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Clint Independent School District Mission Statement

The Mission of the Clint Independent School District is to prepare all learners to be successful citizens.  The District will work in partnership with the family, the students and the community to ensure that all learners will achieve their full potential.

1. Frank Macias Elementary Mission Statement

The faculty and staff of Frank Macias E.S. in partnership with families and community will guide students toward their maximum potential in academic achievement as lifelong learners and productive citizens.

2.  Frank Macias Elementary Motto

FME…the only place to be!


      Frank Macias Elementary 2009 – 20010 Theme


     Exciting, Extraordinary, Expecting Exemplary
3. Frank Macias Elementary Chant

Prompter asks:  How are you feeling today, Eagles?

Feeling great and going strong….soaring like eagles all day long!  YES!

4. Frank Macias Elementary Integrated Campus Action Plan

a. All Standard Operating Procedures must be implemented at all times (i.e. attendance, research based effective teaching practices, promptness, maximizing instructional opportunities, etc…)

b. The Initiatives stated in the Integrated Campus Action Plan must be implemented in the classroom curriculum.

5. Attendance

Teachers should be constantly aware of the attendance record of their students and should stress good attendance.  Teachers must establish a personal effort of keeping class attendance at 98% or above.

TEACHERS ARE RESPONSIBLE FOR DOCUMENTATION OF ABSENCES AND ACTIONS TAKEN.  YOU WILL NEED TO DOCUMENT WHAT ACTIONS WERE TAKEN BY YOU AND WRITE THIS INFORMATION ON THE ATTENDANCE CARD.  (THESE CARDS ARE NECESSARY FOR ATTENDANCE COURT HEARINGS.)

a. Students who are absent are required to bring a note. Parents are encouraged to call the office the morning of the absence.  Those students who bring a note must take the note to the office to receive a slip for the teacher.  The teacher will place this slip in the student’s classroom file.

b. Teachers are to call the student’s home the day of the absence.  This is in addition to any calls made by the office.  Teachers are to keep a log of these phone calls.  This will provide the teacher the necessary documentation needed for PDAS and other purposes that arise.  If the parent cannot be reached by phone, make arrangements for a home visit.  The truant officer or designated personnel must accompany all staff on home visits.
c.   Attendance is to be recorded on the Attendance Card (by 8:00 a.m.).  Official attendance is to be taken at 10:00 a.m. each morning and recorded in the computer.  Please be careful when marking the absences.  If any error is made, please see Ms. Garcia as soon as possible.
Check your attendance verification sheet after a substitute teacher has been in your room to ensure there are no errors and to record any absences in your grade book.
Students, who have a valid reason for being absent, such as illness, are permitted to and urged to make up the work missed.  This make-up work should be standard work that was required of the other students.  Students are to have one day for each day of absence to make up the work.  A student who has an unexcused absence is not permitted to make up the missed work.
Senate Bill 414 passed by the 71st Legislature requires Texas students to be in attendance for a minimum of 90% of the school year in order to be eligible for grade level or subject area credit. A student with an excess of 16 absences in a school year will need to be reported to the office.   

6. Tardies
All students must be in their classroom by the 7:50 a.m. bell.  If a student is not in his/her room, prepared to start the day when this bell rings, he/she is considered tardy.  Document all tardies.  See campus tardy policy.
When a student arrives tardy, he/she must report directly to the office.  Tardies will be recorded on a goldenrod form and kept.  They will be used for documentation purposes for parent conferences, court appearances, etc.  
TEACHERS MUST MONITOR AND COMMUNICATE WITH PARENTS/GUARDIANS CONCERING TARDIES.  CHRONIC TARDINESS MUST BE REPORTED TO AN ADMINISTRATOR WITH COPIES OF DOCUMENTATION.
7. Building and Equipment

