(Your School Name)

(Your Name), PRINCIPAL

   A TEACHER’S GUIDE    

      To Success – Part I
Welcome to (Your School Name)
The entire (School Name) community would like to take this opportunity to welcome you to our school.  This teacher’s handbook provides information about our school and about teaching, and above all, about our students.   

One of the words you will hear routinely at (School Name) is the word “family”. At (School Name) there is a spirit of kinship among administrators, faculty members and students alike which fosters this sense of community. While it is always difficult to enter a new situation, we urge you to avail yourself of the accumulated experience and wisdom of your colleagues, feel free to ask questions and to share your concerns as well as your successes.

Whether we have been here for three decades or three months, all of us were once new teachers, and most of us remember vividly what those beginning years were like. It is hoped that this handbook will help each teacher work toward the goals with a minimum of confusion and a maximum of results. In order to accomplish this, the practices and procedures listed herein must be understood and used. I hope you will become familiar with the handbook, for it will help smooth the transition from “rookie” to “experienced teacher”.

I wish each of you a successful and productive year, one of growth for both our children and ourselves.








   Sincerely,
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Morning Procedures

1. Each morning, all teachers must stop by the main office on the second floor to initial their timecards, and to move them from the left side to the right side in the cardholders. This is the only way the office knows for sure that you have arrived in the building.

If you are unable to come to work, please call the main office (718) 584-2330 before 7:30 AM so that arrangements can be made to cover your classes.  If you know in advance that you are going to be out, please have the secretary write your name in the attendance book in the main office under the appropriate day so that we can plan coverages for your classes.

2. At this time teachers should also check their mailboxes and empty them of any accumulated mail or notices.

3. The school day begins at 8:30 A.M. By this time teachers should be ready to begin their workday. This means that all official teachers are in their homerooms, standing by the door, and ready to greet the students as they come into class. Please make sure that by 8:40 you are able to give your students your full attention, in order to assure an orderly start to the day.

4. Teachers who do not have official classes should help move students along and make sure the hallways are cleared as rapidly as possible after the 8:40 bell sounds.

5. Under no circumstances should teachers first be entering the building at 8:30 A.M. If there is an unavoidable lateness, it is imperative that you call in to advise the main office that you will be delayed.

Entrance Procedure

The tone for the entire day is often set by the manner in which children enter school and proceed to their classrooms.  Uniform procedures will be enforced for all pupils and these must be taught and re-taught by the classroom teacher until all of the children thoroughly understand them:

Children are to enter the building through the Main Entrance only – As soon as they enter the building the 6th graders are to proceed to the auditorium while 7th and 8th graders may stay in the inside yard.  Aides, deans and assistant principals will supervise students.  

The Breakfast Program will take place from 8:00 A.M. to 8:20 A.M.   Students who wish to have school breakfast will be admitted to the cafeteria through the outside yard. Breakfast will not be served after 8:20 A.M.

Students are not permitted above the first floor until 8:40 A.M.  The only exception will be if students have written permission signed by an administrator.

Homeroom  A.M.

It is easy to overlook the importance of homeroom or to dismiss it merely as a place to hang up coats. In reality, however, homeroom sets the tone for the entire school day, and as such the homeroom teacher is pivotal in this process.

Beginning with the very first day of school, students should be apprised of all homeroom procedures. Putting a set of rules on the blackboard, which the students are asked to copy and have signed by a parent, is a good way to make sure that each child understands exactly what is expected of him.

All pupils are to hang up clothing; the teacher should open the wardrobe  before the class enters. Jackets, windbreakers, or hats are not to be worn in school. If you are a subject teacher, do not allow a student who has a coat to sit in your class. He should be given a pass to hang his coat in his official classroom.

As with a regular subject class, each child should have a permanent seat in homeroom. This facilitates the taking of attendance, as well as the collection of tear-offs and other administrative tasks. Children should enter the room, hang up their coats and immediately take their permanent seats. 

