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It is the policy of the Edgecombe County Public School System not to discriminate on the basis of race, ethnic origin, sex, or disability in its educational programs, activities or employment policies as required by Title IX of the 1972 Educational Amendments, Section 504 of the Rehabilitation Act of 1973, and Title II of the 1990 Americans with Disabilities Act (ADA).

	POLICIES AND PRACTICES



All staff, certified and noncertified, will sign in this year immediately upon arriving to school.  The book will be located in the copy room.  All teachers are expected to arrive at school by 7:10 a.m., and teacher assistants are expected to arrive at school by 7:10 am. 

Teachers will remain at school until 3:20 pm.  Teacher Assistants will remain at school until 3:20 pm.  Teacher and Teacher Assistants are required to work an eight-hour day.  In case of personal emergencies, the principal may approve a request for an individual to leave early.


No employee is to leave the school grounds during the contractual day without consulting with the PRINCIPAL.

All meetings will be held on Wednesdays.  Faculty meetings will be held in the MEDIA CENTER.  Please try not to schedule appointments on Wednesdays.
	COLLECTION OF MONEY



All money collected by the teachers will be turned in to the school office.    Turn in all money before 1:30 p.m. in order that we may have time to make a deposit.  
DO NOT HOLD MONEY!  NO EXCEPTIONS!

Each year, there are a few bad checks given.  Before accepting a check from any student for any fee, write his or her name on the check to help us trace those checks returned to us by the bank.  Do not allow students who already owe money to the school to participate in fundraisers.  A dept slip will be placed in their permanent folder.  Give a copy of all debt slips to bookkeeper.  She should have a copy of old debts if you need these also.


(Teachers will collect and count all fundraiser money this year and receipt it before taking it to the office bookkeeper.)  We now must have at least two people to count money going through the school books.  The Central Office now requires you to wait while the money is counted by the bookkeeper in front of you.  If you do not do this, you will be held responsible for any money that comes up short.  Do not send money to the office by students or aides.  Teachers should turn in money directly to the bookkeeper.  


Teachers should use one receipt book completely before starting on a second book.  When a receipt book has been closed out, the total should be recorded on the front of the book.  Teachers should not share receipt books with anyone.  Tear out the white sheet and leave the yellow sheet in the book.  If you void a receipt, be sure to attach the white copy with the yellow copy.

1.
For money turned in to you:

a. Give an itemized receipt

b. Record in the appropriate receipt book provided by the county

c. Be sure the amount given to you is correct

2.
Record general fees in the local receipt book.
3.
To have too much money for the receipts issued is as serious as having too little.  Be                  accurate!  If in doubt, ask before you act.

4.
DO NOT LEAVE MONEY FOR WHICH YOU ARE RESPONSIBLE UNATTENDED AT ANY TIME FOR ANY PURPOSE.  
5.
Instruct students to bring the correct amount if possible.

6.
Keep your receipt books and turn them in at the end of the school year.  Use one receipt book completely before starting on a second book.  When a book has been closed out, the total should be recorded on the front of the book.  Teachers should not share receipt books with anyone.

7.
Give students the white receipts only.

8. Please do not write over or in any way change a receipt.  If you make an error, VOID THE RECEIPT, staple the original to the carbon, and make a new receipt.

9.
Please have all money turned in to the office in an envelope with the teacher’s name on the outside of the envelope.  (One is provided by the office.)

10.     Turn in your receipt book when money is deposited along with a money report.  Money                        reports may be obtained in the office.

11.        Teachers will collect all money and turn in to the bookkeeper.  Please keep accurate                           records.  You will be responsible for any money that is lost, stolen or unaccounted for.

	FUNDRAISERS



All fundraisers must be approved by Mr. Harris.  

	LESSON PLANS



Teachers are instructed that their lessons must be consistent with common core and NC Essential Standards.  Teachers are expected to use their professional judgment in the selection of topics and materials to use.  The administration is willing to address questioned topics or materials that might be used.  All lesson plans must be available in the teacher’s instructional data notebook by 7:40am on Monday (lesson plans shall be completed for the week).

No student is required to participate in a topic that is offensive to the student’s or parent’s beliefs.  The student’s grade cannot be negatively affected because of the student’s choice not to participate.  The student must be given another assignment that will meet the goal of the course of study being studied.  SCS objectives being covered should be listed in your plan book with every lesson.