Everyone is responsible for teaching the students a sense of pride and responsibility for the care of the building and equipment.  This should be part of your everyday standard operating procedures.  You should use the last 15 minutes of every Friday leaving the room tided for the following week.  This is to include the inside of the student’s desks, center areas, teacher’s work area, etc.
If you observe any student destroying or damaging any part of the building or school equipment, notify the office immediately.
General guidelines for building care:
1. Prepare bright and attractive bulletin board displays.  These should be changed often in/out of your room to reflect current instruction that is taking place.
2. Due to fire codes do not cover any window with any type of film and do not block any window with equipment.  This includes the window to the outside, as well as, the windows at the entrance to your room (door and side).
3. As per district policy, do not have refrigerators, microwaves, or coffeepots in your classroom. Any other electrical equipment must be approved by administration.  In addition, candles, plug in air fresheners, etc. are prohibited. The only approved cleaning materials and chemicals that are allowed in the classrooms are the ones the custodial staff uses.  If you need such materials, please make a request.
4. Please use good judgement in deciding what to place on display.  Remember, student grades are confidential and should not be displayed for community viewing.
5. Do not use water to clean whiteboards.  Please use the purple cleaner that can be obtained from Mr. Barragan.  It is advisable to erase the board at the end of every day so the dry-erase marker will not be hard to remove.  Our custodial staff will be thoroughly cleaning dry erase boards once weekly; however, they will only clean the parts that have nothing written on them.
6. At each day’s end, have students place chairs on top of their desks or tables, in order for your room to be cleaned properly.  Stacking chairs will have the same effect.  In addition, pieces of paper, pencils, crayons, and larger trash items on the floor or carpet should be picked up and thrown away.  Take this opportunity to teach the students some organizational skills.
7. Please be aware of the floors throughout the building.  Avoid dragging furniture, encourage students to pick up materials that fall such as crayons, etc., and encourage and model the proper way to take care of our floors.  Please advise students who are not picking up their feet when walking in the halls as black marks are a problem. 
8. Students should keep their desks clean and modeling will encourage this behavior.
9. Teachers should turn off lights and locks doors when not in the room.  In addition, computers should be shut down properly at the end of the day.
10. Use the Request for Classroom Repairs & Furniture form (See attached) as needed. This form must be turned into the office.  No repairs or furniture requests will be filled without administrator approval.
11. To prevent the problems with rodents, roaches, and ants the following procedure will be adhered to:
· Staff may not eat in front of students; it is ethically inappropriate unless you plan to feed everyone the same thing that you are eating.
· Your may have beverages in the classroom during conference or before and after school.  They must be removed during instructional time.
· Water bottles with H2O in them may be used at all times; however; the same privilege is extended to our students.   Medical needs must be accompanied by a doctor’s order.
· All food must be kept in a closed container. (Gladware, Tupperware, Ziploc).
· The custodial staff has been instructed to clean the lounge refrigerator out every Friday afternoon.  Any food/container or open condiment containers left will be disposed of.  Please make sure to take home any leftovers on Friday before you leave.  Closed condiments (salsa, mustard, salad dressing, ketchup, etc.) may be left in for the following week.  We want our lounge to stay clean, fresh, and orderly.
8. CLASSROOM CLIMATE AND DISCIPLINE
Classroom discipline is absolutely essential to a successful teaching situation.  One of the best ways to minimize discipline problems is to have a well-planned program in operation at all times.
Beginning the first day of school, the students must be taught social skills and classroom procedures.  Be fair and consistent.
When you refer a student to the office, make sure you complete an office referral (may be found in your handbook).  The referral needs to be properly completed and written in as much detail as possible.  If additional room is needed for your explanation, please add an additional full sheet of paper.  When a student is sent to the office with a referral, you are saying that you have exhausted all of your classroom discipline procedures or the offense is such that others may be in danger.  Sending a student to the office should be your last option.  Remember to document any action you take in addressing a discipline concern.
· Do not put yourself in a position of not being able to carry out discipline.  Avoid threatening students with more severe punishment that you know cannot be carried out.  By the same token, do not promise the student what will be done by the office staff as far as punishment is concerned.
· Yelling, sarcasm, and/or screaming at students are not to be used as a means of discipline.
· Corporal punishment is not to be used at any time.  Do not touch or grab a student.  Discipline should not be a humiliating experience.  Mass discipline is not to be used.  Students should not be sent out into the hall or other classrooms for disciplinary reasons.  ***Students should be continually engaged in the learning process and discipline strategies should be developed with this in mind.
· Do not assign students to sit in the office or at the discipline table, during lunch, as part of your discipline plan.  Administrators are the only authorized individuals who may assign students to the discipline table.
· Please apply the uniform policy consistently.  Teachers should document uniform violations and contact the parent/guardian.  Violations that need immediate attention should be sent to the office with a completed office referral.
· Students must have a pass to leave the classroom for any reason except for life threatening emergencies.
· All members of the faculty and staff share in the responsibility of the conduct of all students.
· Classes are not to be left unsupervised.  This, also, includes leaving classes unsupervised on the playground, or in hallways.
· Be careful with restroom privileges.  Students must have a pass to go to the restroom.  Do not allow a group of unsupervised students go to the restroom.  Do no allow students to abuse these privileges.
· Teachers and staff members are to closely supervise the students at all times.  Lack of or careless supervision will lead to roughhousing and disregard for others, and can lead to injuries.
· Teachers are to accompany their students, in a line, quietly when going from one place to another.  Students should be supervised from behind the line.
· No student or students will be in the classroom unless the teacher is there or within eye view.  Students must be supervised or the teacher may be held liable.  
· Rooms are to be kept locked when the teacher has left the room.  Students are not to be left in the room alone, no exceptions.
· It is inappropriate to have your class sit in the copy room or hallway while the teacher makes copies.  Take care of this business during your conference time or before/after school.
GOOD CLASSROOM MANAGEMENT CONSISTS OF THE FOLLOWING FOUR ELEMENTS:
· A powerful curriculum that is well planned and ready to go.
· The teacher and students have a positive relationship as well as the students with students.
· The classroom procedures and directions are clear at all times.
· All students are actively engaged and the direct instruction provides for student involvement.
· Communication is an essential part of a positive discipline program.  Notify the office immediately if there is a problem.  This will allow us to address the situation promptly and successfully.  It also allows us to support you and keep the lines of communication open with the parents.
Academic Learning Time is composed of three elements:

