KALKASKA MIDDLE SCHOOL’S MISSION STATEMENT

The staff of Kalkaska Middle School in partnership with students, parents and community will create a supportive and caring environment where every student can achieve his or her learning potential and contribute responsibly in a changing world.

KALKASKA MIDDLE SCHOOL PHILOSOPHY

We believe the following statements reflect our philosophy at KMS:

· The Middle School is about children ages of 11-14 in grade 6, 7, 8 who have unique problems, needs and anxieties; children who are at a stage of development that is leaving childhood behind and extending into the early stages of adolescence.

· The Middle School is an organizational pattern, which provides a transition period on the educational life of a child.

· The Middle School is a time of reinforcing skills, examining increasingly abstract concepts, and exploring a multitude of topics and activities.

· The Middle School assumes a child wants to and needs to:

· Organize his/her knowledge of social and physical reality.

· Learn to work well in peer groups.

· Become an independently functioning person while realizing the interdependence of man.

We believe the Middle School and the educational process is a total involvement of parent, teacher, and student.

SCHOOL SLOGAN

“Kalkaska Middle School – The Best is in the Middle!”

EDUCATIONAL OBJECTIVES/OUTCOMES OF THE KALKASKA MIDDLE SCHOOL STAFF

1. To provide learning activities that not only provides mastery of basic skill but also challenge all of our students in higher level thinking skills.

2. To provide for the educational needs of the student body, including the needs of the exceptional student i.e. academically talented, physically, mentally or emotionally handicapped.

3. To insure communication and cooperation both within departments and between them.

4. To provide students with the knowledge of good health/safety habits.

5. To provide activities for the students that help them develop academically, physically, and socially.

6. To promote and provide for parent involvement in the educational programs and needs of their child.

7. To insure adequate and timely communication between school and home on a student’s progress.

BROAD STUDENT OUTCOME

1. To develop an understanding of our heritage and culture, as well as those of other countries.

2. To begin developing the means to communicate effectively with various groups, including one’s peers.

3. To acquire knowledge, skills and understanding in all areas of study at the Middle School level.

4. To become a student with a positive attitude about one’s self towards the educational process.

5. To develop skills to work independently, as well as within a group.

GENERAL OPERATIONAL PROCEDURES

1. All teachers are expected to be present in the building at 8:00 A.M. and to remain until 3:15 P.M. unless dismissed by the building principal.

2. Classes begin at 8:15 A.M. and end at 3:10 P.M.

3. Mailboxes
· It is recommended that you check your mailbox at least twice a day.

· Staff notices will be posted on or near the teacher mailboxes.

4. Announcements
· Morning announcements will be made over the P.A. prior to Channel One.

· Afternoon announcements will be made at the end of the day prior to the dismissal bell.

· Classes should be quiet and attentive during the announcements.

5. Lesson Plans
· All teachers are responsible to have daily lesson plans.

· The plans should be complete enough for guest teachers to carry out a planned program for the entire period.

· It is recommended that these plans be completed a week in advance.

· Aligning the lesson plan to the GLCE’s or Standard/Benchmark that it pertains to is highly recommended.

· We must expect a wide range of academic ability between the top and bottom pupil assigned to us.

· The assignments and work should be planned so that each one makes the maximum achievement within the limits of the students’ abilities.

6. Professional Conduct 
· Do not criticize a colleague before students, faculty, or the public.

· If you have a problem with someone, seek the person out and discuss the problem with him or her personally.  Do so in a professional manner.

· The staff is encouraged to share ideas amongst each other.

· This promotes team unity and is good for the development of the students.

7. Confidentiality
· Confidential information that relates to students and staff should not be shared with anyone except the proper school personnel.

8. Unsupervised classrooms:

· An accident that occurs in the classroom, from which a teacher is absent, may well place the teacher and school district in a position of being negligent in its responsibility for the supervision of the students.  It is for this reason that classrooms should be supervised at all times, as well as for the safety and welfare of the children.  An unsupervised classroom is an invitation for an accident and the serious consequences that may ensure.  If you need to leave your room for any reason, contact the office for assistance.

9. Conference Periods:

· These are provided to allow teachers to plan for improved student instruction, to meet with parents on a pre-arranged basis, work on curriculum or building organization, and for staff instruction.  

· This time is to be used for your students’ benefit.  

· If you have to leave the building for any reason, please contact the principal for permission.

10. Teacher Supervision:

· It is the responsibility of all teachers to supervise the passing of classes by being stationed near their classroom door.  Teachers are responsible for student behavior in their general area during passing times.

11. Safety
· Students and staff must wear safety glasses at all times where any hazard to the eye exists.

· This also applies to visitors.

12. Greeting Your Classes:

· Teachers should great each class at the start of the period and begin the instructional unit.  

· Be prompt.  We expect students to be on time, so we should set the example.

· If it becomes necessary to leave the class, contact the office.  Students are not to be left unattended.
13. Please do not ask fellow teachers to excuse a student from their class to work for you.  

· Their class, to them, is every bit as important as your class is to you.

14. Student interruption of classroom instruction should not be permitted.

· Usual interruption by office personnel will be kept to a minimum.
15. The bell does not excuse students in our school, teachers do.  Please see that all students are impressed with the fact they are not excused until the teacher so indicates.

16. Attendance

· To be taken by the teacher during the first few minutes of each class period.

· Each teacher must maintain accurate attendance.  Your record book is the legal attendance record of the school and may be used by the court system to determine truancy.  Please refer to attendance code found in the appendix, on page 27.

17. Class and Student Council activities as well as all assemblies, are part of our instructional program.  

· Teachers are expected to attend and assist in those activities.

ATTENDANCE

FOR STAFF:

1. Teachers are expected to:

· Be available to supervise students.

· Be in their classrooms at the start of school.

· Remain at the school until students are dismissed.

· Support staff should report and be on duty at their appointed time and place.

2. Meetings/staff and PLC

· Staff meetings will be held on the first and third Monday of the month .

· Additional meetings will be held as needed.

· Please keep your calendar clear on those days.  

· Support staff is encouraged to attend all meetings.

· All staff is expected to attend a total of three hours of staff/PLC         meetings a month.

· Shared staff will follow a calendar set by principals.