	SUBSTITUTE TEACHERS



Teachers are responsible for securing their individual substitute for planned absences (i.e. medical appointments, etc.)  Rose Harrison will call a substitute teacher in the event of an emergency (i.e. death in the family, sickness prohibiting the teacher from calling, etc.).  Upon planning for a substitute teacher, please complete the leave form and submit to Mrs. Harrison.  Please utilize the calendar in the staff mailroom (adjacent to the media center) to indicate on the calendar when you have utilized a substitute.  In the event that you need to contact Mrs. Harrison outside of school hours, her home number is 823-1448 and her cell number is 813-7819.  
EMERGENCY LESSON PLANS ARE TO BE MAINTAINED IN YOUR INSTRUCTIONAL DATA NOTEBOOK WITH A COPY FILED WITH YOUR DEPARTMENT CHAIR.  EMERGENCY PLANS MUST BE IN PLACE BY AUGUST 31, 2015.  
	EMERGENCY SUBSTITUTE TEACHER FOLDER



 Each teacher is required to maintain an updated emergency lesson plan folder.  These folders should be updated every six weeks and a copy filed with the department chair. 
 Contents of the substitute folder shall include:


1.   All classes and homeroom rolls and seating chart


2.   Referral forms

3.  An instruction sheet telling where your class meets, when you have lunch, explanation         of lunch duty, or other duties you may have, procedure for going to the lunchroom,                and other pertinent  information

4.   Emergency lesson plan


5.   Detailed discipline plan

6.  The name of a buddy teacher the sub can ask questions

ALL ABSENCES, EXCEPT FOR EMERGENCIES, MUST BE APPROVED BY MR. HARRIS AT LEAST FIVE (5) DAYS IN ADVANCE.  FOR 12 MONTH EMPLOYEES, ALL ABSENCES DURING THE SCHOOL YEAR MUST BE APPROVED BY MR. HARRIS AT LEAST FIVE (5) DAYS IN ADVANCE AND ALL SUMMER VACATIONS MUST BE APPROVED BY JUNE 10TH.
(VERY IMPORTANT)             STUDENT CREDITS            (VERY IMPORTANT)
 
Every homeroom teacher should make an accurate check of each student permanent record to insure that he/she is enrolled in the necessary and appropriate courses for promotion at the end of the year.  THIS IS ESPECIALLY IMPORTANT FOR SENIORS.  If the student is not taking the courses necessary for graduation, it should be brought to the attention of the GUIDANCE COUNSELOR AND MR.  HARRIS IMMEDIATELY.


Suggestions for the addition and/or correction to Senior schedules should come from Mr. Harris or the Guidance Counselor. 

	ATTENDANCE AT PROFESSIONAL MEETINGS AND WORKSHOPS



When a teacher attends a professional meeting, in-service workshops and so forth, where the principal has approved such attendance as an assignment of regular duties, attendance shall be reported as professional leave and the appropriate leave forms must be completed.

	ADDITIONAL INFORMATION


1.  Any student dismissed from the classroom is to be taken to the Assistant Principal or the                   Principal.  Teachers cannot put students out of a class permanently.  Call the office if you                 need assistance and an administrator will go to the room.  Teachers cannot assign ISS.  This             must be done by an administrator.
 2.  DEAD TIME -The first 10 minutes and the last 10 minutes of each class period are considered        Dead Time for hallway use.  NO STUDENTS will be allowed to leave the classroom for any           reason, except in an emergency.
3.  HALL SWEEP – The first five minutes of each planning period shall be utilized by all staff members to check to ensure that all students are in class.  Bathroom(s) nearest to your assigned room should be checked to ensure that students are in class or have a proper pass.  Students who are out of area should be escorted to the office.  

	REFERRAL PROCEDURES


LD, EMH OR TMH CLASSES


SSMT is an interdisciplinary team that consists of student services personnel, selected classroom teachers, and administrators who assist at-risk students.  Members of the SSMT will review referrals received from the school counselors concerning students who are experiencing severe problems that substantially limit the students’ learning.  The team will make recommendations and take appropriate actions to eliminate or reduce these problems where possible.  Referral Process:  Teacher, Counselor, SSMT (1or 2x) Screening (forms and screening) SBC.  SBC checks accuracy of RE forms. Students referred for LD, EMH or TMH should have been through SSMT first.


