30 a.m. each school day.  If you would like to have something added to the school’s web site, please contact Angela Gries (our web-master).  If you have any questions, please contact Kevin Lowery, Leonard Zanatta (district technology 
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official), John Wilson (district technology coordinator), or Angela Gries (building technology specialist and web master).  If you have specific SIS questions, please contact Lisa Kraus (grades) or Alicia Donnell (daily attendance).

Emergency Procedures
All staff must be prepared for emergency drills and evacuations:  fire, severe weather (tornados), earthquake, hazardous materials (biological/chemical) and intruder.  It is the teacher’s responsibility to ensure that students in each class period know exactly “what to do” and “where to go” for each emergency situation.  Teachers must also ensure that evacuation routes are clearly posted in their classroom by the door.  Regardless of the emergency, teachers must take their class record book (grade book) and classroom keys to all evacuation areas.  Upon arrival to the emergency destination area, teachers must take roll and report all missing students to the designated official in that area.  Teachers should ensure that all students are positioned correctly and are extremely quiet at all times.  Never allow a student to leave the emergency evacuation area!  Students and staff are not to re-enter the building or classroom until the all-clear is given.  During a tornado drill or emergency, students must assume the “duck and cover” position.  Make certain that students are not located near windows or glass.  Students in the field house should report to lower-level locker rooms.  Evacuation drills will be scheduled and evaluated on a regular basis during the year.  Unannounced drills can occur at anytime, please be prepared!  If you have any questions about what to do or where to go in an emergency situation, please contact Kevin Lowery, Chuck Garner, or George Janzekovich.

Extra Curricular Activities and Sponsorships
Teachers are strongly encouraged to sponsor an after school club or organization.  All club meetings, extra curricular activities, and practices are to be held before and/or after school.  Students will not be excused from classes for these purposes.  Weekend meetings and practices must be approved by the administration.  Teachers are expected to attend as many school-sponsored activities as possible during the school year.  If you have any questions, please contact Kevin Lowery.

Faculty Meetings and School-Wide Staff Development

All teachers, full-time and part-time, are required to attend all regularly scheduled faculty meetings.  Monthly school-wide staff development takes place in the library from 7:30 a.m. to 8:50 a.m. on the first Wednesday of each month.  If you can’t attend a regularly scheduled meeting, please notify Kevin Lowery in advance.  Other committee meetings and department meetings are scheduled on a regular basis.  Teachers should not schedule appointments or activities on designated meeting dates.  If you have any questions, please contact Kevin Lowery.
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Family and Maternity Leave

The federal Pregnancy Discrimination Act, 42 U.S.C., prohibits any employer from discriminating against an employee on the basis of pregnancy, and further requires that pregnancy be treated as the same as any other disabling illness for purposes of health benefits programs and all other employment-related purposes.  The Family and Medical Leave Act of 1993, 29 U.S.C., allows eligible employees to take up to 12 weeks of unpaid leave per year under specified circumstances relating to family health care and childbirth.  If you have any questions, please contact Susy Crites.

Freedom of Speech (Students)

Although students retain considerable speech rights under the First Amendment, these rights must be balanced by the strong school interest in maintaining an appropriate educational environment.  School administrators have a legitimate interest in restricting obscene or disruptive student speech.  As a result, they have considerable discretion in determining what constitutes such.  If you have any questions about this matter, please contact Kevin Lowery.

Fundraisers
The principal and superintendent must approve all school-related fundraisers.  Fundraisers may not exceed a two week period of time.  The administration will only allow one fundraiser to be in progress at any given time.  School groups cannot participate in more than one fundraising per year.  Door-to-door fundraising is strongly discouraged and will require the superintendent’s authorization.  If you have any questions, please contact Kevin Lowery.

Governing Documents

The following documents must be used when making school-wide decisions:  mission statement, vision statement, school goals, statement of philosophy, school beliefs, school improvement plan, and Turning Points benchmarks.  If you have any questions, please contact Kevin Lowery.