3. Illness

· If you are ill and unable to teach, call the appropriate person by 6:30 A.M. on the day you will be unable to attend.

· Call (231) 369-2100

· While you do not make your own selection of a substitute, you may suggest a substitute you feel will do an adequate job in your classroom.

· You may be asked to provide a doctor’s note after being absent 3 consecutive days.

4. School functions

· You are encouraged to attend as many as possible.

· Students show much more interest in extra-curricular activities when staff members are present.

5. Taking attendance

· To be taken at the start of each class by the teacher.

· Attendance (scantron) sheets are to be placed outside the classroom during 1st and 4th Hour.  (To be picked up by the office.)

· Scantron attendance form markings:

· A = Absent

· T = Tardy

· E = Students on field trips or in-school detention.  This is so they will not be counted absent.  Put FT for field trip and DT for in-school detention in your attendance book.

· Accurate attendance for each class is very important.

1. A master attendance list will be completed and distributed to each teacher by the end of the day.  

1. Check with the office if a student is absent from your class and is not on the attendance list or vice versa.

· Official Attendance Book Codes

· E = In the correct square for the first day of class for all students
· D = in the correct square when student drops class, either by moving or a schedule change.
· / = Absent
· X = Excused absence
· /SP = Suspension
· /DT = In-school suspension
· /H = Homebound
· /T = Tardy
· \/T = Tardy-excused
· /TR = Truant
· /FT = Field Trip
· /PT = parent Teacher Conference
6. Necessity of attendance for a passing grade:
· Every class period is essential for a student’s educational growth.

· Daily attendance is necessary to receive a passing grade.

· The exchange of information between the instructor and the student cannot be replaced; however, additional work or make-up work will be assigned to compensate for time missed by the student.

7. Do not make common practice of excusing students during a class period to go to a locker or restroom.
· If a student must leave, they may be issued a pass using the student’s assignment log.  Time, destination, and your initials are to be noted on the pass.

· The student must use his or her own assignment log.

· Should the student fail to return to your room, notify the office immediately.

· Limit the student passes to one at a time.

8. Avoid excusing student from classes to do work for extra-curricular activities.
· Teachers should not request that pupils be excused from another teacher’s class.

9. Assigning Tardies:
· With four minutes allowed between classes, there are few if any excuses for being tardy.  A good example and consistency will eliminate this problem.

· Students with excessive tardies (3) in any one class will be given an after school detention by the teacher.

· These are to be written on the “Conduct Code” slips.

· The student is given the top copy, which is to be signed by the parent and returned to the teacher assigning the detention.

· The yellow duplicate is given to the office.  The pink duplicate is kept for your own records.

· Be sure to sign the student’s name to the proper detention list in the office.

· After school detentions cannot be assigned for the day of the infraction.  The student must be given 24 hours before the detention is to be served.

FOR STUDENT:

1.
The student attendance policy is described to the student in the student handbook.
· The following is policy explained to the student:

· Good attendance is a vital part of a student’s education.  At Kalkaska Middle School a student is allowed ten absences per semester.  Letters will be sent home notifying parents of students’ absences.  A conference with the parents may be requested to help solve a student’s attendance problem.  Each case will be reviewed on an individual basis.  Good attendance is not only a reflection on their education, but is also important in preparing for the student’s future work environment.

CATAGORIZING STUDENT ABSENCES

The following describes how a student’s absence shall be labeled due to the events that caused the absence.

· EXCUSED
· This is assigned to absences due to illness or physical inability to attend school.  

· A note or phone call to the office should be made within two days of returning to school.

· If the student is to be excused for an appointment, the note or appointment card is to be brought to the office before school begins.

· The student will be issued a passport.

· Parents must sign their child in or out when they leave school or return.

· Family trips may be acceptable reasons for excused absences and will be judged on an individual basis.

· Approval must be received from the principal before the absence.

· A note must be brought to school prior to the trip.

· The student will bring a progress report for each teacher to grade and sign prior to approval of the trip.  

· UNEXCUSED
· Reasons for unexcused absences:

· Leaving school for any reason without permission from the office.

· Failure to report to a class or assigned activity.

· Failure to attend school as required.

· Failure to present an excuse within two days following an absence.

· NO STUDENT IS TO LEAVE SCHOOL OR ABSENT HIM/HERSELF FROM A CLASS AT ANY TIME DURING THE DAY WITHOUT PERMISSION FROM THE OFFICE.

· Students are to report to office at once if unable to attend a class.

· Contact with the parent or person listed on the emergency card will be made if it seems advisable that the student leaves school.

· Any absence incurred due to failure to follow this policy will be termed truancy.

2. Homework.

· Students are allowed one day per day of absence to make up work.
· Work turned in after this time period is considered “late.”
EXTRA CURRICULAR ACTIVITIES/ELIGIBILITY

In addition to the minimum requirements set up by the MHSAA, the following suggestions regarding extra-curricular eligibility have been adopted by the Kalkaska Board of Education.

1. Any student involved in an extra curricular activity must meet the following criteria in order to be eligible to participate in the given activity.

· Maintain a passing grade (D- or above) in all classes.

· A student may only have two grades within the D range (60%-69%) assigned from two different subjects.  

· A third grade within the D range (60%-69%)will result in the student being ineligible.

· A single, failing grade results in ineligibility.  

2. Eligibility will be based on the student’s cumulative grade in a subject on each Thursday morning preceding the week of competition.  

· Ineligible students may not leave during school hours to travel with their team or group.

· It is recommended that ineligible students not travel at all to away games.

TEACHER ELIGIBILITY POLICY GUILDELINES

· By Wednesday morning, teachers will receive eligibility forms.

· The mark on these forms will apply to the following week.

· Students on the form will be given one of the following marks: eligible, ineligible, or warning.

· Students marked eligible have met the eligibility requirements.

· Students marked ineligible have failed to meet the eligibility requirements.

· A single, failing grade results in ineligibility.

· Students shall receive a warning if their grade falls within the D range (60-69%).

· A student may receive up to two warnings (in different subjects) and still remain eligible.

· Upon receiving a third warning, the student shall be ineligible.