Teachers who wish to refer a child to the Exceptional Children's program should pick up an Initial Referral Form (EC-1) from guidance office or from an Exceptional Children's teacher, and return it after supplying the requested information. Teachers may be requested to attend a placement meeting when the referral is discussed.

NURSE

Teachers are asked to write a brief description of the nature of the problem and put the information in the nurse's mailbox.  Please attach the student health card to the referral paper.  If it needs immediate attention, inform a counselor.

	FIELD TRIPS/SCHOOL RELATED ACTIVITIES



All out of state, overnight or extended day trips must be approved by the Board of Education two (2) months before the trip.  Make sure you include funds for the cost of the bus to pay back to the school.


The principal must approve all field trips.  The field trip must have educational value to be approved.  Sponsors must get each parent to sign permission slips before a student goes on a field trip.  Field trips include all school-related trips and/or activities involving students regardless of when they take place (includes trips/activities during non-school hours).


No field trips will be allowed the last 4 weeks of a semester unless it is an emergency situation.  
	USE OF COUNTY ACTIVITY BUS FOR FIELD TRIPS



Please follow this procedure when requesting an activity bus for a field trip:


1.  The field trip or activity must be approved by Mr. Harris.  

2.  If the activity is approved, the fieldtrip request will be completed through the Travel    

     Tracker system.

3.  If an activity bus is available, and the trip is approved at the central office level, you will                   be notified about bus pickup.


4.  The advisor/sponsor of the trip is responsible for getting the bus to SouthWest and for           having the bus returned to the Central Office at the appointed time.


5.  The advisor/sponsor is responsible for getting a certified and responsible driver for the        bus.


6.  The advisor/sponsor is responsible for cleaning the bus of litter and debris before it is          returned to the Central Office.

7.  An assistant principal can provide assistance in securing a driver and getting the                      activity bus to and from the Central Office, provided he is contacted THREE DAYS             PRIOR to the date of the trip.


8.   Mrs. Langley is responsible for getting the activity bus for all athletic functions.


9.  The charge for the activity bus is $1.75per mile, or the current rate. Be sure your club                        pays this to the bookkeeper.

            10.   Handling fees may be added to costs as needed.

Edgecombe County Schools

TRANSPORTATION PROCEDURES

ACTIVITY BUSES AND MINI - BUSES

A. 
Request
1.
Requests are to be made to the transportation department two weeks prior to trip date via the Travel Tracker system. 
2.
Emergency requests should be made to the transportation department by phone and followed up immediately by the written request.

B.
Pick- Up
1.  
All activity buses are to be picked up at the transportation department during regular operation hours.
2.
If a bus needs to be picked up during a time when the transportation department is closed, contact the transportation department for special instructions.

3.
DO NOT pick up activity buses without first getting permission from the transportation department office.

C.
Recording Trip Mileage
1.
Trip mileage is recorded in the Travel Tracker system when the request is made.

2.
If mileages are not recorded or are recorded incorrectly, there will be no alternative but to estimate the trip mileage and charge the school or club the amount to be billed.
D. 
Bus Return
1. 
All buses are to be returned the same day they are used.

2.
If a bus is to be kept overnight, prior approval must be granted by the transportation department.

3. 
Buses returned after the transportation department is closed should be parked in the large parking lot facing Sunset Avenue. Close all windows, lock all doors and place the key in the box on the fence gate located at the back of the parking lot.

E.
Food and Drink

There should be no eating or drinking on the buses and they should be reasonably clean when returned.

F.
Rear Emergency Door

The rear emergency door thumb bolt lock on the activity buses must be in the open (unlocked) position before the engine will start.

G.
Activity Bus Drivers

1.
Drivers must be at least 18 years of age and have a valid school bus license or CDL license with a "P" endorsement.

2.
Drivers must be on the active Edgecombe County Schools random drug and alcohol testing list. They must also be willing to take a drug and alcohol test any time they are randomly selected.

NOTE:  Due to policy changes, we are now verifying all drivers of activity buses.  Please be sure to fill in the Driver Assigned Section.