Allocated Time – amount of time a teacher devotes to teaching a subject

Engaged Time – portion of the time in which the student’s minds are “in gear” and focused

Success Rate - rate at which the pupils experience success at the varied tasks
**Academic Learning Time can be increased by efficient classroom management, through careful use of class time, and by effective and consistent pupil discipline practices.
Engaged Behaviors



Non-Engaged Behaviors

Reading assigned materials;



Socializing

Questioning & Interacting w/others;


chatting, talking or visiting
Actively Listening to directions


uninvolved behavior;
Writing related to academic work;


Staring, sleeping, doodling; 

Performing related to academic


Waiting for activity to start;
activities;





Getting materials ready;
Reporting, answering or reading;


Waiting for teacher’s help;
Playing academic games;
Working in cooperative groups;
MAKE ACADEMIC TIME A POSITIVE FACTOR IN YOUR CLASSROOM EVERY DAY!
**Any parent in the classroom for any reason (academic, social, etc.) must be registered through the volunteer program.  If you have any occasion arise in which there is a question, ask for permission from an administrator before inviting parents into your classroom.
9. COMMUNICATIONS:  DISTRICT AND SCHOOL-WIDE
Daily announcements will be made each morning at approximately 8:00 a.m.  If you have any announcements that need to be made, please have them written in the announcement book before 7:45 a.m.  We would like to have students honored over the PA system for special recognition.  Any special award that a teacher/staff member receives will also be recognized over the PA system.  
No activities may be scheduled on campus without prior approval from the administration. 
The administration prior to dissemination must approve copies of all grade level newsletters, vertical team newsletters or letters to parents.  A campus newsletter will be sent home once every six weeks by our couselors.
The district publishes a newsletter monthly to disseminate district information.  Also, we have representation on the District Site-Based Decision Making Committee.    
You must have a Clint-Net e-mail account.  Information will be posted by the district and administrators through Clint-Net and it will be your responsibility to make sure you receive it.  Please see Ms. Orr to set up an account if you do not already have one.
Communication between faculty and staff: The following guidelines are important for all of us to remember in our continuing efforts to develop a school climate where everyone feels part of the team.

1. Never say anything derogatory about a colleague to anyone.  Although everyone needs to let off steam at times, it is important that we remain hopeful and respectful.

2. Always show respect for the positions your colleagues hold at FME.  Even though we may not agree with everyone and may feel a person is not doing a good job, we should still respect this person’s position.

3. Never put down or show a lack of consideration for the work of another person.  We should not have “tunnel vision” and only consider important the jobs we are doing.

4. Never ask co-workers to lie or cover up for you.  By doing this, you are asking them to lay aside their principles for your personal convenience or protection.

5. Don’t ask for special privileges that can’t be extended to others.  We want a school with a climate of professional integrity and courtesy.