Grade Level Exit Exams

Grade Level Exit Exams will be administered in each core class to determine the extent to which students have mastered essential knowledge, skills, and competencies.  By design, these exams are comprehensive, cumulative, and reflective of prior benchmark assessments.  Fourth quarter benchmark items will be included on these exams.  Grade level, content area teachers shall administer the same exit examination to all students and evaluate each test using the same scoring guide.  These tests will account for no less than 15% of a student's fourth quarter grade.  A copy of each content area test and scoring guide must be submitted to the principal and curriculum leader before the test is administered.  A compilation of results must be forwarded to the principal and curriculum leader.  Test results will be placed in the child’s cumulative file and will be 

shared with parents.  If you have any questions, please contact Kevin Lowery or your Curriculum Leader.
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Grading Scale

All teachers are expected to use the school’s grading scale when determining quarter and semester grades.  If you have any questions, please contact Kevin Lowery.

Grievance Procedures

A detailed grievance procedure is available in the Board of Education Policy Manual.  If you have any questions, please contact Kevin Lowery.

Guest Speakers

Teachers are encouraged to enrich their programs and lessons with knowledgeable and entertaining guest speakers.  Teachers are encouraged to use qualified community members for guest speaking purposes.  Always notify the administration prior to inviting a guest speaker to school.  Guest speakers must register in the main office upon arrival and must wear a visitor’s badge at all times while in the building.  If you have any questions, please contact Kevin Lowery.

Hall Passes
It is not acceptable for students to be out of class unless it is absolutely necessary.  If students are given permission to leave class, they must have their planner signed.  If a planner is not available, a hand-written pass must include the time of departure, the student’s destination, and the teacher’s signature.  Students are not allowed to be seated in the hall for disciplinary purposes, to complete work, or to take tests.  All students must sign the class departure log when leaving any class.  The log should be located on or near the door.  Class departure logs should be submitted to the principal on the last working day of each month.  Teachers should not allow more than one student to be out of class at any given time.  Students needing to use the restroom should not be denied access.  Students abusing this access should be referred to the administration.  If you have any questions, please contact Kevin Lowery or Chuck Garner.

Homework

Homework should be purposeful and directly related to the mastery of curricular objectives.  Whenever possible, students should be given sufficient classroom time to begin homework assignments.  The majority of student learning should occur at school.  As a general rule, homework should not be assigned during holidays or on the weekends.  Core teachers should coordinate all major homework assignments, tests, and projects.  All class work, homework, projects, and tests must be graded promptly and returned to students in a timely fashion, regardless if it is “late” or not.  Parents should sign and return all major tests and projects, acknowledging that they have reviewed the work and the final grade.  Interdisciplinary teams and/or grade levels should implement similar homework policies concerning late work, missing work, and work that is not quality.  Homework hotlines must be updated on a daily or weekly basis.  If you have any questions, please contact Kevin Lowery.
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IDEA

The Interdisciplinary Enrichment Activity period is scheduled every day for 45 minutes.  The core team will decide how the period will be used to support team goals and curricular objectives.  This period will be used for enrichment, remediation, acceleration, advisory, assemblies, MAP preparation, reading enhancement, service learning, etc.  IDEA is a graded class.  Each team will determine specific grading criteria for IDEA.  If you have any questions, please contact Kevin Lowery.

Interdisciplinary Thematic Units

Core teams will develop and implement at least four interdisciplinary thematic units during the school year.  There will be a minimum of two school-wide themes each year.  If you have any questions, please contact your team leader or Kevin Lowery.

Inter-School Mail
Material to be transported within the Bolivar R-1 Schools should be in workroom no later than 8:30 A.M. for delivery that day.  Material is distributed throughout the day in mailboxes located in the workroom.  Please check your mailboxes and your email throughout the day.  If you have any questions, please contact Lisa Kraus.

Inventory

All school employees are responsible for maintaining accurate yearly inventory records.  Updated classroom inventories will be submitted to the principal’s secretary on or before check-out time each May.  Please follow all inventory guidelines carefully.  If you have any questions, please contact Lisa Kraus.

Keys

All teachers will be given a classroom key that also opens an exterior door.  Teachers are responsible for the cost of replacing lost keys belonging to the school.  It is imperative that school keys be secured at all times.  Staff members should never allow students access to building keys.  Teachers will not be given a “master” key without administrative approval.  If you have any questions, please contact Kevin Lowery.