· Students must receive a warning in a class before that student is marked ineligible.  
· This applies to the beginning of each new season/sport.
· The eligibility forms must be turned in to the office before the start of school on the following Thursday.

· Teachers absent and therefore unable to complete the eligibility list for their students shall provide a completed copy to the office upon their first day back in school.

· The athletic coordinator will provide coaches with a list of all ineligible students on Friday.  (Prior to the week in question.)

3. Any student who participates in activity events (athletics, plays, cheerleading, etc.) must be in school at least one-half day on the day of the event in order to be able to participate.

· Any student who is absent during an entire school day is not eligible to attend any of the school activities that evening.

4. A student with a major violation of the code of conduct:

· If involved in interscholastic sports, will lose the privilege to participate for one week of competition.

· If involved in extra curricular activities will lose the privilege to participate in a week’s activity with the group.

· Upon committing a second major code of conduct violation, a student involved in either statement listed above shall be disqualified from all remaining participation during that competitive season.

· Students who violate our district’s substance abuse policy will become ineligible for all extra curricular activities for one year.

6. Interscholastic sports such as football, basketball, track, volleyball and cheerleading all require a current physical.
· If the student does not have a current physical, the student shall neither practice nor play until a current physical is on file at the school.

7. Extra curricular activities include such programs as Student Council Future Problem Solving, O.M., and Math Teams etc.
BUILDING USE AND CARE

1. Teachers should lock their room at the end of the day.
· Windows should be closed, and the lights should be turned off.

· Money or other valuables should not be left in the classrooms.

2. Teachers are not responsible for cleaning the room.
· It is the teacher’s responsibility to see that our students are considerate of the equipment and other supplies they use.

· All rooms are to be left in a clean and orderly condition at the end of the day.

· Teachers will check for students who mark or damage equipment in the room.

3. Teach students to respect school furniture.
· Any furniture or equipment that is damaged or worn out should be reported to the custodian and principal so proper repairs or replacements can be made.

· Refrain from using broken or worn out equipment.  This may lead to injury.  It may also encourage students to be careless with school equipment.

· Do not allow students to rest their feet on the chairs, sit on desks or tables, or sit on top of the unit heaters.

4. If your room is not being maintained or cleaned according to reasonable standards, please notify the principal.

5. You are responsible for removing all writing from the board.
· If you wish to save any writing, please indicate this material by writing “saved” near it on the board.

6. Classroom rules and regulations.
· All staff should have such rules clearly posted in their room.

· The students should be made aware of such rules.  

· This will allow them to expect how the class will be operated and what discipline to expect.

· Having the rules displayed is important for your protection in case of an accident or class problem.

· Do not permit students to wear coats in class unless the room is unreasonably cold.

· Hats are not permitted at any time in the building.

· Hats may be worn in coordination with special events (spirit week).

· A special effort should be made by all teachers to eliminate any possible cheating in class.

7. If students are to be kept after school:
· Do not leave them unsupervised.

· If you must leave them, make arrangements to have the students supervised.  (Call another teacher or the administrator.)

· If you penalize a student, you should carry out the punishment personally.

· Provide parents with 24-hour notice before keeping a student.

· All parents must be notified of your intent to keep children after school.

· Place name on the detention slip in the office.

· If you are absent, reschedule and notify students through the substitute teacher or through the office.

8. Library use
· Before taking a large group to the library, the librarian must be consulted first.

· It is recommended that your name be logged in the sign-up log in advance.

· Students may be sent to the library alone if they have their assignment log with them.

· Prior approval from the librarian is also required.

· Students sent to the library must have adult supervision by a staff member.
· Impress upon all students that the library is a quiet place to work.

9. Office Equipment
· Office phone.

· To be used exclusively for school business and emergencies.

· Personal calls must be kept to a minimum.

· Long distance calls should be charged to your home phone, or you may use your own cellular phone.

· Copy machine

· A copier is available in the office for school use.  

· Another copier is available in the teacher’s lounge.

· Please only make copies of what you will use.  Limit the number of copies so we may save paper.

· Avoid using the copiers for personal use.

· Fax machine

· This is available in the office for school business.  

10.  Office Phone/Students
· Students may also use the phone in their teacher’s room.  Permission is required.

· Students are not to be excused from classes to make phone calls.

· Any student with an injury or illness is to use the office phone to call home.

11. Cell phones

· Staff members are allowed to bring cell phones to school, however, the use of such phones should not interfere with instructional periods.
· Avoid having cell phones out during class.

· Do not use cell phones for personal use during class periods.
· Use of cell phones before school, after school, during lunch, and during a teacher’s conference hour is permitted.
· Students are allowed to have cellular phones at school; however, the use of such phones is strictly limited.
· Students may use cell phones or other electronic communications devices during the period before classes begin in the morning and after the student’s last class in the afternoon.
· These devices are not to be used during instructional time or in the time passing between classes unless it is a clear and defined health or safety emergency.
· Such electronic devices shall be turned off during class time, during passing times between classes and at school-sponsored events where disruption may occur.
· Devices operated in violation of the school’s policy, or for illegal purpose, shall be confiscated and not returned until, where appropriate, parent(s)/guardian(s) conference has been held.
· Students found to be using such devices to send or receive personal messages, data, or information that would contribute to or constitute cheating on test or examinations shall be subject to discipline and the device shall be confiscated and not returned until a parent conference has been held.
· Students violating this rule will be disallowed from carrying any personal communication device following the incident unless it can be established by the building principal that such a device is necessary for a bona fide health or safety emergency.
· Students found to be using any electronic communications device in violation of these rules shall be subject to disciplinary action under the Student Code of Conduct.  Where appropriate, police authorities may be contacted.
12. Computer Lab/ Mobile Laptops
· The use of the lab is based upon importance to the curriculum.

· Use of the lab cannot be scheduled more than two weeks ahead of time except for those units that are required by curriculum.

· Scheduling is operated on a first come, first serve basis.  Priority is held for typing or computer instructional classes.

· Schedule your time needed in the planners located in the computer lab.  (The computer lab and the mobile laptops have separate planners.)  Record your name indicating which hours you will require the lab or laptops.

· If your class requires the lab during the same time as a typing or computer class, you must seek approval, in advance, from the instructor in order to use the lab.

· Flexibility is appreciated.

