Faculty Bulletin #__:    First Day of School Procedures

Dear Colleagues:

(Please keep all Faculty Bulletins and your Handbook in a folder for future reference.)

1. Sixth grade students and teachers will report to the auditorium at 8:30 A.M.    Also, 7th and 8th grade students who are new to the school will report to the auditorium for information.   (This paragraph should be changed to meet your needs)
2. HOMEROOM – There will be an extended official period to allow teachers to:

A) Check students’ addresses and telephone numbers

B) Place student’s program on the board (copied in notebook)

C) Develop a standard set of rules to be followed by students:

· Be on time for school; you are late if you arrive in your homeroom class after 8:50 A.M.

· Be on time for all classes; lateness to subject class is recorded on your report card.

· Cutting classes is a suspendable offense.

· Come prepared to learn with a good attitude, and with notebook, covered textbooks, pens, pencils etc.

· Walk through the school building, on stairways, etc., with dignity and purpose. Never run through the hallways. Use proper stairways.

· Keep the classrooms and school building clean; no food (especially sunflower seeds and chips), or drinks should ever be brought into a classroom.

· Keep your outer clothing in the closet. Don’t wear coats or hats in the school.

· The school and classrooms are places of learning. You should never bring radios, walkmans, basketballs, etc., into the classrooms.

· Show respect for other students and teachers:

· Using foul language, fighting and encouraging others to fight does not show how grown up you are; it shows you need to learn how to be civil.

· Call people by their proper names and titles.

· Don’t touch others, however playfully; it only leads to problems.

· Don’t leave a classroom or the school building without a pass signed by a teacher or a school official.

3. DO NOT ACCEPT ANY NEW STUDENTS WITHOUT PROOF OF REGISTRATION.

4. At the start of the first period, all official class teachers are to send their ATS ATTENDANCE to the Attendance Coordinator. 

5. In order to provide an appropriate school climate, we must be mindful of the following basic rules and procedures.
A) Teacher attendance and lateness

B) Hall Passing

· Subject teachers, even those traveling from another classroom or from a prep period, should arrive on time for hall duty.

· Teachers should station themselves in the middle of the hall.

· Teachers should see to it that students keep to the right, that they are not boisterous or noisy, and that they use the proper staircases.

C) Decorating Classrooms

It is crucial that classes are decorated with students’ work.  Teachers’ desks as well as closets and displays are to be orderly and neat.  In general, classrooms should be conducive to learning.  All rooms must have a library.

D) Section Sheets

Section sheets should be accurate and up to date. Section sheets are to be reviewed each day during the PM Homeroom and comments are to be recorded in the behavior book.

E) Teaching

· The aim (in question form) as well as the outline of your lesson should appear on the blackboard.

· All lessons should have a written plan: aim, content, methodology, for each marking period.

· There must be sufficient number of tests and written assignments for each marking period.

· Teachers are to maximize student participation through appropriate questioning techniques, cooperative teaching, inquiry methods and the like.

· Major subject teachers and literacy teachers are to have folders for each student.  Folders should contain major written assignments, tests, etc. The administrators and deans may request these folders during conferences with parents.

F) Seating Arrangements

· Seating must not be at random.

· Students should be lined up in size places and be assigned to a seat by the teacher. Students who have poor vision or difficulty hearing should be given places close to the blackboard and teacher.

· Keep a seating plan and insist on students taking the seat assigned.

G) Clothing Closet

· Students must put outer clothing in closet which is to be locked at all times.

· Outer garments may not be worn in school.  Advise students not to wear expensive coats to school. We cannot be responsible for personal property. 

· Books may not be stored in the clothing closet during the day or overnight. Official teachers should check wardrobes and desks before leaving.

H) Monitors

· Blackboards

· Wastepaper basket – room should be clean at all times. Before leaving at 3 P.M. all papers should be off the floor and all desks should be empty.

· Attendance – a student should be responsible for seeing that the ATS attendance record is returned to the main office at the end of the official period.

I) Dismissal

· When the bell rings at the end of the period, the teacher directs the students to line up in the room.

· Teacher gives the signal to leave the room.

· Teacher goes out first and supervises the passage into the hall.

· The teacher must remain in the hall until the next class arrives. Peripatetic teachers cannot remain in the halls. They will go directly to their next class. 

· At 3 P.M., the official teacher is to escort his class to the first floor exit.

J) Keeping Students After School

Classes should never be held beyond 3:00 P.M., unless parents have been notified.  Students are never dismissed one by one. The teacher must escort all the students to the exit at the same time.

                       





           Very truly yours,