Laminating and Waxing

The school provides laminating and waxing services in our Library Media Center.  Please send all items to be waxed and/or laminated to Mrs. Powell with a note indicating what work is needed, to whom it should be returned, and the date it is needed.  All paper products must be laminated before it can be waxed.  Please do not send heavily crayoned, glittered, stapled, or overly large items (more than 24 inches).  The library also has a poster-making machine for teachers who have been trained in how to use it.  If you have any questions, please contact Jan Powell.
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Lesson Plans
Planning is a necessary and required part of excellent teaching; therefore, teachers are expected to prepare detailed lessons at least one week in advance.  Plans should be available when needed by substitutes or alternate plans should be written and sent to school if the subject area or previously planned activity does not lend itself to a substitute’s direction.  Lessons and lesson plan books will be reviewed and evaluated by the administration on a regular basis as a part of the PBTE process.  All lesson plans must include the daily learning objective(s), learning activities, corresponding assignment(s), assessments, and a cooperative learning activity (labeled CL).  It is a district expectation that all classroom teachers implement at least three Kagan cooperative learning activities in each class throughout the week.  The BMS administration expects that all teachers write the daily learning objective(s) on the marker board each period (“the student will be able to…”), along with an instructional agenda of learning activities, including homework assignments.  Students should write class work/homework assignment(s) in their planner each period.  Board approved curriculum guides must be used when planning units and lessons.  Teachers are expected to be very familiar with the “Show-Me Standards,” “curriculum frameworks,” subject area benchmarks, and the Missouri Assessment Program.  If you have any questions, please contact Kevin Lowery.

Library Media Center
The Library/Media Center functions as a curriculum resource center for students and teachers.  A Media Center Handbook, which includes a catalog of non-print materials and a listing of professional library materials, is available for each teacher.   The Handbook also details all library policies and procedures.  Teachers are encouraged to have students use the library on a regular basis.  Instructional television is available through Channel One.  Schedules of programs and forms for requesting taping of curriculum-related materials are provided.  All students must watch the Channel One news program each day during IDEA.  The Media Center operates under a flexible scheduling format.  Students are scheduled into the Media Center every three weeks for “free-choice” reading 

selection.  Information literacy skills are integrated into subject-area curricular units.  If you have any questions, please contact Jan Powell.

Lunch (Employee)

Employees are not allowed to charge their lunch, drinks, or ala-carte items.  Adult lunches are $2.00.  If you have any questions, please contact Mary England or Anna Williams.

MAP Testing Plan

Please refer to the “Assessment” supplement located in this handbook.  If you have any questions about the Missouri Assessment Program, please contact Kevin Lowery, Nancy Smith, or Leonard Zanatta.
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Master Schedule

The master schedule at Bolivar Middle School is student-driven and designed to fulfill all programmatic requirements set forth by the Board of Education.  While every attempt is made to gather input and accommodate teachers’ requests, it is not always possible to satisfy every request.  If you have any questions about the master schedule, please contact Kevin Lowery or Nancy Smith.

Medication

The school nurse is the only authorized staff member who can dispense prescription medications to students.  Faculty and staff, unless trained or authorized, are not permitted to dispense prescription or non-prescription (over-the-counter) medications to students.  If you have any questions, please contact Joyce Wilson.

Mentors (Faculty)

All first and second year teachers will be assigned a faculty mentor.  Mentor responsibilities include specified induction activities, assisting with the new teacher’s professional development plan, assisting with the new teacher’s achievement improvement plan, conducting classroom observations and peer coaching opportunities, and clarifying school expectations, procedures, policies, and regulations.  The mentor will “guide” the new teacher through years one and two of their employment.

Minutes (Meetings)

Minutes from all school committee meetings will be recorded, emailed, and/or distributed to all faculty members within three days of any meeting.  All committee-meeting minutes will be posted on a bulletin board in the teachers’ mailroom.  If you have any questions, please contact Kevin Lowery or any committee chairperson.   

Money (School)

Teachers should not keep school money in their classrooms.  Lisa Kraus makes deposits on a daily and/or weekly basis.  If you have money from fundraisers, resale, etc., please count it and give it to Lisa Kraus before 3:00 each day.  She will provide a receipt and ensure that the money is deposited in the correct account.  The school will not be responsible for any money that is lost or stolen from a classroom.  If you have any questions, please contact Lisa Kraus.