· When using the laptops:

· Be sure to run the batteries down completely before changing to the correct spare batter.

· Spare batteries are numbered according to which laptop they serve.

· At the end of your use, take the laptops to the next room in which they will be used.

· If you are the last person to use the laptops, return them to the

computer lab for recharging.

· Additional policies:

· No gum or candy is permitted when using the computers.

· No horsing around.

· Students messing around with the control panels will lose the use of the computer.

· School computers are for instructional use.  Students are not permitted to use/install software brought from home.

· Students who are inappropriately using the internet may lose the use of computers.

· Students are to be supervised at all times when using the computers.

13. School facilities or equipment are not available for personal use.
· Using the school in this manner is viewed as poor public relations.  

· The school district will not assume the liability for anyone using his or her facilities or equipment without permission from the building administrator.

· Please check with the building administrator before using the facility or equipment for uses other than student instruction.

· A building use from must be submitted and approved for use of the building and/or equipment.

GRADING PROCEDURES

Students are formally evaluated with regard to academic and citizenship achievement.  Report cards are issued every nine weeks.  Letter grades present on report cards are given according to the following scale:

-Academic Grades-

1. Grade Descriptions.
· A (Excellent), B (good), C (average), D (poor), F (failing), N (no grade), P (participating), or I (incomplete)

2. Honor Roll.

· This is to be compiled each marking period and will give recognition to students who receive a grade point average of 3.0.  

· Students with a grade point of 3.0 or better who have any grades below a C- will not be eligible for the Honor Roll.

· Grade point averages and rank in the class will be computed on a 4.0 system. 

· An incomplete (“I”) is given only if a student has been absent for an extended time period immediately preceding the close of a marking period.

· The incomplete must be removed during the next marking period.

· Teachers should try to have the “I” replaced with a letter grade within three weeks.

3. Grading scale to be used by teachers.
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4. Grade Books.
· Must be kept up to date and accurate.

· All student grades including marking period grades will be kept in the grade book.

· “Grade Machine” or other grading programs may be used in place of the grade book.  However, a hardcopy must be made of each marking period.

· If a computer program is used to record the students’ grades, it is highly recommended that backup copies of the grades be made frequently.

· All teachers must write their name and the school year in their grade book. 

· These will be turned into the office at the year’s end.

· If a computer program is used.  Hardcopies should be printed and stapled into the grade book that is to be turned in.

5. Tests and Assignments.
· Should be given back to the student with a grade or comment in a timely manner.

6. The End of the Marking Period.
· Teachers will receive a computer grade sheet from the office.

· It is the teacher’s responsibility to turn the grade sheet into the office by the posted deadline.

· Included on the grade sheet are the student grades and comments.

7. Homework.
· This is designed to develop the following:

· Self-direction.

· Better work habits.

· An improvement in the student’s ability to use books and resources outside of school.

· Is encouraged when it can be seen as a benefit to the students.

· It should not be assigned as punishment.

· Homework should be challenging, yet fair to the students.

8. Deficiency Notices.
· These are to be mailed or handed out at the mid-point of each marking period.

· You may also pass out such notices at any time in the school year to keep parents up to date on the student’s progress.

· Deficiency notices are available in the office, or you may use a teacher-made notice (recommended if you are using a computer grading program).

· Notices that are to be mailed should be given to the office at the mid-point date.

· This is typically by 8:00 AM on the Monday before the mailing date.

· A list of deficiencies will be given to the school counselor at the mid-point date.

· Deficiencies are to be given to students who:

· Are currently failing a class.

· Are currently in danger of failing a class.

· Have shown a significant drop in their grade.

· It is recommended that students who have below a C- receive a deficiency at the mid-point of the marking period.

· Students will not receive a failing grade (at the marking period’s end) if a deficiency was not sent home.

-Citizenship grade-

1. Citizenship Scores.

· Are evaluated in terms of respect for one’s self and the rights and opinions of others.
· It is a social scale that is separate from academics.
· Citizenship scores are evaluated as follows:
· 1 = EXCELLENT – The student:
· Regularly contributes to class activities.
· Positively influences the class.
· Willingly shares and helps peers, teachers, and school.
· Maintains a positive attitude.
· Displays leadership qualities
· Rarely needs prompting to correct inappropriate behavior.
· 2 = ACCEPTABLE – The Student:
·  Corrects inappropriate behavior when asked.
· Participates appropriately when called upon.
· Does not initiate a leadership role.
· 3 = NEEDS TO IMPROVE – The student:
· Negatively influences the class.
· Does not participate in classroom activities.
· Frequently displays disruptive behaviors and/or distracts others.
· Lowers classroom morale.
TEACHER DISCIPLINARY ACTION

The following steps should be taken before a student is sent with a disciplinary referral:

1. Student – Teacher Private Conversation.
· A teacher will have a private conference with the student about the behavior in question.

2. Parent Contact.
· A teacher will notify the parent if the inappropriate behavior continues.

3. Teacher Assigned Penalties.
· The teacher can assign disciplinary action consistent with the misbehavior.

· This may be done with the use of a “Conduct Code” disciplinary sheet.

· It is recommended that the parent be contacted if one is filled out.

4. Parent – Teacher Conference.
· A parent teacher conference may be needed to resolve continuing misbehavior.

5. Referral to Counselor.
· The Middle School Counselor is available to assist students in sorting out and solving many problems.

6. Disciplinary Referral.
· The teacher will supply a written report of previous infractions and penalties assigned.

· A student sent to the office for disciplinary action will be seen by the principal.

· Disciplinary action will be taken, and a written copy of the report given to the teacher.

7. Please refer to the Student Handbook “Code of Conduct” section for specific disciplinary procedures.

COUNSELING AND DISCIPLINE
There are times when a teacher sees that a student is becoming maladjusted in school.  Many of theses cases are not disciplinary in nature.  To help the student re-adjust, it may be advisable for the teacher to refer the case to a counselor.  In cases of this kind, the teacher will make out a referral slip to alert the counselor of the problem.  The counselor will talk the situation over with the teacher and then have a conference with the student.  When the case has been completed, the counselor will explain in writing orally the adjustment or recommendation that has been made and return it to the teacher.