H.
Cellular Phones

1.
There are cell phones available for use in case of an emergency while using an activity bus.

2.
Phone requests are to be made to the transportation department by the school principal or his designee in the same way as activity buses.

3.
Phones may be picked up at the transportation department at the same time the activity bus is picked up.

4.
The schools are responsible for the security of the phones while in their possession and also the safe return of the phones to the transportation department.

PARENT-TEACHER CONFERENCES
Parent-teacher conferences are the primary channel of communication to understand a student's needs and problems.  Should you or a parent feel the need for a conference, please try to schedule meetings before or after regular class time.  Planning times, however, may be an option.  Remember Wednesday afternoons are saved for general school meetings.  

If you need to see a parent and have been unsuccessful getting him/her to school, ask the guidance counselor or principal for assistance.  If there is a social worker involved with the student and his/her family(s) he may be asked to bring parents without transportation to school for conferences.

GUEST SPEAKERS/COMMUNITY RESOURCES
Use of guest speakers is encouraged.  The form Guest Speaker should be obtained from the office.  The completed form should then be submitted to the principal for approval.

TEXTBOOKS


Katelin Row is the Assistant Principal in charge of textbooks.  Number all textbooks with a marker.  Teachers need to record the textbook issued to each student.  This should be recorded in a roster format beside the student's name.  Make a master list with book assignments to use at the end of the year when taking up books.


CHANGING CLASSES


Hold students in room until the bell rings.  DO NOT LET STUDENTS STAND IN THE DOORWAY.  DO NOT RELEASE STUDENTS EARLY.  Teachers are to stand in the hallway to assist with student transitions.

REIMBURSEMENT PROCEDURES

To secure reimbursement for personal funds spent on bona fide staff development activities, following these procedures:

While at the conference:

· Obtain receipt for registration.

· Obtain receipt for overnight lodging.  Those sharing a room should request individual billing when registering at the hotel.

· Meal receipts are not necessary.

After the conference:

· Complete the Edgecombe County Schools REIMBURSEMENT OF TRAVEL AND EXPENSES FORM.

· Attach receipts for lodging and registration and a copy of the PRIOR APPROVAL FORM.

· Submit to principal/supervisor to sign and code and forward to the finance office.

· Reimbursement checks will be issued on the 15th of the month for requests received by the first of the month and at the end of the month for requests received after the first of the month.

· Keep a record of your expenses beyond reimbursement for tax purposes.

· Reimbursement requests should be submitted no later than one month after the date incurred. 

· Requests submitted after one month may not be approved.

· Purchase of other items is not allowed for reimbursement.

	EMERGENCY DRILLS



Emergency security measures will be taken in case the general welfare of the school is in question.  An announcement will be made to signal this situation.  With the announcement of “CODE RED”, the teachers should lock their classroom door, have the students sit on the floor, and allow no one to leave the room for any reason. Students should remain silent!  If the announcement of “CODE BLUE” is made, students and staff have 30 seconds to prepare to evacuate the building before an evacuation is signaled. When the announcement of “CODE GREEN” is made, the normal daily schedule and activities are to be resumed.  

	FIRE DRILL INSTRUCTIONS



Teachers will emphasize the seriousness of fire drills and how hazardous it could be in the case of a real emergency.  We must have an organized plan of exit.  Please go over the following steps of procedure carefully with the students in all classes during the day.  Written reports may be requested regarding fire drills.  IN THE EVENT OF FIRE, DO NOT USE THE ELEVATOR!!

1. The emergency signal will be a continuous ringing of the bells or bull horn.

2. There should be one student for each class appointed to see that windows are closed, lights are off, everyone is out of the room and to close the classroom door.

3. The first student to reach the outside doors should hold doors until all groups are out of the building and then see that the outside door is closed then go out to be with the group

4. In each building a male and female should be appointed to check restrooms and see that no one is left behind.  Notify an administrator if there should be a student too sick to vacate the building.