There are a variety of activities that the homeroom teacher can introduce into the morning official class. Under no circumstances, however, should this be an unstructured twenty-minute period where students are free to do as they please.  The following are some excellent suggestions gleaned from veteran teachers.

1. Create a classroom library (if one does not already exist) for which you can ask your students to bring in used books, magazines, comic books and other reading material. If no other activity is planned for the morning, require each child to read at his seat until the morning announcements.

2. Read to your class. Select an article from the morning paper or a magazine you enjoyed and share it with the class. If time permits, encourage discussion.

3. Put a math problem or brain teaser on the board. Be sure to allow enough time either in the morning or the end of the day to go over the solution. Perhaps have a point system for prizes when students successfully solve the problem.

Under no circumstances are students to take attendance. ATS (automate the schools) attendance sheets, which usually are in the main office before the beginning of the school day, are the sole responsibility of the homeroom teacher and become the basis of a legal record of each student’s attendance at school. With a permanent seating plan, attendance can be taken in fewer than five minutes.

Any child returning to school after an absence must bring a signed note from a parent or guardian. It is the responsibility of the homeroom teacher to make sure this is done in a timely fashion. If by the second day back at school the student has not brought in a note, the homeroom teacher should call the home to verify the absence. 

Chronic lateness should not be tolerated. A student is considered late if he comes to homeroom after attendance is taken (approximately 8:50 A.M.). Arrival at school after 9:00 A.M. is a serious problem because it disrupts the first period class of both the homeroom teacher and the subject teacher. If lateness continues, a parent should be contacted.
Teachers should prepare two section sheets for each class, one for boys and one for girls. It is important that an accurate attendance record be recorded on the section sheet so that subject class teacher knows who is absent and who might be cutting.

Passes from homeroom should be given sparingly. This is not a time for students to go see other teachers, the deans, their friends, or to drop in to the main office. Almost all school business can and should be transacted with the homeroom teacher as intermediary.

Morning announcements often contain important information, both for the children and their teachers. It is imperative that the room remain silent during the brief announcement period. Many teachers have found it useful to assign a child to write the gist of each announcement in a reserved corner of the blackboard. Students often enthusiastically volunteer for this assignment, and encourage their peers to be quiet so that they can do their job properly.

There should also be an appointed monitor to see that the boards are clean and ready for use, and a monitor to care for the appearance of the book shelves, bulletin boards, plants and general order of the room.  Each teacher should set an example of good citizenship by knowing who uses his room  and for what subjects.  He should make available -- chalk, a board eraser, blackboard space, and a neat orderly room for all teachers who use the room.  Always remember that you want your day to start off to a good start.  Our children deserve to be taught how to get their day off to a good start also.

P.M. Official Class

The afternoon homeroom serves an important function as well. It is a time for the official teacher to review the section sheets with the class, handle any problems which arose during the school day, express both praise and concern, and to remind students of any outstanding assignments or responsibilities. Section sheets should be saved in chronological order in a binder or other organized manner. They are valuable tools when discussing a child’s behavior with a dean or a parent.

Students should be seated and the closet should remain locked. Only after the official teacher has finished conducting any outstanding business should children be called to the closet a few rows at a time. This avoids crowding and pushing.
Monday, Wednesday and Friday are sweeping nights. On these afternoons, students should empty debris from all homeroom desks by tipping them so that loose papers fall to the floor. Chairs must be lifted and placed on desktops in order to allow the custodial staff to sweep. 

Dismissal is by announcement and varies from day to day. Students should be lined up and prepared to leave in an orderly fashion, but under no circumstances should a class be dismissed until the appropriate announcement. Teachers are required to accompany their homerooms down to the first floor and to watch them exit the building. It is important that no student be allowed to loiter and linger within the school building after dismissal. 

Discipline

There is probably no greater area of concern for the beginning teacher than discipline. New situations arise on a daily basis, many of which were never covered in education or methods courses. Teaching is an ongoing exercise in “thinking on your feet”, but a few simple guidelines may help you make sensible and effective choices.

