KALKASKA HIGH SCHOOL

STAFF HANDBOOK

To The Kalkaska High School Staff  –  2011 - 2012
The purpose of this handbook is to provide each staff member with detailed information necessary for the proper administration of Kalkaska High School.

Staff members are encouraged to offer suggestions that will help in formulating the policies necessary for the operation of the school. A continuing effort will be made to keep our policies relevant to the changing demands that a modern secondary school encounters. With your cooperation and input, we can all provide an outstanding educational program for the students of our community.

Dale Kasza, Principal Kalkaska High School

KHS Vision

The vision of Kalkaska High School is to be a model of education and a source of community pride.

Our vision will be accomplished by:

· Providing a physically safe and well maintained learning environment.

· Providing a relevant and rigorous curriculum.

· Using data to make sound decisions resulting in the development and delivery of educational best practices.
· Evidence of productive citizens contributing to our society.

Mission Statement

Kalkaska High School is committed to a total educational program that helps all students master essential skills, communicate effectively, and think critically empowering them to meet the challenges of a rapidly changing global society.
Belief Statements

We believe…

· Everyone can learn.

· Every person is to be respected, valued and nurtured.

· The learning environment must be organized, with high expectations for each individual.

· Education improves with student, parent, staff and community involvement.
TEACHER RESPONSIBILITIES AND EXPECTATIONS:

1.  All instructors are expected to be at their teaching stations at 7:50 a.m. You are expected to remain until 3:05 p.m. each day. Lunch is thirty (30) minutes.

2. It is the responsibility of all staff to supervise the passing of classes by being stationed near their room or hallway.   All staff are responsible for student behavior in their general area during passing times.

3. Conference periods are provided to allow instructors to plan for improved student instruction and to meet with students who have need of further clarification of assignments and help in your instructional area. Please see that this time is well used for your students' benefit.  If you must leave the building for any reason contact the principal.
4. Classroom discipline is the responsibility of the instructor. When the behavior of a student exceeds the expectations of the classroom teacher, the student should be sent to the Dean of Students - a PowerSchool referral must be completed.

5. Each teacher is responsible for entering grades, daily attendance and discipline referrals in PowerSchool.  Grades should reflect daily grades, nine weeks grades, and semester grades.  PowerSchool is a teacher's responsibility and CAN NOT be delegated to a student.  All information must be accurate - parents and students have access to PowerSchool and will be checking updates.  
6. Instructors should greet students at the start of the class period. 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.

7. Students are NOT to be left unattended. Both administration and teachers have a legal obligation to see that students are supervised at all times by a qualified instructor.

8. Class rules and agenda should be posted in the room.

9. Students have 180 days of instruction.  Your attendance is vital to student learning and achievement.  If you cannot attend, all instructors are required to have detailed lesson plans available for substitute teachers.   Do not schedule off topic movies.

10. Daily announcements should be read/projected during second hour.  
11. Teachers should check their email twice daily for updates.
12. Teachers should lock their room when no students are in attendance and the teacher leaves the room (conference period) and at the end of the day. Windows should also be closed and locked.

13. Students should not leave a classroom without a pass during the class period. Students in halls without passes will be sent back to class.

14. The bell does not excuse students, teachers do.

15. There are to be no classroom parties or refreshments in classrooms during school hours unless pre-approved with the administration.
16. Inclement weather and school closings will be initiated through the staff phone tree or Alert Now.

17. Phones in the classroom are for staff use. Do not allow students to answer/use phones.

18. Students are not allowed in the staff room.
19. The teacher shall evaluate, record, and report to parents the progress or lack of progress of their child and other pertinent information. (Email, Phone, PowerSchool records up to date, report cards)
20. Do not ask fellow instructors to excuse a student from their class to work for you.

21. DO NOT dismiss students from your classroom to the leave the school grounds to perform errands for you.

22. Class and club activities as well as all assemblies are part of our instructional program. Instructors are expected to attend and assist at assigned activities. 