6. Always return phone calls and keep promises and appointments.  To develop an atmosphere of trust, it is essential that we keep our promises and appointments. 

7. Assure that everyone is treated with courtesy and respect at all times.  We serve the public and should be responsive to their needs.  We do not have the luxury of losing our tempers with others.  

10.   HEALTH AND SAFETY
All problems affecting the health of students and/or staff will be referred to the nurse.
All notes from parents about the student not participating in P.E., etc. must go through the nurse.  If a student brings such a note, please send them to the nurse with the note so she may process it.
If a student needs to see the nurse, please fill out a Nurse’s Pass.  The nurse will document action taken and notify the classroom teacher either on the pass or in person.
Students who have asthma shall have an Asthma Action Plan completed each year.  Students who have diabetes shall have a Diabetes Management and Treatment Plan completed each year.  A copy will be kept by the nurse and distributed to appropriate staff.
**Due to student and/or staff allergies, popcorn (popped or unpopped) and peanuts (in any form) are not allowed anywhere on the campus without approval by the administration.  NO EXCEPTIONS.  
Students requiring first aid should be taken care of immediately.  The nurse will report serious cases to the office.  A child who is seriously injured is not to be left alone or moved until the nurse determines the injuries.  DO NOT MOVE THE STUDENT.
ANY STUDENT WHO RECEIVES ANY INJURY TO THE HEAD (MINOR OR SEVERE) MUST BE ESCORTED TO THE NURSE’S OFFICE IMMEDIATELY.
The teacher will send no student home because of illness. The nurse determines the need and contacts parents.  Students may not leave from the classroom without a nurse’s pass or an office pass.  Parents must go through the office before taking their child.   The students may only leave the building with a parent/guardian.  If parents cannot be reached, then the person named as an emergency contact will be called.  Please notify the office if you receive new telephone numbers from parents, as we must have a current number in case of emergencies.
Students who have had a communicable disease must bring a release from their doctor or clinic and report to the nurse to be readmitted to school.
STUDENTS ARE NOT TO CARRY ANY MEDICATION WITH THEM.  TEACHERS ARE NOT TO ADMINISTER ANY MEDICATION TO STUDENTS…. SEND THEM TO THE NURSE WHO WILL HAVE THE MEDICATION FROM THE PARENT/GUARDIAN.
Students, who cannot go to PE outside for health reasons, must have a doctor’s note and sit quietly in their class.  They cannot go to the library and stay.  They need to have a book or work to catch up on.  At lunch, they may remain in the cafeteria with a book or work.
11.   KEYS
Keys will be issued to all personnel needing them.  You will be required to fill out a district Key Inventory Card.  It is your responsibility to see that the key is used properly.  Keys are not to be loaned to any adult or student.  Loss of a key should be reported immediately in writing.  When you leave the building after school each day, take the key with you.  Substitutes will not be using your key.  Do not have an extra key made under any circumstances.
12.   TELEPHONES
School business will be conducted on the telephones in the teacher’s lounge or conference room.  Do not use the phone on the counter in the front office for school business as this will break the confidentiality rules.
Employees will not be called to the phone unless it is an emergency.  Messages will be handled by Ms. Lounsbury using the e-mail and teacher boxes.  Please check e-mail regularly.
Teachers are encouraged to contact parents to report positive information as well as concerns. Both of these will be documented for PDAS and other purposes.
CELL PHONES:  

Acceptable cell phone use as per CISD regulations:

During instructional time and at all meetings (on or off campus) cell phones will be turned off.  Cell phones may be used in private during conference and before or after school.  Cell phones may not be used in common areas (hallways, library, teacher’s lounge, etc.).  Any exceptions to this (emergency situations) must be cleared through an administrator.
13.   SPECIAL EDUCATION
Prior to Referral to Special Education:

Before a student can be referred to Special Education, the teacher must document “previous educational efforts and strategies provided or considered for the student and the results of those efforts, including participation in or consideration for other special and compensatory education programs operated by the campus and/or district.”  This information must be presented to the Intervention Team prior to actual referral to Special Education.
In addition, in order for an Admission, Review and Dismissal (ARD) Committee to find a student learning disabled (LD), the team must determine that services available through regular and compensatory education are insufficient for the student to make satisfactory progress and must identify the services which are necessary for the student to make satisfactory progress which are available only in special education.  