PARENT PROCEDURES AND CONFERENCES

1. Encouragement.
· Make parents feel welcome and encouraged to visit the school.

2. Scheduling Parent Meetings.
· Parent-Teacher Conferences are held twice each year.

· Use this time to welcome the parent and encourage involvement in the student’s academic life.

· Seeing a particular parent may be accomplished by calling and arranging for a meeting at a mutually convenient time.

· Make yourself available for parent conferences during your conference hour if the need arises.

3. Contacting Parents.
· You are encouraged to regularly contact parents with something positive concerning their child.

· “Good News Cards” (blue) are located in the office for such an occasion.

· Avoid only contacting parents when only negative events occur.

· Phone calls, cards, emails, and progress reports are all effective methods of contacting the parents.  If one method fails to reach the parent continue with another method.

4. Teacher’s Log.
· It is recommended that teachers keep a log of all parent contact.

· It is also recommended that any incident that occurs be recorded in such a log.

· This may become useful when describing events to the parents.

CONFERENCE REQUESTS, PERSONAL DAYS, SCHOOL BUSINESS, PURCHASE ORDER’S

All of the forms described in the following section are located in the small filing cabinet in the school office.  The small filing cabinet is located directly across from the staff mailboxes. 

1. Conference Request and Personal Day Request Forms.
· These are available in the principal’s office.

· Must be filled out completely.

· Personal day requests must be filled out three days before the day requested.

2. Request for Payment Forms.
· Often called “Due to forms.”

· Are to be filled out upon return from a conference, 

3. Purchase Order Request Forms.
· Must be filled out with all appropriate information required by the sheet.

4. Requisitions
· All items, including textbooks, teaching supplies and equipment, needed for the following school year shall be put on a requisition form and submitted to the principal by the announced date each spring.

· Requisitions forms shall be filled out completely with all necessary information

· If you are ordering from a catalog not used by the office, it should accompany the requisition.

· Items purchased without prior approval will be the responsibility of the teacher.

5. School Trips.
· Make sure all of the necessary forms are completed.

· Students who will be attending the trip must have a permission slip completed by the parent and filed in the principal’s office.

All of the forms described above must be turned into the principal’s mailbox upon completion.  The principal will notify you if more information is required.

EVALUATION PROCESS

Staff members will be evaluated during the year according to the Master Agreement.

GUEST TEACHERS

The guest teacher has a very difficult task.  In most cases, meeting different kinds of students each day is not easy.  Likewise, following lesson plans made out by the regular teacher and adjusting to the different styles of administrative leadership found in each building require additional understanding.  The substitute must be able to make arrangements for babysitters at a moment’s notice, get around quickly, be well organized, and be prepared to teach all levels of students.  In some cases, they must teach in every academic area.  

1. In order to better help the guest teacher, the regular teacher should provide the following material:

· A Class Roster

· The seating chart.

· Extra duty instructions (lunch time duty)

· Detailed lesson plans

· The name of any student who may be of help

2. Remember the following when you have a guest teacher in your classroom.
· Guest teachers are judging the quality of teachers by the lesson plans left for them to work with.

· They are judging the quality of the administration by how they are treated when they are in a school.

· They are able to judge the school environment because they have the opportunity to see a variety of teachers’ classrooms in every building in the district.

· Their professional education also lends a great deal of credibility to their opinion of what goes on in the schools.

· What they say, how they act, and the message they carry to the people of the community could result in creating positive or negative feelings about the schools.

3. Preparing the students for a guest teacher.
· It may be helpful for the teacher to orient the students concerning behavior expectations prior to a guest teacher’s arrival.

· Students should realize that a guest teacher is to be treated like a regular teacher.

· Assignments that are given are to be completed as they would with the regular teacher present.

Preparations, as listed above, serve to help guest teachers and increase the likelihood that students will have meaningful days in class when their regular teacher is absent.  Students may be left with the impression that the guest teacher is not very important to their education if teachers do not take the time to speak with their students about their behavior when a guest teacher is present.  Thus, it becomes important in terms of good public relations to meet the needs of a guest teacher in every way we can.

EMERGENCY PROCEDURES

Kalkaska Middle School has developed this Emergency Guidelines Manual in an effort to provide a healthy, safe, and orderly environment for our students, visitors, and staff during an emergency situation.  Accidents, injuries, fatalities, and disasters (on a small or large scale) can happen at any time in the school, on the bus, or in the community.

These plans were developed with the coordination and collaboration of local public safety organizations.  Training for staff and students will be provided and appropriate information will be distributed to the parents and community members.

EMERGENCY TELEPHONE NUMBERS

FROM CLASSROOM PHONE, DIAL 9-0-911

FROM OFFICE PHONE, DIAL 8-911

1. EMERGENCY
CENTRAL DISPATCH-KALKASKA COUNTY

911

2. AMBULANCE
CENTRAL DISPATCH-KALKASKA COUNTY

911

3. FIRE

CENTRAL DISPATCH-KALKASKA COUNTY

911

4. POLICE

Kalkaska State Police…..…………………...………..258-2831

                 Kalkaska County Sheriff……………………………..258-8686

Village of Kalkaska Police……………………………258-9081

                                 FBI………………………………………………...231/946-7201

5. HOSPITAL
Kalkaska Emergency Unit……………………………258-7536

Kalkaska Memorial Health Center…………………..258-7500

                                Munson Medical Center…………………………231/935-5000

6. UTILITIES
Consumers Energy (Emergency Number)…800/477-5050

Gas Leak (Emergencies Only)…...…………….800/842-0842

Michigan Consolidated Gas Company

(Non-Emergency)………………………………..800/289-0600

Kalkaska Water and Sewer Department………………….…………………………258-9191

                              
Kalkaska Street Department…………………………258-9191

SCHOOL TELEPHONE NUMBERS

7. Kalkaska Middle School…………………….…………………….……258-4040 

8. Superintendent-Lee Sandy…………………….….………….258-9101 – Office

9. Principal – Diane Swoverland………………………..………...………...Ext. 205

                                                                                                    267-9230   Home

                                                                                             231-631-0183   Cell

10. Counselor – Rebecca Baker…………………...………………………...Ext. 207

                                                                                             231-564-1080 – Home

11. School Secretary
· Kim Acker……..…………..…………………………..………………..Ext. 203

       231-587-8188 – Home

· Vicki Krol…………………………………………..…………………….Ext. 201

                                                                                             231-258-5326 – Home

12. Maintenance Supervisor – Chris Seabolt…………….258-2991 Maintenance

· Week-End………….………………………...………………………..258-8865

· Daytime: William……..………………...……………………………..Ext. 222

· Nighttime: ……………...…………..………………………………….Ext. 222

13. School Nurse.  …………………………………………………..………… - Office

· Nighttime and Week-End...………………………………...………… – Home

ACCIDENT – SERIOUS INJURY – ILLNESS

It is important that all accidents are documented.  