1. Have a clearly defined set of rules for your classroom. It would be a good idea to have the children copy them the first day of school, allowing time to discuss their purpose. 

2. Do not raise your voice. Everyone hates being yelled at. Children will either tune you out or yell back. Either way, you lose!!

3. Do not embarrass or humiliate a child in front of his peers. He will feel impelled to retaliate in order to “save face”.

4. Attempt to co-opt the recalcitrant student. Often times, a simple gesture such as making him your “special” monitor or asking him to help you hand out books will create an instant ally.

If a student misbehaves, make a notation on the section sheet. If the undesired behavior continues, it is a good idea to call the child’s home and perhaps even arrange to have the parent come in to school. If there is no improvement, the child should be referred to the Dean’s Office.

Referral cards should be anecdotal and specific. They also should be used sparingly and as a last resort. A student-teacher conference or a call home can resolve most discipline problems. 

Under no circumstances should an unruly student be sent to the Dean’s Office. Similarly, students cannot be placed out in the hallway or “thrown out” of class. Try to handle the situation calmly within the classroom. In the event of a dangerous or unmanageable situation, select a reliable student to go get help. 

Children who are engaged in a lesson or activity seldom create problems in the classroom. If you sense you are having more than your share of discipline problems, consider asking a colleague, staff developer or assistant principal to stop by your classroom and give you some pointers about some new things you might want to try or procedures you might want to change.

Many teachers forget that one of the prime functions of school is to help children toward even higher levels of self-discipline.  Thus, along with any other measures to maintain discipline, every teacher should have a well articulated, carefully planned program leading toward this end.  Repressive measures by their nature tend to be negative.  They may be necessary at times, but they should never supplant the major positive program that should gradually decrease the need for these repressive measures.

Some of the elements of such a positive program are:

1. The institution of a success program: Give children opportunities to succeed on their own level and in areas in which they can accomplish.

2. The judicious use of praise is essential:  This takes many forms such as a simple “good”, or rewards such as “stars” and “commendation cards”, or even a letter to the parent praising the child for some accomplishment.  

3. Build class and school pride: Recognize and praise any activity that is well done.  Try to find some concrete way to show your approval and the school’s pleasure for good citizenship. (i.e. – a banner for good attendance)

ANECDOTAL RECORDS – A BEHAVIOR BOOK…..

1. Each teacher must maintain an anecdotal record book for his or her official class.  

2. At least two pages will be set aside for each child, arranged alphabetically.

3. As needed, appropriate entries will be made.

4. Entries should be factual statements of events as they occur. Avoid making value judgments of any sort. All entries must be carefully dated.

Right:     10/5 Jose struck James without apparent cause.

Wrong:   Jose showed his usual bad temper by striking James without apparent cause.

5.  Anecdotal records will be collected regularly.

6.  All section sheet entries should be recorded into this book.

Parents-As-Partners

Parents are a vital part of the school community and the best educational partner a teacher can have. It is important to remember that we are part of a team, and that the greatest results can be achieved if we all share goals and pull in the same direction. 

Frequent home contact is a valuable tool. Parents have a right as well as a need to be informed of their children’s progress. The first report card, which is not issued until November, should not be a parent’s first inkling if there is a problem.

All major tests should be sent home for signature. If a child is frequently skipping homework assignments, the parent should be informed either by telephone or note. Any note sent home with a child should be returned with a signature. 

Conversely, parents enjoy good news, something we often overlook. Taking the time to write a positive note can go a long way toward reinforcing a desired behavioral or attitude change. 

It is important to remember that in all your contacts with the home, parents should be treated with respect and courtesy. As a professional it is not your job to criticize or chastise the parent, and it is natural that a parent’s first instinct will be to defend his child. If you find a particular parent difficult to speak with, it is often useful to have a Dean or other administrator present.

Tone- The Classroom and The School

Classrooms and hallways should reflect the children’s efforts, and be visually attractive. Most importantly, the tone of the building and each classroom should be conducive to learning. 