Movies in the Classroom

Teachers are expected to use good judgment when showing movies in the classroom.  All movies must support instruction and the fulfillment of curricular objectives.  Movies should not be shown exclusively for entertainment purposes.  Teachers are required to get parent permission when showing movies to students, especially those rated PG.  Additionally, all PG-13 movies must be pre-approved by the administration before requesting parent permission.  Teachers are not allowed to show R-rated movies under any circumstances.  Teachers must be adhere to all copyright laws when showing movies in the classroom.  If you have any questions, please contact Kevin Lowery.
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Negligence

Negligence refers to acts or omissions demonstrating a failure to use reasonable or ordinary care.  Negligence may refer to inadvertence, carelessness, or the failure to foresee potential harm.  In certain court cases, there is some overlap between negligence and intentional misconduct.  A pattern of negligence by school personnel or districts, which shows a conscience disregard for safety, may be deemed “willful misconduct,” a form of intentional misconduct.  Negligence consists of a duty of care, followed by a breach of that duty which causes injury and damages.  If you have any questions, please contact Kevin Lowery.

Nursing Services

Bolivar Middle School is served by a full time registered nurse.  Students requesting to see the nurse should be given permission to do so.  The school nurse will determine if the student should be sent home or back to class.  Students should not be sent to the nurse without a signed pass from the teacher, unless there is an emergency.  If you suspect that a student is seriously injured, has a fractured bone, or is suffering from neurological dysfunction, do not leave the student; send a responsible student to the nurse and contact the Welcome Center immediately.  If you have any questions, please contact Joyce Wilson.

Open House

All teachers are required to attend Open House.  If circumstances make it impossible for staff to attend Open House, the principal must be notified in advance.  Teachers are required to keep a log of all guests who visit classrooms during Open House.  If you have any questions, please contact Kevin Lowery.

Parent Holiday Luncheons

Parents are invited to eat with their children throughout the school year.  Luncheons usually coincide the major holidays.  The schedule will be modified for these events with fifth period lasting from 11:00-1:00.  If you have any questions, please contact Lisa Kraus.

Parent Newsletters (Monthly)

Each core team will distribute parent newsletters on a monthly basis.  Newsletters should be attractive, informative, and reader-friendly.  MAP practice items must be included in every newsletter.  Copies should be forwarded to central office administrators, building administrators, and other BMS team leaders.  Newsletters should be posted in the Team Planning Center.  If you have any questions, please contact Kevin Lowery.
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Parent-Teacher Conferences

All teachers are required to attend Parent-Teacher Conferences that are scheduled throughout the school year (fall and spring).  In the event that a teacher cannot attend a Parent-Teacher Conference, the principal must be notified in advance and accommodations must be made to reschedule conferences and/or make time available for parents who want to have a conference.  Teachers are required to keep an accurate log of all parents who attend conferences throughout the year.  If you have any questions, please contact Kevin Lowery.

Parking

All employees must park in designated parking lots:  southeast lot (behind the central office), northwest (by the tennis courts), and southwest (by the field house).  Teachers are not permitted to park on the Jackson Street circle drive.  It is strongly encouraged that teachers lock their vehicles each day.  If you have any questions, please contact Kevin Lowery or George Janzekovich.

Payroll, Contracts, Insurance, Cafeteria Plan, and Annuities

If you have any questions regarding payroll, personnel contracts, teaching certificates, cafeteria plans, direct deposit, stipends, insurance, or annuities, please contact Susy Crites.  Grace Douglas handles all billing, account receivables, and grant issues.  All pay will be automatically deposited on the 20th of each month or the Friday prior to the 20th, if the 20th falls during a weekend.  All payroll deposits will be credited in twelve equal install

Planning Periods

The period(s) that you are not teaching is provided so that you may use the time in preparation for your classes.  It is not a “free” period.  You have an obligation to the students and school during that time.  You may be asked to cover another teacher’s class if the need arises.  If you are asked to cover for a teacher, it is your responsibility to sign the “coverage book” in the office on the day of your coverage.  Reimbursement for such coverage will be paid in May.  Teachers must be available for parent conferences during their planning periods.  Core teachers have two periods of planning: one period for personal planning and one for team planning.  Teams must meet in the Team Planning Center every day during their team conference time.  Team agendas and minutes will be reviewed by the administration on a regular basis.  In rare circumstances it may be necessary to leave the campus during your planning period.  If you need to leave, please inform the secretarial staff and sign-out in the Welcome Center.  If you have any questions, please contact Kevin Lowery or Chuck Garner.
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Press Releases

All official press releases will come from the superintendent’s office.  Teachers who have significant items for the press should submit them to the principal.  They will then be forwarded to the Superintendent for his review.  Teachers are strongly encouraged to publicize their programs and activities in the local newspaper and on radio stations.  If you have any questions, please contact Kevin Lowery.

