Faculty Bulletin #__: Law Refresher Memo

Dear Colleagues:

1. No child may ever be used to render personal service for a teacher. For example, a student may not be sent to the store, the soda machine, or the refrigerator in the teachers’ room.

2. Children must never be placed in the hallway as a disciplinary measure. This is considered corporal punishment, and a report will be made.

3. It is against Board of Education Regulations to use physical force/corporal punishment against children. Avoid physical contact in a punitive way. Corporal punishment is defined as any actions or behaviors (physical and verbal) that cause a child to feel intimidated. This includes, and is not limited to, placing children in the hallway, making a child stand for long periods of time, calling students by hurtful names [such as stupid, dummy], becoming very loud with a child in front of his peers, excluding children from trips, denying a child lunch, etc.

4. No personal business enterprises may be conducted on school property at any time.  

5. The use of school computers or copy machines for other than school business is not permitted. Surfing the WEB for personal reasons or profit is prohibited.

6. No child may be sent home during the school day without written office authorization. No parent may pick up a child from a class without written authorization.

7. No child may be denied lunch. Occasionally, special arrangements can be made for a child to bring lunch or to eat in a different setting.

8. No child should be kept in school beyond 3:00 P.M. without prior notification to a parent.

9. Students’ personal property may not be taken without providing a parent with an opportunity to retrieve it.

10. A pass system for students is in place, and it must be followed.

11. 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 is made. Teachers are required to accompany their homerooms down to the first floor and to watch them exit the building. No student must be allowed to loiter and linger within the school building after dismissal. Students are not permitted to be dismissed in small groups. 

12. Teachers may make no personal or unauthorized collection of money. Funds may not be solicited from students without the prior authorization of a supervisor.

13. A class must never be left uncovered or unsupervised during the school day. Emergencies can be handled by contacting an administrator or the teacher next door to you.

14. No visitors should be admitted unless they have an official pass that indicates they have signed in at the front door and in the main office. No person is permitted to visit or walk around the school without the principal’s or an assistant principal’s authorization.

15. No staff member is to leave the building other than through the main front door. Leaving the building or allowing anyone access through any door other than the main door places everyone at risk. 

16. The school cannot be responsible for personal property left unattended on school premises.

17. Staff members are not to ask students to bring them a lunch from the school cafeteria. This violates Board of Education regulations, and you may be fired from your job. Students are not permitted to eat lunch in the classrooms upstairs. 

18. All staff are required to enter their own time card daily. No person may ever “clock in or out” for another person. Please see the teacher’s handbook for further information on the school’s policy on time/attendance and lateness.

19. Excessive lateness and/or absences by teachers and other staff members are justifiable grounds for an unsatisfactory rating. Excessive is defined as a number above the school’s average. Payroll deductions are made for lateness.

20. Absences that extend into weekends, holidays, or recesses are considered suspicious and will lead to disciplinary actions, including, but not limited to, an unsatisfactory rating and a pay deduction. Do not request extensions by using sick or personal days. 

21. Trips with students must be educational, include all students, and be approved in advance. There must be a parent permission slip on file for every trip. No telephone permissions permitted. There is also a trip bulletin for teachers with further instructions that will be given out.

22. An assignment to paid coverage means that an instructional lesson will be provided. No movies, games, or free time is permitted.

23. All teachers are to have their lesson plans and books on their desks, accessible and open to the lesson they are providing. All teachers are to keep their marking books up to date and accessible.

24. All teachers are to record attendance and lateness in every class. This includes P.M. homeroom. Students who ask for passes are to be noted on the Section Sheet.

25. At 8:40, you should be in your room. Arriving at 8:40 by just entering the building, walking into the main office, or walking to your classroom creates a dangerous situation, because it leaves children uncovered and unsupervised.” (They are your responsibility) We encourage everyone to help out during the A.M. homeroom.

26. The A.M. homeroom period should be a silent independent reading period, not a time for student socialization. It makes the day start on a good note.

                                                                                                Very truly yours,