Within the first few weeks of school, all classrooms should be attractively decorated. Current student work should be displayed prominently and changed frequently. Routine housekeeping chores should be assigned to students on a rotating basis so that classrooms remain neat and clean. It is also expected that teachers set a good example in keeping a clean room.
It is essential to maintain order in the hallways during the period changes. All teachers should step out into the hallway during the change so that they can supervise traffic and facilitate movement. Running, shouting, and playful behavior is not permitted. (To effectively supervise the students during hall passing, please stand in the middle of the hall rather than near the door of your classroom). Not only does such behavior create unsafe conditions, but it also creates lateness to class and puts students in the wrong frame of mind for the next class.  Also, latecomers to subject class are to be noted in your marking book and on the section sheet.  

No student should be wandering the hallways during class. Passes should be issued sparingly and noted on the section sheet. Subject teachers should keep track of how long a child is out of the room, and note an unreasonable delay. Any teacher should feel free to question a student found in the hallway and escort him back to his classroom. 

If we fail to enforce the basic routines at this time, it will be extremely difficult to implement them in the future.  Only when the administration and the faculty share the same priorities and goals can a school be truly successful.  My priorities for Middle School 118 are school climate and classroom instruction and without the appropriate climate, classroom instruction becomes a daunting task. 

The Classroom

Every lesson must be planned in advance.  Successful teachers do not ad lib, and mastery of one’s subject area does not guarantee a successful lesson. While there is no required format, all teachers are required to have a written lesson plan outlining the day’s material.

A workable, meaningful lesson plan includes an aim, which should be written on the blackboard. The plan should also include a series of outcomes or objectives, a description of how they will be achieved, and a homework assignment. Subject teachers are expected to assign relevant homework every night, usually designed to reinforce the classwork that preceded it.

Each lesson should incorporate a variety of skills, including speaking, reading and writing. Teacher centered lessons wherein the teacher functions as lecturer and the student as note taker tend to be less stimulating and successful. Hands-on projects, performance portfolios, brainstorming and group work should be encouraged. Such activities not only enhance learning, but also foster the social skills necessary for success outside the classroom.

There should be a minimum of two major tests for each marking period. Teachers should be prepared to explain their grading system, which should be primarily objective, to both students and parents. 

The first thing the teacher does when starting the class is to take attendance. THIS MUST BE DONE BY EVERY TEACHER EVERY PERIOD.  “Cutters” are to be reported at once to the assistant principal of the grade or to the dean.  Classes are to start promptly whether or not every pupil has arrived.  Prompt starting is one way to encourage promptness in pupils.  Pupils who arrive late must be admitted, but they should be questioned and reprimanded, and their names should be put on the section sheet for the supervisor to see.

THE BULLETIN BOARDS

The bulletin boards are basically the windows of the room and the school. Visitors note bulletin boards first.  However, more important than what visitors note is the fact that the effectiveness of teaching is usually revealed in the appearance and content of the bulletin boards.  

Obviously, this does not mean that effective teachers have good bulletin boards and poor teachers have poor bulletin boards. However, there is a high correlation. 

Bulletin boards need not be museum quality displays, but they can be neat, attractive, appealing, informative and creative.

Hall bulletin boards and cases are the responsibility of the departments that have the assignments.  The subject supervisor will assign a bulletin board to each person in the department on a rotating basis. These displays should be a class project.  

Room decorations are the responsibility of the official teacher of the room. Subject teachers who use the room share the responsibility.  Homeroom teachers will prepare a list, in duplicate, of teachers using the room, and submit one copy each to the grade assistant principal. If visiting teachers need more space, official teachers will make the arrangements.

Literacy

Briefly stated, the Literacy Initiative strives to develop a love of reading and literature in all children.   A series  of  strategies  have  been  developed  to  achieve  this  goal,  and  many staff members have benefited from a series of workshops on how to incorporate these strategies into their various subject areas. Soon you will be linked up with a staff developer or partner teacher who will help you integrate the Literacy Initiative into your classroom.