Professional Evaluations

State law requires that all teachers be evaluated on a regular basis throughout the school year.  Effective teacher evaluation is an essential part of the instructional process.  Performance-based evaluation is an ongoing process related specifically to job performance.  The evaluation phase is the process of collecting data and making professional judgments about performance for the purpose of personnel decision-making.  The principal will discuss the PBTE process in detail with all staff prior to the evaluation process. Please refer to the PBTE supplement in your teacher handbook.   If you have any questions, please contact Kevin Lowery or Chuck Garner.

Professional Learning Plans (Achievement Improvement Plans)

Every teacher is required to implement a Professional Learning Plan (Achievement Improvement Plan) on an annual basis.  The PLP will be developed by the teacher to formalize and document professional growth.  The principal must approve all Professional Improvement Plans before implementation.  If you have any questions, please contact Kevin Lowery or Chuck Garner.

Professional Portfolio (Teacher)

Every teacher is required to maintain a professional portfolio.  The teacher’s evaluating administrator will review the portfolio each year.  The portfolio will be evaluated in accordance with the teacher’s summative evaluation schedule.  The portfolio is a collection of data reflecting performance, development, and involvement in professional activities that reflects criteria, building goals, the building’s school improvement plan, and the district’s comprehensive school improvement plan.  If you have any questions, please contact Kevin Lowery, Chuck Garner, or Leonard Zanatta.

Publications (Student)

School administrators may exercise prior restraint over student publications if a reasonable basis exists for the belief that a publication would materially disrupt class work, involve substantial disorder, or invade the rights of others.  If you have any questions, please contact Kevin Lowery.
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Purchase Orders

General requisitions are to be submitted in the spring for the following year.  The principal will provide requisitions at the appropriate time.  Separate requisition forms will be required for each different company from which you order.  Teachers my not obligate school funds by ordering materials on their own initiative.  The principal must approve all purchase requisitions and orders.  NO REFUNDS will be given to faculty who purchase “school supplies” without authorization to do so and a purchase receipt.  Requests for payment on authorized purchases must be received by the first day of each month.  All local, state, and federal grants must be closed by March 15.  Stipends for workshops, in-service, extra-duty, etc. will only be paid in December and May.  If you have any questions, please contact Kevin Lowery or Lisa Kraus.

Quarterly Benchmark Assessments

All students (6-8) will take a quarterly benchmark exam in each core academic area.  Encore teachers will not administer a final benchmark assessment (final “projects” are strongly encouraged).  Content area teachers will develop and administer benchmark exams for each grade level.  These exams shall assess mastery of essential knowledge and skills identified through the curriculum articulation process (content and performance standards).  Content area teachers shall administer the same quarterly benchmark exams for each grade level.  All students will be required to take a year-end exit exam in each core area.  Results of each test should be communicated to students and parents as soon as possible.  Every exam must be kept in a secure location and should not leave the building (as these exams may be used on a yearly basis).  Teachers must ensure that all building benchmark exams are both valid and reliable criterion-referenced examinations.  Copies of each quarterly benchmark assessment, scoring guide, and year-end exit exam should be submitted to the curriculum leader for approval prior to administering the assessment and copies must be forwarded to Mr. Lowery and Mr. Garner.  If you have any questions, please contact your curriculum leader or Kevin Lowery.

