Faculty Bulletin #__:    Proper Passes

Dear Colleagues:

When a student leaves the room for any reason, he must have a proper pass. The pass must include: student’s name and class, time, and teacher’s signature (not initials – easily forged). The student’s name is to be noted on the section sheet. The teacher, not the student, must fill in lavatory passes. Students on teacher errands should have a room pass and a written reason for the errand, signed by the teacher.

NO LAVATORY PASSES are to be issued during the first 10 minutes of the class or periods 1 and 8, except when the teacher decides it is a real emergency. NEVER SEND STUDENTS TO THE LETTER BOXES IN THE MAIN OFFICE. 

Hall Passing and Late to Class 


It is the responsibility of all subject teachers to be present for hall passing when the period ends, even if you are scheduled for a prep period. Teachers should actively supervise to ensure that students are relatively quiet, stay to the right, take the correct staircases, and arrive on time for their subject classes.


DO NOT GIVE PASSES BEFORE THE LATE BELL. Teachers are to mark a student who is late to class in their marking book, note it on the Section Sheet, and send a referral card to the Dean. We must all work together to end lateness.
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