5. There is to be absolutely no running during the fire drills.

6. Students should be quiet and orderly during the fire drills.

7. Students should be in a straight line while leaving and returning to the building

8. When students are outside, they should remain in line, turn around and face the building, remain quiet and listen for other instructions which may be given by the principal or assistant principal.  Teachers should check class rosters to ensure that all students are accounted for.
9. Students should leave all books in the classroom during fire drills.  Only take valuables (pocketbooks, etc.). Coats should only be taken when weather is extremely cold or wet.  GET AT LEAST 200 FEET FROM THE BUILDING.
10. Each group will remain outside until given the signal to return to class by the principal

11. There will be absolutely no pushing or shoving during the fire drills.

12. When two teachers are using the same exit at about the same time, one teacher should lead the group and one should follow so that all students will be supervised.

13. Teachers are responsible for seeing that drills are quiet and orderly and that buildings are cleared safely and as quickly as possible.

14. Drills will be practiced at unannounced times throughout the year.  We hope that we never have a real emergency but let’s be prepared in case we do.

UPSTAIRS CLASSROOMS MUST USE THE SAME EXITS AS USED DURING THE TORNADO EVACUATION PLAN (SEE PAGES 11-12).
	TORNADO INFORMATION



In the event a tornado or a severe thunderstorm threatens any school in Edgecombe County, proceed according to the following plan:

A. A TORNADO WATCH STATING THAT CONDITIONS EXIST THAT ARE CONDUCIVE TO PRODUCING TORNADOES IS RECEIVED:

1. The superintendent or designee will notify the principals

2. The principal will turn on his weather alert radio and listen for weather advisory information.

3. The principal or his designee will notify all teachers

4. Teachers will continue regular classroom activities

5. Students will be informed of the tornado watch

6. School will be dismissed at the regular time, and bus drivers will follow regular routes, using due caution

B. A TORNADO WARNING – TORNADO HAS ACTUALLY BEEN SIGHTED

1. The principal or his designee will notify all teachers

2. Leave windows closed, Close blinds

3. The clerical and guidance staff will secure all records

4. All students and staff will immediately proceed to tornado shelter in accordance with tornado shelter plan posted in each room and assume a curled position so as to protect their eyes and heads once in the tornado shelter

5. The custodial staff will turn off all utilities

6. All teachers will take roll and notify the principal if someone is missing

7. Search party will follow up

8. All qualified personnel will render first aid as necessary

9. It shall be the teacher’s responsibility to assign other students to move handicapped students to a place of safety.  This place most likely would be an inside wall.  If they are in a wheel chair, they should be rolled near an inside wall with hands covering their heads, if possible.

10. Students and staff will not return to their classrooms until the principal or his designee declares it safe to do so

11. School bus drivers will not be permitted to leave on their bus routes as long as a tornado warning is in effect

C. IF THERE IS NO WARNING, BUT A TORNADO IS SIGHTED APPROACHING THE SCHOOL

1. All classes will be notified by the intercom emergency horn or runners

2. If time permits, tornado warning instructions will be followed

3. Things to remember:

a. avoid windows, auditoriums, gymnasiums, or other structures with wide and free span roofs

b. take a position near an inside wall-avoid windows and doors

c. assume a curled position with arms and hands protecting the eyes and head

d. get under any heavy furniture available

D. IF THERE IS NO WARNING, BUT A TORNADO IS SIGHTED AND APPROACHING YOUR BUS

1. If a ditch or other relatively safe place is available and time permits, bus driver will unload students there and all will assume protective positions

2. As soon as it is safe to move, students will be reloaded on the bus.  The driver will stop at the first available telephone and call the appropriate school principal and make a report.

3. If no safe place is available, but driver will drive at right angles away from path of the tornado, if possible.

4. Students will take the curled position within the bus, leaving windows closed, until advised to leave the bus or until the emergency passes.

TORNADO EVACUATION / LOCATION PLAN

THE SIGNAL FOR THE TORNADO DRILL WILL BE FIVE SHORT BELLS.
DO NOT USE THE ELEVATOR!
A.
Physical Education classes will report to the gym locker rooms.  When classes are                    assembled outside, students will report quickly to the inside gym locker rooms.  

B.
All upstairs classrooms will need to relocate to a downstairs location.  The                                following classrooms will report to the following locations:



I.
M237, M238, M233, M236, M234, M202, M207, M205 



(EXIT USING STAIRCASE NEAR ELEVATOR)




M237, M238, M233, M236, M234 – Line hallway from outside of Art 




classroom and Band classroom.  Keep ten feet back from front entrance 




window glass.  




M202, M207, M205 – Line main hallway opposite of the guidance / student                             services department.