Paperwork

No one enjoys paperwork. Nevertheless, it is important to do it carefully, correctly and in a timely fashion. Your failure to complete paperwork on time has a ripple effect that impacts on your colleagues and inconveniences them. A few simple procedures and habits will help you wade through this first year.

1. Record cards. All homeroom teachers should have a gray metal box or container which contains your classes’ permanent elementary and middle school records. Included in this record must be a middle school record card, a test card indicating the latest reading, math and lab (where applicable) scores, a home language survey sheet and up-to-date immunization records. Please check the first week of school to make sure you have each of these items for every student in your class. If any of these items is missing, please report it to the Assistant Principal for your grade and he will assist you in obtaining them.  During a study of these cards last year, several common errors of omission were noted.  They are listed below with suggestions for preventing these errors being made by you.

· Present grade missing

· Official teacher name lacking

· Cards missing 

· Cards not given to main office when students are transferred

· Cards not requested from office for new students to your class

2. Cumulative record cards. These cards are kept in the Principal’s Office, and are the cards upon which subject teachers enter grades. Make sure there is a cumulative record card for each child in your homeroom.  If there are missing cards or extra cards it is your responsibility to bring it to the attention of your assistant principal.

3. Lunch applications. Shortly after the beginning of the school year, free lunch applications are distributed to every child. It is imperative that these be returned in a timely fashion since much of our federal funding is dependent upon the receipt of these documents.

4. Bus passes. This year, eligible students will be receiving a Metro Swipe Card.  Every effort will be made to distribute passes within the first few days of school, but the new system is always somewhat cumbersome at first. Children who have lost their passes or are seeking a waiver from the regulations may see the attendance coordinator during seventh period daily. 

5. Anecdotal record book.  The conduct book is a cumulative, anecdotal picture of each child’s behavior.  It is extremely valuable to all personnel when speaking to parents.  Each time a complaint or compliment is given to a child, it should be recorded in the book.  This record is proof, when necessary, that no one teacher is “picking on” a child or singling him out.   Many times during the year the deans, assistant principals and guidance counselors will review the book. 
School Rules

Teachers are encouraged to set up rules of conduct within their classrooms and homerooms. However, they should be aware that there are certain schoolwide rules that must be enforced at all times. The following rules apply to all students at MS 118 and should be enforced on a daily basis.

Hats, Coats and Jackets. Students are expressly forbidden to wear outerwear of any kind during the school day. All jackets, coats and hats must be hung up in the homeroom closet. 
Radios, Tape players, CD players, “Walkman”. Any such device, along with headsets, are not permitted anywhere within the school. Children who travel to and from school using such devices must put them into their book bags or coat pockets before entering the building and should not take them out again until after dismissal.
Food and beverages. No food or beverages are permitted outside of the cafeteria. Students who bring food or drinks with them to school may not remove them from their book bags until they are inside the cafeteria. No food should be brought upstairs from the cafeteria.
Beepers. Beepers and other paging devices are not permitted inside school.
BOOKS - Procedure for the Distribution of Books 

Distributing books is easy, If you follow the techniques outlined below.  Failure to do so usually results in loss or destruction of books.

1. Have books and book receipts ready before telling the class you will give out books.

2. The teacher should give out the books; this will prevent children from searching for the “best” book.

3. Put a sample book receipt form on the board and go over the form line by line.

4. Number all books and make sure the number is on the student’s book receipt.

5. Make sure the students know the penalty for a lost or damaged book. Put this on the receipt.

6. Have them sign their names.

7. All book receipts should be given to your assistant principal.

8. October, December, February and March will be book inspection days.

First Day Routines

“As a thing begins, so it will end”, holds true for many ventures. However, no where is it more true than in the classroom.  What the teacher does from the very first day shapes his destiny and that of the class for the rest of the year.

At the beginning of the year, it is natural that you will have mixed feelings of elation and fear, trepidations and palpitations. Know that everyone has these feelings, even veterans.

Face the new year brightly with enthusiasm.  You are in charge, and be resolved that a democratic classroom can only function under strong leadership.  At the beginning, it is better to be a “benevolent despot” in command than a weak leader taking orders.