Quarterly Data Analysis

Each teacher will meet with his/her evaluating administrator on a quarterly basis for data analysis purposes.  During each quarterly conference, the teacher and administrator will review a variety of data including, but not limited to, distribution of grades, benchmark assessment results, disciplinary referrals, teacher attendance, after school commitments, professional development activities, achievement improvement plans, and other data related to building goals, district goals, and the school improvement plan (Refer to Quarterly Data Collection Summary).  If you have any questions, please see Mr. Lowery.
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Quarterly Recognition Assemblies

Core teams will have a quarterly student recognition program.  The program will recognize students for having academic excellence, perfect attendance, no office referrals, quality work, etc.  Special “team” awards are strongly encouraged.  If you need certificates, visit with the print shop personnel in a timely fashion.  If you have any questions, please contact Kevin Lowery.

Reflection Journals (Academic)

Academic reflection journals should be completed by students on a regular basis.  If you have any questions, please contact Kevin Lowery.

Requisitioning Materials

Whenever materials or money for miscellaneous expenditures is required during the school year, apart from the regular spring requisition period.  The following procedures must be observed.  If you have any questions, please contact Kevin Lowery or Lisa Kraus. 

· All budget purchases for the next school year should be completed by the first working day in May.  Teachers who sponsor organizations that make or spend money are responsible for seeing that purchase orders are secured before any item is purchased.  Requisitions for purchase orders must have the name of the company, address, telephone number, item numbers, description of items, costs, shipping and handling, and the signature of the person placing the request.

· Teacher requisitions can be obtained in the workroom.  A requisition must be filled out and signed by the principal, and/or a purchase order typed before materials are ordered.  You must have a purchase order number in advance of the purchase.  You may obtain this number from Mrs. Kraus in the Main Office two days after you turn in the requisition.

· Any time money or a check is needed in advance, a request for it must be turned in to the office by the last day of the preceding month the money or check is needed.  This is necessary in order for the secretary to request the checks and have the item presented for approval at the Board meeting.

· Reimbursement for approved PDC expenses or school business expenses will only be paid when invoices and receipts are submitted to the appropriate PDC official.

· Teachers should not requisition items for purchase later than March 1, during the regular school year.  Items will not be purchased after March 1.
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Retention

Students who fail two semesters in two core subjects may not be promoted to the next grade level.  These students must attend and pass the Summer Acceleration Academy in order to be promoted.  Students failing two semesters in more than two core subjects will be retained and may not attend the Summer Acceleration Academy for promotion purposes.  Core subjects include math, science, communication arts, and social studies.  Eighth grade students not satisfying the requirements for promotion will be ineligible to participate in the eighth grade promotion ceremony.  If you have any questions, please contact Kevin Lowery.

S2P (Grade Level Collaborative Release Time)

Interdisciplinary core teachers will be released from IDEA class every Friday in order to fulfill curriculum articulation responsibilities.  Teachers will participate in grade level meetings, set curricular benchmarks, work on MAP readiness, and develop local benchmark assessments (quarterly and summative).  IDEA students who qualify will report to the International Plaza for supervised social activities.  Students who have lost their “privilege” will report to academic mentors or counselors, depending upon their individual needs.  If you have any questions, please contact Kevin Lowery or Chuck Garner.

School Dismissal

In case of inclement weather or other emergency, school dismissal will be announced over radio stations KYOO and KTTS and the television stations KYTV Channel 3 and KOLR Channel 10.  If no announcement is made over these stations, you may assume that school will be in session.  In the event that school is canceled or the crisis plan is to be in effect, our calling system will be utilized (please refer to the calling tree).  After receiving a call, call the person listed below your name on the calling tree.  The calling tree is a confidential school document and should not be viewed by students!  If you have any questions, please contact Leonard Zanatta.

School Hours

Teachers are expected to be in their classrooms no later than 7:30 A.M. each school day.  The workday concludes at 3:00 P.M.  If you are going to be late, please notify the main office by calling 326-3811.  Teachers leaving early or during conference periods must sign-out in the Welcome Center.  The main office is open each day from 7:30 A.M. to 4:00 P.M.

Sexual Harassment Policy

The school district is committed to providing an environment free from intimidation, hostile or offensive behavior, unwelcome sexual advances, requests for sexual favors, and other verbal and/or non-verbal communication and/or contact that constitutes sexual harassment.  Any form of harassment by an employee, student, or visitor is strictly prohibited.  All allegations of sexual harassment and/or misconduct will be thoroughly investigated and, if substantiated, corrective and/or disciplinary action will be taken per Board policy.  If you have any questions, please contact Kevin Lowery.
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Smoking Policy

Smoking on school district property is strictly prohibited.  The use of any tobacco-related product on school property or at any school-sponsored activity is prohibited.  If you have any questions, please contact Kevin Lowery.