Prior to Submitting the Completed Referral to Special Education


The Intervention Team must determine whether the initial referral information indicates that a student should be referred for special education.  If the Intervention Team determines that a student does not need a comprehensive individual assessment and the parent initiated the referral, the school must give the parent written notice of the refusal to assess and the reasons for the refusal.
Timelines

House Bill 1894 places 60 calendar day limit on the time from the initiation of a referral for comprehensive assessment for special education to completion of the written assessment report.  The 60 calendar days begin the date the initial referral is signed by the parent.  All information requested for the initial referral must be completed and returned immediately.    Remedial and/or compensatory programs should be considered before initiating a referral.  
Steps to Initiate a Special Education Referral
The purpose of the pre-referral Screening is to help the teacher determine whether or not a student should be referred for comprehensive assessment.  Interventions and modifications must be implemented and documented by the classroom teacher and the student must have been referred for review by the Intervention Team prior to initiating the referral paperwork.  Teachers are encouraged to talk with the administration as soon as problems and concerns present themselves.  
Don’t wait for failing grades!  Learning disabilities must be addressed early.  Do not wait for them to be dealt with in 3rd grade.  If you detect a problem and have the documentation to support it, talk with Mr. Gonzalez , Mr. Bretado, or Mr. Patti immediately.  You must meet with the parents to discuss concerns that you have about their child and make sure they are aware and agree to a special education referral.  More than likely, this will take place in the Intervention Team meeting.  There is paperwork that must be filled out by the parents and documentation as to when they were notified of the referral.  MAKE SURE TO DOCUMENT ANYTIME YOU HAVE A PARENT CONFERENCE AND WHAT WAS DISCUSSED.
Notify the principal or assistant principal that you have a student that you would like to refer and you will be provided with a referral packet.  Please come with documentation as to interventions and modifications that you have already tried and the results of these so these can be discussed with administration.
· Once you have received the packet, it will be necessary for the parents to come to school, and receive their copy of the Procedural Safeguards, Parent and Students Rights Booklet.  Please do not make appointments for parents to come…these appointments must be made through the office.
· It is the classroom teacher’s responsibility to assist the child’s parents in completing the information from the Parent/Guardian portion of the referral packet if they need assistance. Therefore, appointments for parents to complete paperwork will be scheduled during the teacher’s conference time.   Please make sure it is filled out completely.
· Give the nurse the Health, Hearing and Vision Form to complete.  Give the counselor the Observation Form.
· The classroom teacher will complete the rest of the pages.  Make sure every item on the form is addressed.  If you are unsure about an item, see the administration. **Remember, this must be done immediately (5 days) because of the 60-day timeline.
· Admission, Review and Dismissal Committee (ARD)

All students in Special Education, Resource, Content Mastery and Speech must have an annual ARD.  The classroom teacher, Special Education teacher, an administrator and the parent must be present.  If a Special Education student is not in a regular education classroom, but does attend regular education classes (i.e.- P.E., Music, Art, Computer Class, Band, Orchestra) a regular education teacher must also be present.  

What to bring to an ARD:
1. Grade Book
2. Attendance Record
3. Tardy Record
4. Student’s Work Folder
5. List of skills the student can perform
6.   Work Samples (documentation of modifications if necessary)
7.   Latest test scores to include results from the following:  Running Records,     DRA, EDL, OS, EDM assessments, etc.
8.   Comments and recommendations (both positive and negative in writing)
9.     Behavior, attitude, effort in and out of class
10. What classroom modifications worked or didn’t work
11. What help you would like from Special Education
12. Concerns for next year’s grade placement
14.   SECTION 504
Section 504 of the Rehabilitation Act of 1973 prohibits the discrimination on the basis of disability.  The interplay between Section 504 and the Individual with Disability Education Act (Special Education) is that the laws that govern both deal with disabled students.  Students under Section 504 disabilities are served in regular education programs.
A handicapped person under 504 is defined as “a person who has a physical or mental impairment which substantially limits one or more major life activities, has a record of such impairment or is regarded as having such impairment.”  Examples of students who might qualify under Section 504:  All disabilities under the Individuals with Disabilities Education Act (Special Education), Mental or Physical Impairments including AIDS-HIV, Attention Deficit Disorders, Attention Deficit with Hyperactivity Disorders, Dyslexia, Alcoholism and Substance Abuse.
Educational needs must be determined on a case-by-case basis.  The Office for Civil Rights (OCR) encompasses educational needs and behavior problems that are linked to the disability; even if the student’s academic performance is within an acceptable range.  
Placement decisions must be drawn from a variety of sources including aptitude and achievement tests, teacher recommendations, parent recommendations, the child’s physical condition, social or cultural background, adaptive behavior, and/or the ARD Committee.  All 504 referrals will be generated through the Intervention/Core Team.
Section 504 Committee:
1. Administrator/504 Coordinator – Assistant Principal
2. Nurse
3. Counselor
4. Teacher(s) of the student referred
5. Parent/Guardian of the student referred
What to bring to a Section 504 Meeting:
· Grade Book
· Attendance Record
· Tardy Record
· Work Samples (documentation of modification if necessary)
· Latest test scores to include results from the following:  Running Records, DRA, EDL, OS, DIBELS, EDM assessments, etc.
· Comments and recommendations (both positive and negative in writing) that reflect observations made from factual information.
· Behavior, attitude, effort in and out of class
· What classroom interventions worked or didn’t work
· Concerns and Recommendations