II. M206, M208, M227, M228, M229,

(EXIT USING BACK STAIRCASE NEAR FOREIGN LANG. DEPT.)

M206, M208 – Line the walls of the BOY’S BATHROOM outside of the Principal’s office.
M227, M228 – Line the walls of the GIRL’S BATHROOM outside of the Principal’s office. 

M229 – Line the wall outside of the Principal’s office.

III. M211, M213, M212, M214, M217, M219, M220, M218

(EXIT USING THE FRONT STAIRCASE THAT EXITS INTO THE CAFETRIA.)

M211, M213, M212, M214, M217, M219, M220, M218 – Line the “Short Hall” (both sides).

IV. M223, M224, M225, M226

(EXIT USING THE BACK STAIRCASE THAT EXITS ONTO THE “SHORT HALL” AND “H HALL.” 

M223, M224, M225, M226 – Line the Hallway on the opposite side of the classrooms on the “H Hall.”

C. All Art and Band classes will remain in their classrooms.  Art students should    assemble on the floor and away from windows.

D.
Students in In-School Suspension shall report to the hallway outside of the                            Principal’s office on the wall immediately outside of the BOY’S BATHROOM.

E.
H102, H104, H105, H107 – Report outside of classrooms onto the H-Hallway.                     Students should be placed immediately outside of the classroom doorways and line               the hallway from H102 down to the stairwell (stairwell near the teacher’s lounge).
F.   
M114, M115, M116 – Remain in place.

G. Media Center – Report to the laptop secure storage area.

H.
M101, M104, M108 – Remain in place.  M101 should take care to avoid glass in                  window and door area.

I.
M107 – Report to hallway outside of science classrooms.

J. M103, M109, M112, M111B, M111C – Remain in place.

K.
M111A – Report to M111C.


L.
M113 – Report to M111C.


M.
S101, S103A, S103BS104, S105, S108, S109, S111A, S111B – Report to hallway                  outside of classrooms.

N.
T117, T116, T115, T114, T113, T112, T136, T139, T134, T135, T130, T131, T133,             T110, T137 – Report outside of classrooms and into the hallway.  Teachers should                take care to locate students approximately ten feet from glass in windows and doors.             Students should occupy approximately the area that encompasses the outside wall of             their classroom.  

In the event that a tornado occurs during the lunch period, students should utilize the hallways in the “Shop Area,” Main Hallway, and “Short” and “H Hallways.”  All quiet will be called for in the cafeteria and an announcement made to indicate as to which areas portions of the cafeteria should report for shelter.  

Cafeteria staff shall seek shelter in the storage areas of the cook prep. area.

Office staff and guidance personnel shall seek shelter in their offices.  


The following teachers are asked to serve as “lookouts” during the tornado watch:



1.  Col. Mike Whitehurst
Rear of building (Baseball Field)


2.  Richard Spence

bus and student parking lots side of building

    

3.  Debbie Pippen

front or highway 43 side of building



4.  Stan Lee


greenhouse side of building

	EMERGENCY EVACUATION PLAN/BOMB THREAT



DO NOT USE RADIOS.  We will announce “At this time, we are under our code blue emergency evacuation plan.  Search Team members (Whitehurst, Spence, Pippen, Lee, Assistant Principals) please report to the office.  Students and staff will exit the building like we do for a fire drill and then report to the stadium.  No one is to leave the campus.  No one is to use a cell phone.  A cell phone can possibly cause an explosive device to go off if one is on campus”.


Teachers are to do a quick search of your classroom/work station before exiting.  You should look for anything out of the ordinary (box, package, envelope, book bag, etc.)


Teachers are to check roll in the stadium.  Students and staff will remain in the stadium until further notice.


Cell phones are not to be used.  No one may leave campus.  All other students may sit on buses; if necessary we can bring in buses from another school).  Counselors and non-teaching staff will monitor students in Student Parking Lot.  All other teachers will be in bus area.

Search Team

Downstairs – S. Lee, Col. Whitehurst 

Upstairs – D. Pippen, Assistant Principal
Band Room/Theater – W. Holloway
Locker rooms – R. Spence
T – Building – Assistant Principal
Buses to Block School Entrances –
     Cafeteria employees with bus licenses.
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