Software Purchases

The building principal and John Wilson must approve all computer software before being purchased.  No exceptions!  Software will not be installed without the necessary approval and licensing.  If you have any questions, please contact Kevin Lowery or John Wilson.

Special Education

It is likely that you will have special education students in your classes.  It is the teacher’s legal responsibility to become familiar with each student’s IEP and individualize instruction accordingly.  All instructional modifications must be appropriately documented.  If a special education student receives an “F” in your class, you must submit all necessary documentation supporting the grade.  If you have any questions regarding special education services, please see your grade level special educator, Judi Wall, or Sandy Krueger.

Stipends

Stipends for workshops, in-service activities, extra-duty, etc., will be paid in December and May.   If you have any questions, please contact Kevin Lowery, Lisa Kraus, or Susy Crites.   

Student Work (Displaying)

In accordance with effective schools research, teachers are expected to display quality student work on a regular basis in classrooms and hallways.  A variety of work should be displayed throughout the year.  If you have any questions, please contact Kevin Lowery.

Supervision

The general supervision of student behavior is a responsibility shared by all staff members.  Immediate action should be taken to correct improper student behavior regardless of where or when it occurs, even if you do not personally know the student(s) misbehaving.  All teachers are unquestionably required to be in their classrooms whenever students are present.  It is also the responsibility of the teacher to provide a reasonable amount of active supervision for all classroom and school-related activities.  Between classes,  teachers are expected to be in the hallways greeting student sand supervision hallway traffic and behavior.  Please be in your assigned supervisory position no later than 7:30 A.M.  All entrances, except the main entrance (Jackson Street), will be locked at 7:45 A.M.  All visitors not wearing a badge should be personally escorted to the main office.  If you have any questions, please contact Kevin Lowery or Chuck Garner.
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Note:
The week you have morning cafeteria supervision, you will need to send a responsible student (no more than two) to the Welcome Center to recite the Pledge of Allegiance.

Note:
No students are to be in the building before or after school unless they are under the direct supervision of a faculty member.

Syllabus

Teachers are required to provide each student with a course syllabus on the first day of classes.  This includes all second semester elective classes.  The syllabus is intended to help students and parents clearly understand your expectations regarding the goals and objectives of the course, as well as other academic expectations, projects, and procedures for grading.  The syllabus should include a description of the course, general course goals, planned units of study, essential student outcomes, tentative course activities, course requirements, class policies and procedures, and assessment methodologies, and personal/team conference periods.  Teachers must submit a course syllabus to each building administrator prior to the first day of classes.  If you have any questions, please contact Kevin Lowery or Chuck Garner.

Teacher Absences

If you should find it necessary to be absent because of illness or other emergency, please call Mrs. Shirley Trammel at 326-5520 for a substitute.  You are not to acquire your own substitute.  You are NOT to request a specific substitute.  You are to give Shirley the reason for your absence.  It is requested that you not call after 10:00 P.M.  Morning calls may be made anytime after 5:45 A.M., but no later than 6:45 A.M. on the day of absence.  When you know in advance that you will be absent, you are to leave a detailed lesson plan, along with important information such as extra duties, student helpers, room locations, etc.  Please leave this information on your desk.  It is also your responsibility, when absent, to telephone Mrs. Kraus before 2:00 P.M. indicating your intention to return the following day.  Please use the blue school business/PDC form when absent for anything other than illness, doctor appointment, or family illness.  Mrs. Kraus will call Shirley for you when needing a sub for school business or PDC.  Make sure you sign the substitute form on the day following your absence.  If you have any questions, please contact Kevin Lowery or Lisa Kraus.
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Teacher Hotline Numbers

Students and parents may call the teacher hotline at anytime to review class activities and assignments.  General school announcements may be heard on the Bulletin Board number 326-1343.  Please keep your hotline updated DAILY.  All hotline numbers have the prefix 326 followed by your four-digit code.  If you have any questions, please contact Lisa Kraus.