15.   BILINGUAL EDUCATION

Bilingual Testing


The classroom teacher will not do testing.  
Any student who has a Home Language Survey Card marked other than English needs:

Spanish and English Pre-Las (grades K-1 and if the student is 6 years, 11 
months old) or Spanish and English LAS-O in grades 1-6

Or
English Pre-Las or LAS-O only if the Home Language Survey Card is marked other languages.
Pre-Las Test for students in Kindergarten and the beginning of first grade (if they are under 6 years, 11 months).
LAS-O for students at the end of first grade – sixth grade.
All new students in grades PK - 3 should be tested for initial placement as per the home language survey requirement.  
All Bilingual students will be considered LEP until they have passed the English TAKS test in reading (3rd ) and received an Advanced High on TELPAS writing or Reading and Writing (4th).  Second graders may be exited if they score at the 40th percentile or higher on the IOWA (Level 8).
End-of-Year Bilingual Testing

The TELPAS will be used in grades K – 3rd to assess acquisition of the English Language in Reading, Writing, Speaking, and Listening.  3rd grade will utilize the RPTE for Reading.
Parent Denials
Students with a parent denial letter for Bilingual Education in grades PK – 3 will continue to be rated until a score of Advanced High on TELPAS is achieved.  
If a parent refuses the bilingual program, there will be a letter signed in the LPAC folder.  All parent denial requests should be initiated by the parent/guardian of the student.  All employees will not discuss the matter of a Parent Denial with any parent…these situations will be referred to an administrator.
Exit Letters
Students in grades PK through 1st cannot be exited from the Bilingual Program nor should teachers encourage parents to deny permission for these services.
In order for Bilingual students to exit the program, they must have the following:
Students must have “Met Expectations” on the English TAKS reading, in grade 3.  In addition, beginning with 2006-2007 school year, the student must have demonstrated Advanced High in writing.
The LPAC Committee will review the information and will make 
a decision based on the best interest of the student.
Students who have exited the Bilingual Program must have 
documentation in their cum folder from the LPAC Committee.
16.   At-Risk Criteria


All students will be coded At-Risk if they meet any of the following criteria:
· Did not pass any section of a state assessment, at any time in their school career.
· Any student who is sexually, physically, or psychologically abused.  The district must have documentation of the abuse.
· Is in Pre-kindergarten, Kindergarten, 1st, 2nd, or 3rd grade and did not perform satisfactorily on a readiness test or assessment instrument administered during the current school year
· Any student retained for one or more school years
· Resided in the preceding school year or resides in the current school year in a residential placement facility in the district, including a detention facility, substance abuse treatment facility, emergency shelter, psychiatric hospital, halfway house, or foster group home
· Has been placed in an alternative education program in accordance with TEC §37.006 during the preceding or current school year
· Has been expelled in accordance with TEX §37.007 during the preceding or current school year
· Is a student of limited English proficiency, as defined by TEC §29.052
· Is homeless as defined by the state
17.   Records and Reports

Cumulative Records
There is to be a cumulative record for each student in your class.  Please inform the office immediately if a student does not have a cumulative record.  
All cumulative records are kept in the vault and may not be removed from the office.  In addition, ask for assistance if you need a cumulative record for a student.  All information in the cumulative record is confidential and the cum folder may not be removed from the office area.
Demographic Cards