1. Steps of Action:

· Contact Building Principal (Ext. 205) and stay with injured/sick person.

· A student may be sent to the office in order to inquire for help.

· If a certified first aid person is available, request that they administer first aid.

· Principal to contact School Nurse.

· The office will see that the parents are contacted and transportation is provided if needed.

· Complete an Incident/Accident Report Form.

· These forms are located in the office

· To be filled out by the teacher who was present, and must be filed in the office.

FIRE

1. Description:

· A fire in the building or on the premises REQUIRES the evacuation of the building site.

2. Signals:  

· CONTINUOUS RINGING OF FIRE ALARM.

3. Steps of Action:

· Call 9-1-1 (9-0-911on classroom phones) (8-911 on office phones).

· Sound FIRE ALARM.

· Take class list of students and phone numbers.

· Evacuate building to assigned places at least 300 feet from building.

· IMMEDIATELY notify fire fighters if a student(s) is missing.

4. Fire Drills:
· Fire exit procedures have been given to you and should be posted in your area of responsibility.

· Near the door to your room will be effective.

· All students are to be informed of the proper exit procedure from your area.

· All students and staff are required to leave the building during a fire or fire drill.

· Faculty members are required to take their attendance books with them to do a complete roll call.

· The “all clear” signal is one long ring of the bells.

TORNADO – WATCH

1. Definition
· There is a chance of dangerous weather later with damaging winds.  

2. Signal
· No warning will come from the sheriff department.

· Students will be advised.

· The office will remind students of procedures in case of warning.

3. Steps of Action
· The office will advise the total school that we are “on alert.”

· Lookouts will be posted and will be in constant communication with the administration office.

· School will continue as scheduled unless there is an upgrade of weather conditions.

· Students will be advised of exactly what to do and what precautions to take if a tornado should hit.

TORNADO – SEVERE WEATHER

1. Definition:  

· Severe weather warning (or tornado drill) will occur by:

2. Signals:  
· An announcement on the school P.A. system or:
· A backup signal of three short blasts on portable air horn or
· Bullhorn announcement by the Principal.

3. Steps of Action:

· INSIDE THE BUILDING:

· Upon hearing the severe weather or tornado alert, follow the Severe Weather Plan on the following page.

· Keep students away from windows and outside walls.

· Immediately list all missing students and last known location.

· Stay confined until announcement by Principal of “All Clear”.

· OUTSIDE THE BUILDING:

· Seek shelter immediately in the building.

· If unable to seek shelter in the building:

· Find shelter in a ditch or other ground depression.  Get as low as possible and lay face down with your arms protecting your head.

SEVERE WEATHER PLAN

1. Definition:

· Severe weather warning (or tornado drill) will occur.

2. Signal:

· An announcement on the school P.A. system or classrooms contacted independently.

3. Steps of Action:

· All classes should go to designate areas outlined on building map posted in classroom.

INTRUDER

1. Staff stops stranger(s) and inquires as to their business in the building. 

· Contact office to be sure they are registered as a Visitor.

2. Steps of Action

· Depending on the situation, the Principal will take appropriate action.

· Take charge of the situation.

· If in hall, stop stranger and inquire as to their business in the building.

· If in class, send student to the office.

3. If stranger has entered classroom, contact Principal as soon as possible.

4. Principal will determine call to 9-1-1, and to call for Code Red Lockdown.
5. Lockdown Procedure

· Announcement given by office: “Code Red Lockdown.”

· Go to the safest place in your classroom, out of sight from door and windows if possible.

· Pull the blinds and lock the door.

· Place SIGNAL card in window and under door – RED=HELP, GREEN=OK.

· Stay in this position until “ALL CLEAR” is announced by Principal.

STUDENT RUNAWAY - ABDUCTION

1. Definition:
· Student runs away from school building, from class trip, or student is abducted.

2. Steps of Action:

· Notify Principal/Classroom Teacher.

· Follow student if appropriate (student runaway).

· Principal will make determination to contact 9-1-1/Police/Parents/Superintendent.

· Provide picture of child to Principal or office staff and a description of clothing worn.

SCHOOL VIOLENCE – ARMED SUBJECT

1. Lockdown
· See “Lockdown Procedure” under the “Intruder” section.

2. Steps of Action
· Lock down classroom – Stay where you are.

· Place signal in window and under door – RED=HELP, GREEN=OK.

· Secure attendance for your classroom only.

· Remain with students.

· Principal will supervise all emergency procedures.

· Evacuate only by police authority.

3. NOTE:  DO NOT MAKE COMMENTS TO THE PRESS.  

· Refer all press/media to the Principal of Kalkaska Middle School.

4. Important Numbers
· Kalkaska Middle School Counselor…Rebecca Baker………….…Ext. 207

  
      HOME…231/564-1080

· Dispatch………………………………………………..………...……258-3350

BOMB THREAT/EXPLOSION

Approximately 70% of terrorist events involve the use of explosives.  Explosives can be used to disperse other hazardous materials.  Types of explosions are:

· Mechanical

· Chemical

· Nuclear/Radiological

1. Steps of Action
	Staff
	Principal’s Office

	Written, email, verbal or call-in explosion threat

OR

Upon discovery of potential explosion device:

· Stay calm. 

· Inform principal’s office via messenger or building telephone. 

· DO NOT operate radios or electronic equipment.

· Evacuate to designate assembly area, leaving doors open as you exit.

· Recommend 1,000 feet distance minimum.

· DO NOT remove any items from the building as you exit.

· Take attendance.

· Report any missing students to principal’s office immediately.