Looking around you, you might feel discouraged about the number of pupils you face, the many more you will have to face, and the situation in general.

Your morale depends on many things. However, mainly it will depend upon you, your classroom performance, your relationship with your pupils, their parents, your colleagues and your supervisors. Know that there is always someone ready to help you at all times.

A teacher, a true teacher, never burns out.  If you are to make your mark, “write on the hearts of children”.  A teacher lives in these hearts – all shapes, sizes and colors.  Write your mark on the children who are not personally attractive, in personality or intelligence. It is the physically unattractive, the hostile, the withdrawn, the unnoticed, the disadvantaged, who need your help desperately. 

PREPARE TO MEET YOUR CLASSES

Your pupils expect teachers to look like teachers and to act like teachers. You are a model. Be a good one. 

Be prepared to be friendly, but in an adult manner. Know that there is a fine line that neither of you can cross. You must be able to reach their level without ever stooping to their level.

Be prepared to let the pupils know what you expect of them:

· An orderly, co-operative class

· Respect for your authority

· Respect for the school

· Respect for classmates

· A desire to learn

· Good study habits

· Acceptance of responsibility

Let the pupils know what they can expect from you:
· Fairness

· A sincere interest in each pupil

· An interest in the subject

· Firmness – in administrating punishment, in classroom management, in seeing that each child progresses according to his ability
· Knowledge of the subject matter

· Stimulating lessons

· Faith in the pupils

Be prepared to take the pupils to a bright, pleasant, attractively  

     decorated room.

Be prepared with a lesson plan.

7.   Be prepared to create the image you want them to see, think and feel.

The beginning of the school year is the best time for establishing the basic school and class routines.  A good start will save many headaches and many hours of effort later in trying to overcome the effects of a poor or unplanned start. The following procedures should serve as a reminder to the experienced teacher, as a means of orientation for the new teacher and as a reference for all teachers in these matters that frequently cause difficulty in school situations.

When children enter a room, seat them quickly and quietly. Tell them that they will be assigned permanent seats later. Write your name on the board, say it for them and tell them something about yourself.  Distribute 3X5 paper.  Put an example on the board of what information is to be put on the cards. Tell them that they must print all information. 

*************************************************************************
__________________________                 __________________

Name, Last             First                                                                     Official Class

__________________________                 __________________

Address                                                                                               Telephone Number

__________________________                 

Parent’s Name                                                 

__________________________                 __________________

Person to notify in case of emergency                                                Telephone Number

1. While children are filling out the cards, check the roll. Any student who is not listed or who does not have an admission slip must be sent to the assistant principal immediately.

2. Review the rules for entering any classroom:

· Enter quietly

· Go directly to assigned seat

· Open notebook to show the teacher you are ready

· Copy material from the board or study notes

· Come prepared every day with books and pens
· Arrive on time
· No gum chewing

· Other important information, etc………

3. Put class program on the board, and have pupils copy it into their notebooks. 

4. Go over the schedule with them.

5. Explain the section sheet, behavior books, etc.

6. During announcements, stop all work, and set an example by giving complete attention to the speaker.

7. Review lunch procedures.

8. Review dismissal procedures.

OFFICIAL PROCEDURES FOR SUBJECT TEACHERS

Basically, the subject teacher follows the same procedure as official teachers.  The first day is the time to start to develop the attitude that the period will be a “working period”. There is much to be done, and no time can be wasted – not even a minute, no less a day.  Establish routines and rules. Repeat them, if necessary. Show the class that you are in charge.

Have your name on the board when the children come in. (Be there before the students.)

Collect section sheets.

Establish class rules for entering the room and leaving it.

Explain how you expect notebooks to be maintained.

Discuss keeping the room clean.

Discuss procedures for passes.

Introduce your subject. Show why it is important. Have a lesson plan.

Start work immediately.
Review procedures. Give children an opportunity to ask questions. Make certain that all understand.