1. Dial 328-MAIL (328-6245).

2. When you are asked to enter a mailbox, enter your seven-digit mailbox number.  As soon as the current message starts press *.  When your current greeting is finished, it will ask for your pass code.  Enter your four-digit pass code and choose 8 for user options.  Follow prompts from there. 

Teacher Organizations (District)

If you have any questions regarding these teacher organizations, please contact the following chairpersons:  CTA, PDC (Sherry Roberts), Career Ladder (Caroline Sudbrock), and Technology (John Wilson).

Team Conferences With Students

Interdisciplinary teams should visit with students during team time on a regular basis.  These meetings should provide an essential opportunity for teachers, administrators, and students to address and resolve school-related problems.  Most classroom management concerns can and should be addressed during a team conference.  Teachers are expected to adhere to the following guidelines:  1) only one student should be in the team planning center during a conference, 2) only school personnel and parents may attend team meetings with students (visitors are not allowed), 3) all meetings should begin with 

something positive relating to the student’s performance in school, 4) only one teacher or administrator should direct the conference, 5) teachers should refrain from the “band-

wagon” effect or “ganging-up” on the student, 6) an advocate should be appointed prior to the meeting, 7) parents must be notified by telephone or in writing on the day of the student’s conference (telephone contacts are encouraged during the conference),  8) the student’s advocate should follow-up with him/her after the conference in a timely fashion, 9) every conference should end with something positive.  It is important to remember that these conferences are intended to help the student overcome academic or social difficulties.  The school’s purpose is to help all students achieve academic and emotional fulfillment in a nurturing atmosphere of high expectations and personal support.  At BMS, we believe that “Every child succeeds, whatever it takes, no excuses!”  If you have any questions, please contact Kevin Lowery.
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Technology

There are a variety of technologies available within the building for computers, laser disc players, Smart Board, etc.  For further assistance with technology, see Jan Powell in the Library or Judy Dains in the Computer Lab.  All computer problems should be forwarded to our building technician.

Telephone Calling Chain

Staff members have been provided with a telephone chain to be used when school is cancelled or when urgent messages need to be given to all staff members.  Please follow the directions on the telephone tree.  If your telephone number changes during the school year, please contact Mrs. Kraus in the Welcome Center.  The telephone tree is confidential and should not be shared with students.  If you have any questions, please contact Lisa Kraus.

Test Security

All allegations of test security misconduct will be thoroughly investigated by the principal and the assistant superintendent in charge of district testing.  Any form of impropriety will not be tolerated.  If the allegations are confirmed, the employee will be disciplined in accordance with Board policy.  (Refer to District Assessment Plan).  If you have any questions, please contact Kevin Lowery, Nancy Smith, or Leonard Zanatta.

Turning Points School Reform

Turning Points is a national design for middle school change, coordinated by the Center for Collaborative Education in Boston and the Central States Center for School Reform in Kansas City.  The design focuses on restructuring middle schools to improve learning, teaching, and assessment for all students.  It is based on the seminal Turning Points report issued by the Carnegie Corporation in 1989, which concentrated on the considerable risks that young adolescents face as they reach the “turning point” between childhood and adulthood.  A crucial part of this reform initiative calls for schools to reflect continuously upon their progress in implementing the Turning Points model.  Although much of this reflection occurs informally during leadership team and small faculty team meetings, schools also need to assess their progress periodically in a more formal and systematic way.  These more formal assessments are based upon a clear set of criteria called benchmarks.  Benchmarks are standards of success that measure a school’s progress through the different phases to becoming a Turning Points school.  If you have any questions about Turning Points, please contact Kevin Lowery.

Visitors to the School

All visitors and guests are required to register in the Welcome Center and wear a visitor badge during their stay at BMS.  Please direct all visitors to the Welcome Center.  If you see someone walking around the building without a visitor’s badge, contact the office immediately.  The Board and administration will not tolerate any person or persons whose presence disturbs classes or school activities or hinders the instructional process.  
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Year-End Checkout

All teachers will checkout in the Welcome Center on the last school day of the school year or the last teacher workday of the school year.  The following items will be required for checkout: class record book, final grades, custodial and maintenance requests, inventories, PDC surveys, building surveys, keys from non-returning teachers and staff, summer contact information, and any other documents requested by the administration.  If you have any questions, please contact Kevin Lowery or Lisa Kraus.