23. Parent/teacher conferences are held once in the first semester and once in the second semester.

24. Before showing movies, that have controversial themes or subject matter, or a rating above the level of the students in your class, please obtain the approval of the administrator before showing the movie.

25. Graduation is the culmination of a four-year commitment of students to KHS. Staff presence at commencement is an acknowledgment of our commitment to them.

ACCIDENT PROCEDURES

· Render first aid if needed.

· Notify the office as soon as possible. (Send a student if necessary).

· Complete an accident report and turn it in to the office after the incident.

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

CHILD PROTECTION LAW
· You have an obligation, under the law, to report to the Child Protective Services, "reasonable cause to suspect child abuse or neglect". When in doubt, report it.

COURSE OUTLINES
· Teachers are required to follow the course outlines in the Kalkaska Curriculum. The course content shall not be changed unless said changes are approved by the principal.

ELIGIBILITY (ATHLETIC)
· Athletic eligibility is completed weekly. PowerSchool will checked by office staff Monday morning.  Any student receiving a “D” will be marked as a “W” - WARNING.  A teacher will be notified of an athlete receiving an “F”  in his/her classes.  The teacher will then decide whether to mark the student with a “W” or an “F” – FAILING.  The eligibility period goes from Tuesday through Monday.   Lists will be given to coaches Monday after school.  Letters will not be sent to parents as PowerSchool can be checked any time.  A student/athlete will be declared ineligible when he/she receives an "F" after receiving a "W" the previous week. Additional eligibility requirements are found in the student handbook.

EMERGENCY (RED) FOLDERS

· Each teacher will be given an updated Emergency Folder covering a variety of procedures including fire, lockdown and tornado.  Teachers must take their attendance book if required to leave the building for a drill or emergency.

FORMS

· Forms are available in the office for conference requests, personal days, school business, purchase orders, and all other requests. Be sure you know the time constraints and deadlines.

FUND RAISING ACTIVITIES

· All fundraising activities must be approved by the principal. If you are a club or class sponsor, you are responsible for the activities of your group.

GRADING PROCEDURES

· The teacher shall maintain an accurate PowerSchool gradebook.  

 Grading scale to be used by teachers:

100 - 93 A        92 - 90 A-
89 - 87 B+        86 - 83 B
82 - 80 B-        79 – 77 C+

76 – 73 C
72 – 70 C-
69 - 67 D+       66 - 63 D
62 - 60 D        59 and below - F

GUIDANCE SERVICES
· If you believe a student would benefit from talking with a counselor, please refer him/her to the counselor. This may be accomplished by contacting the counselor and explaining your concerns.

HONOR ROLL

· Students must have a 3.00 grade point average or higher.

· A student, who receives a grade of "D" or "E", is ineligible regardless of the remaining grades.

· Students involved in severe disciplinary action are ineligible for that marking period.

PROFESSIONAL CONDUCT
· Do not criticize a colleague before students, faculty, or the public.  If you need to meet with someone do so in a professional manner behind closed doors.

PROFESSIONAL DRESS
· "Professional" people should dress like professionals. Teacher dress is a statement to both students and the community. Please, no jeans, shorts, or overly casual attire.

SCHOOL TRIPS
· Permission must be obtained from the principal for a class/group trip prior to initiating the process with students. Parent permission slips are required.

SICK DAY CALLS

· Teachers in need of a substitute are required to contact the PCMI – WEST SubFinder System.  See Mary Erickson for details.

SITE ADVISORY COMMITTEE (SAC)

· Site Advisory Committee is a committee that is a vehicle for teachers and administrators to communicate and share in the decision-making process affecting teacher-working conditions. Meetings will be held once a month (dates and time to be determined by the SAC).

STAFF MEETINGS

· Staff meetings will be held twice a month (dates on 1st Day Agenda). Attendance is mandatory unless you make arrangements with the administrator prior to the meeting.
STUDENT ACTIVITIES
· Teachers are encouraged to attend as many school functions as possible.

STUDENT FILES

· C.A. 60'S are located in the counselor's offices. Student attendance/disciplinary files are located in the high school office. DO NOT remove these files without permission of administrators or guidance counselors.