You the Teacher – A Professional Person

On the day you accepted your assignment, you made a commitment to 118. Your work cannot be evaluated in terms of financial remuneration solely. There are psychological rewards that money could not replace. In fact, no dollar amount could adequately match the worth of the master teacher, the inspiring teacher, the dedicated teacher, the professional. The value of such an individual is so great that he will always be underpaid.

Every day you will grow in understanding and responsibility.  Every day you will be afforded opportunities for professional growth. The opportunities you take and the challenges you meet will add to your scope and stature as a teacher.

YOUR ATTENDANCE RECORD

For sake of continuity of instruction and for many other reasons, perfect attendance is desirable.  If you are going to be out, call at 7:30 A.M. so that a substitute can be obtained.  You are allowed 10 days of paid excused absences for personal illness in any school year.  For regularly appointed personnel, three of these days, if they are not consecutive, may be self-treated illnesses.  All other illnesses require a physician’s note. Unused illness days will be carried over into a bank and accumulate each year.  This bank may come in handy should you have a serious illness later in your career. Establish a good attendance record. Your attendance serves as a model to your children. 

You do more teaching by the example you set than by the talking you do.  Be on time. Be on time for your scheduled duties.  When you are late to school or class you throw a heavier burden on your colleagues who must cover for you. On inclement days, leave your home a bit earlier to anticipate delays.  Teacher lateness can mean an uncovered class and the possibility of pupil accidents.

Be in the room when your children arrive in the morning and afternoon. Your presence is a “welcome” to the class.

If, for unavoidable or unforeseen circumstances, you must be late, call the school.

TEACHER ATTIRE

Again, you are setting an example. College attire was fine in college. Saturday night finery and hair styling are not appropriate for the classroom. Be clean, neat, fresh, professional looking. Children notice the way you dress. They respect favorably the neat, well dressed adult. They feel that you care enough about them to make a good impression.

YOUR MANNER AND SPEECH

Your pleasant manner will set class tone.  Respect the children. Praise and thank them when they contribute or are helpful.

Your speech should be a model to the youngsters. Speak to your pupils, not above them, not below them, and certainly not at them.  Colloquialisms may have their place, but you are really not “one of the gang”, and your language should reflect your professional status.

WITH YOUR COLLEAGUES

New teachers will be assigned “buddy” teachers to help them over the early bumps.  Get to know all special school personnel. Try to help when you can. There is a fine esprit de corps at our school as indicated by the many ways teachers assist their colleagues.  All realize that we work together as a team.

WITH SUPERVISORS

Supervisors are here to help you. The supervisors have the responsibility for your professional growth along with their other administrative responsibilities. Seeking help and guidance from a supervisor is not a sign of weakness. It indicates your intelligent appraisal of a problem that needs experienced professional judgment. Your supervisors are prepared to help you in all aspects of your work.  With this in mind they will observe your teaching and make constructive suggestions, plan conferences to speak with you, give you materials, supplies and curriculum bulletins, make suggestions on courses and reading, and arrange for you to learn from other teachers through inter-visitation.

WITH THE SCHOOL SECRETARIES 

The school secretaries are vital members of our staff.  Cooperate with them in the matter of records and reports.

The secretaries have a great deal of work, and cannot always be free to answer your questions on demand. If you can present your questions in writing, it makes it easier. If not, try to see them at a time when they are free to talk to you.

PROFESSIONAL ADVANCEMENT

It’s never too early to think of the future, your professional future. What kind of professional career do you plan for yourself? Of course, first things come first – and right now your big job is to become a competent teacher.  But there’s no harm in having a dream or two in reserve, is there?

The day will come – and let’s hope it’s soon – when you’ll feel you have the job under control, when you’ll feel that experience has planted you firmly in the driver’s seat of your profession. What then? Will you want to try for a supervisory license? The desire for advancement, for the next step up the professional ladder, is certainly a natural one.

The step up is far from easy. There are books to be read, courses to be taken, long hours of study and application for those who aspire.  But perhaps you are the aspiring type.  Your supervisors will always be ready to help you………