· Do NOT re-enter building.

	Written, email, verbal or call-in explosion threat

OR

Upon discovery of potential explosion device:

· Upon notification, call Emergency 9-1-1 and notify administration.
· Use messenger to signal evacuation of staff and students to designated assembly area.
· Radio signals and/or electronic devices can activate explosive devices.  DO NOT USE:

· Radios
· Cell phones
· Electronic bells/public address system
· Report any unaccounted students to first responder to scene:
· Fire
· Police
· Emergency Medical Services
· Conduct attendance audit of visitors, staff and students.



SUICIDE AT SCHOOL

1. Steps of Action:

· Notify Principal by intercom or in person.

· Principal to call 9-1-1.

· Render first aid.

· Clear the area of students.

· Secure area.

· Principal to contact CRISES RESPONSE TEAM.

2. NOTE:  DO NOT MAKE COMMENTS TO THE PRESS.  

· Refer all press/media to the Principal of Kalkaska Middle School.

3. Important Numbers
· Kalkaska Middle School Counselor…Rebecca Baker………….…Ext. 207

  
      HOME…231/564-1080

· Dispatch………………………………………………..………...……258-3350

CHEMICAL – ATTACK/ACCIDENT

1. Indicators of Chemical Hazard

· Most chemical agents do not produce a visible cloud
· Blisters or rashes
· Unusual liquid droplets or oily film
· Unexplained odors
· Unexplained coughing, fatigue, tearing in eyes, dizziness
· Unexplained animal sickness or death
2. Steps of Action

	Staff
	Principal’s Office

	· If a chemical attack or release is suspected, notify the principal’s office immediately.

· Advise of injuries/anyone in immediate danger.

· If evident, notify principal’s office of adverse physical symptoms present.

· Stay calm and keep students calm.

· Remain in room with door and windows closed.  Await further instructions.

· Take attendance and keep class roster in your possession.

· If outside with students, seek shelter immediately.

· Have students cover nose and mouth with handkerchief or other material.


	· If chemical attack or release is suspected, turn off HVAC (heating, ventilation, air conditioning) systems.
· Call Emergency 9-1-1 and notify administration.
· Control building ingress/egress.
· Use PA announcement directing staff and students to remain in classrooms or move to a pre-designated safe/assembly area.
· Only at the direction of the incident commander.
· Conduct attendance audit of visitors, staff and students.
· Public announcement through local emergency manager or broadcast media.


BIOLOGICAL – ATTACK/RELEASE/OUTBREAK

1. Indicators of Biological incident

· Symptoms may not present themselves for 1-20 days, depending on the biological agent, and may include:
· Fever, headache, chills, sweating, weakness and fatigue
· Respiratory distress, difficulty talking or eating
· Joint and muscle pain
· Nausea
2. Steps of Action

	Staff
	Principal’s Office

	· Notify principal’s office


	· Call Emergency 9-1-1 and notify administration.
· Ensure local health department is contacted.
· Conduct attendance audit of visitors, staff and students.


Note:  Establishment of information sharing system with public health officials

to report excessive/unusual student absenteeism should be considered.
Consider:  Establishing a location for evacuation, decontamination, or

quarantine at the direction/approval of the incident commander.

RADIOLOGICAL – ATTACK/RELEASE

1. Indicators of Radiological Exposure
· Symptoms usually do not appear for 2-6 hours, even with high doses.  Some symptoms may include:
· Nausea, vomiting, diarrhea, dizziness, fatigue, headache

2. Steps of Action
	Staff
	Principal’s Office

	· Close windows and doors.

· Ensure that students do not chew gum, eat, drink or place objects in their mouth.

· Have students cover nose and mouth with handkerchief or other material.

· Take attendance.

· Wait for further direction from school administration.


	· Call Emergency 9-1-1 and notify administration.
· Public address announcement to staff. 
· Control building ingress/egress.
· Turn off HVAC (heating, ventilation, air conditioning) systems.
· Ensure windows and doors are closed.
· Maintain a closed campus until evacuation or decontamination procedures are implemented by incident commander.
· If within 10-mile radius of incident, shelter in place until evacuation procedures are initiated.
· Conduct attendance audit of visitors, staff and students.


       If possible and practical:

· Keep exposure time to a minimum.

· Establish a location for evacuation and decontamination at the direction/approval of the incident commander.

· Contact your Emergency Manager for recommendations.

· For those building within the Ten Mile Emergency Planning Zone of a nuclear power plant, please refer to required response plans or protocols.

NUCLEAR – ATTACK/RELEASE

1. May Include

· The explosion of a nuclear bomb, the use of nuclear weapons, usable fissile material, and the seizure or sabotage of nuclear facilities.  Such activities may result in the:
· Detonation of a thermal nuclear bomb

· Bombing of nuclear facility or transportation vehicle (freeway)

· Use of a dirty bomb

· Use an explosive device to disseminate radioactive material

· Dissemination of radioactive materials with a spray device.

· Note:  The amount of radiation from a “dirty bomb” is unlikely to give you radiation sickness or cancer (dependent on time, rate, distance)
2. Steps of Action
	Staff
	Principal’s Office

	· Call Emergency 9-1-1 and notify administration.  Await further instruction.
· Conduct attendance audit of visitors, staff and students
· Refer to “Radiological Attack/Release” Template.



UTILITY EMERGENCY

1. Steps of Action:

· Evacuate area if power lines, gas line break, or sewer line pose imminent danger.

· Power lines down – DO NOT GO NEAR AREA – POSSIBLE HOT WIRES

· Notify Principal or Main Office (Ext. 205).

· Principal will determine if 9-1-1 call is to be made.

· Main Office will contact utility.

· Notify Maintenance of type of emergency.

2. Examples of Utility Emergency

· Downed Electrical Power Lines – EXTREMELY DANGEROUS – STAY CLEAR.

· Building Power Outage.

· Gas Line Break – EVACUATE AREA – EXTREMELY DANGEROUS.

· Water Main Break.

· Sewer Line Break – EXTREMELY DANGEROUS – STAY CLEAR OF AREA.

To reach an outside agency from classroom telephone dial 9-0-8 then number:

3. Utilities:


· Consumers Energy (Emergency Number)…….……………...800/477-5050

· Gas Leak (Emergencies Only)………………….……………...800/842-0842

· Michigan Consolidated Gas Company Non-Emergency…....800/289-0600

· Kalkaska Water and Sewer Department……………………...231/258-9191

· Kalkaska Street Department…………………………………...231/258-9191

ASSIGNED ROLES

1. Building Principal or Designated Administrator

· The Building Principal will supervise all emergency procedures during the initial stages.

· As soon as the nature of the emergency is identified, she/he will ensure:

· Appropriate alarm is sounded.

· Contact 9-1-1.

· Those procedures to ensure the safety of the occupants are being exercised.

· That proper authorities and agencies are notified.

· That internal communication channels are established within the building.

· That external communications are established.

· The building Principal will also assume the responsibility for ensuring that all personnel be in-serviced annually in the contents of this emergency plan.

· Maintain the site Emergency Kit.

· Maintain an updated alphabetical list of all students and staff. Class lists and staff rosters should be available during an emergency.

· Survey the building interior to make sure that all children and teachers are evacuated if necessary.

CONTINUITY OF ADMINISTRATION

During any type of emergency situation, a continuity of administration (chain of command) procedure shall be established and reviewed/revised on an annual basis.  It is suggested that the title or position be designated rather than the name of a particular individual.  This ensures decision making by title rather than by name should a disaster occur.  A suggested continuity of administration procedure is:

1. Kalkaska Middle School Crisis Response Plan:

· Contact Principal or designate with crisis information.

· Principal verifies information.

· Principal calls for Crisis Response Team meeting to advise and implement strategies to handle crisis intervention.  

· The Crisis Response Team consists of those individuals listed on page 3 of the KMS Emergency Guidelines.

· Principal uses the Phone Tree to reach staff after hours.

· Principal notifies Central Office of the need for substitute teachers (Crisis Response Team, and others deemed necessary).

· Crisis Response Team evaluates severity of crisis.  

· The team determines who else needs to be contacted:  what statements need to be made to media, to whom, by whom, when and where.

· Crisis Rooms need to be designated depending on severity of crisis (parents, students, and staff).

· All-inclusive staff meeting (staff informed of needs to be addressed) immediately following the Crisis Response Team meeting.

· A KMS Counselor will be available initially to talk to students in the classroom(s) and one-on-one as deemed necessary in Counselor’s offices.

SEXUAL HARRASSMENT

1. Staff Policy

· It is the policy of the Kalkaska Public Schools to maintain learning and working environment that is free from sexual harassment.
· Sexual harassment is defined as any unwelcome sexual behavior that makes a student or staff member feel uncomfortable or unsafe.
· It may take place in the form of:
· Physical, verbal, or nonverbal behavior.
· Sexual harassment is illegal under federal and state laws and therefore may be reported to the proper authorities.
· Any staff member found to be in violation of this policy will have appropriate disciplinary action taken against him/her up to and including dismissal.

2. Student Policy

· It is the policy of the Kalkaska public Schools to maintain a learning and working environment that is free from sexual harassment.
· Sexual harassment is defined, as any unwelcome sexual behavior that makes a student feel uncomfortable or unsafe.
· It may take place in the form of: 
· Physical, verbal, or nonverbal behavior.
· Sexual harassment is illegal under federal and state law and, therefore, maybe reported to the proper authorities.
· Violation of this policy by a KMS student will be dealt with under Section D, Major violation of KMS code of conduct.

· A warning, when deemed appropriate, may be given by the principal, prior to suspension.
· KMS will make a determined effort to instruct students on the harmful effects of sexual harassment, how to prevent it, and how to report it.
CORPORAL PUNISHMENT POLICY

1. Definition of Corporal Punishment
· As defined by section 380.1312 of Michigan’s Revised School Code:

· Corporal punishment relates to the “deliberate infliction of physical pain by hitting, paddling, spanking, slapping, or any other physical force used as a means of discipline.”

· “Any person employed by or engaged as a volunteer or contractor by a local or intermediate school board or public school academy shall not inflict or cause to be inflicted corporal punishment upon any pupil under any circumstances.”

2. Reasonable Physical Force
· Although corporal punishment is prohibited, the use of “reasonable physical force” upon a student for the purpose of providing an environment conducive to safety and learning is permitted under certain circumstances.  “In maintaining order and control, the person may use physical force upon a pupil as may be necessary for one or more of the following:

· To restrain or remove a pupil whose behavior is interfering with the “orderly exercise and performance” of functions within a school or at a school-related activity if that pupil has refused to comply with a request to refrain from further disruptive acts.

· For self-defense or the defense of another.

· To prevent a pupil from inflicting harm on himself or herself.

· To quell a disturbance that threatens physical injury to any person.

· To obtain possession of a weapon or other dangerous object upon or within the control of a pupil.

· To protect property.

· The use of corporal punishment or physical force against a pupil by a school employee/volunteer, and such an act is not deemed “reasonably necessary” may be disciplined by the school board.

· In determining whether a person has used “reasonably, necessary physical force,” deference is given to the “reasonable good-faith judgments” made by that person.

3. Examples of Alternatives to Corporal Punishment

The following alternatives to the use of corporal punishment are suggested in recognition of the fact that corporal punishment was formerly used as a last resort.  
· These alternatives to the use of corporal punishment should also be viewed as last resort options, which follow good school management policies and procedures.
· Deny participation in special school activities.
· Assign before or after school detention and provide twenty-four hour notice to parents.

· Establish communication and require conferences with parents.

· Assign in-school suspension that is supervised by a responsible adult with curricular-related activities to be performed by the student.

· Assign out-of-school suspension.

· Establish contractual agreements with disruptive students and their parents to commit students to self-controlling behavior.

· Refer the recidivistic student to a counselor, social worker and/or psychologist on the local or intermediate level and coordinate services with other units of state government (Public Health, Social Services, Mental Health).  Also, seek assistance from private institutions or agencies with appropriate services.

· Evaluate and arrange proper placement of students who need academic acceleration, special education, alternative education, or services for achieving English proficiency.

· Consider and take appropriate action, in accordance with due process of law, when disruptive behavior warrants the suspension or expulsion of a student.
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