An updated demographic card is kept on each student in the office.  If you need information off of a demographic card, please ask for assistance.  Demographic cards do not leave the office area.  Please assist the office by providing updated information as you receive it from parents/guardians.  
Other Reports:
On reports that require a student’s name, make sure that you use the full name (official name) that appears on your class list.
Any report, list, or other information requested by the office should be turned in promptly.  These requests will usually have a due date and time.
Monies collected for fundraisers, concession sales, book fairs or study trips MUST be turned into the office daily.  Put money in an envelope that is clearly marked with the teacher’s name.  DO NOT SEND MONEY TO THE OFFICE WITH A STUDENT.  ALL MONEY WILL BE TURNED IN THE BY THE TEACHER.  DO NOT KEEP MONEY IN YOUR CLASSROOM OR TAKE IT HOME OVERNIGHT.
18.   Grading and Evaluation Procedures
The grading and evaluation procedures in the district grading policy are to be followed by all teachers.
As soon as it becomes apparent a student is not doing satisfactory work, contact the parents by letter and/or phone call.  Document the time and date of the notification.  Keep a copy of these records throughout the school year.
Students must be in attendance at least fifteen days of each six-week or 20 day of a nine-week reporting period in order to be eligible for report card grades.
Students will have one day for each day’s excused or unexcused absence to make up missed work.
A three-week report will be sent home with each student who has failing grades in any subject area. Progress reports are intended to inform the parents of any problem area(s) that their child may be experiencing so the problem may be addressed at that time rather than the end of the six weeks.  These reports are to be signed by parents and kept on file by the teacher.  Teachers are, also, encouraged to send home progress reports on students who are doing well…all parents love to receive notes and reports about how well their child is doing and many times children will be rewarded at home.  Teachers are responsible for sending these reports home.
At the end of each grading period (three weeks) in 1st – 3rd grades will be entered into the computer. If you have any questions, please ask Ms. Garcia.  If they are not entered properly, a child may receive a grade they do not deserve.  In addition, after they have been entered, it is difficult to change them.  Please enter when you are completely focused and sure of putting them in accurately. There are two copies of each computer-generated report card.  Have a parent or guardian sign one copy to be kept on file by the teacher and let the parent keep the other copy.
Pre K and Kindergarten will give report cards out at the end of every nine weeks.  
Grades will be kept for each subject in your computerized grade book.  It is very important that you are able to substantiate any grade given.   A student must be in attendance for fifteen (15) days in order to receive grades.  Grades based solely on participation are not permitted. 
Core subject areas (Reading, Math, Social Studies, Science) will require 2 grades per week (total 10) for the first 5 weeks during a six week period.  Word Work and Writing will require 1 grade per week.
Homework should be evaluated by the following criteria:
· The student should understand the purpose of the assignment and what is expected.
· The student should have the prerequisite skills or concepts and knowledge necessary for doing the assignment.
· The student should have sufficient time to complete the assignment especially when assignments are given in more than one subject or by more than one teacher.
· The student, upon completion of the assignment, should benefit significantly in achieving the desired skills and/or knowledge.
Homework should never be assigned as a form of punishment.
Reading must be assigned each day for homework as a means of encouraging reading at home and improving the student’s reading ability.
Limit homework activities to a reasonable time/amount.

      19.  The Intervention Team
The team was conceived and developed to assist children who struggle with skills in the school environment.  It has continued to develop in addressing any needs for all students at Frank Macias.  The teacher is the contact point in identifying and referring children to intervention.  There are no boundaries to the help we provide students.

The changing scene of Special Education will make the intervention team more critical in its application of what we do for students at FME.  The teacher must be highly aware of all needs, deficiencies or concerns you may have for a child.  The core of our intervention team is early, precise and monitored interventions for children.  If there is a thought of concern for a child, you need to begin to ask what am I doing and what else needs to be done.  These concerns are the guidance you will follow in the determination of whether to take a child to intervention.  You will need to communicate with your peers, the counselors, or the administration any concern you have.  No child is overlooked when you consider an intervention.  Every student at FME is an individual and we look at them one at a time.  

When you have determined an intervention is necessary, you will fill out a referral packet with a counselor.  You will need to provide required information about the child.  A picture begins to develop about the child at this point.  You are not being judged as to what you have done with the child.  The team works from the standpoint that you have done all you can.  A meeting is scheduled with you in attendance and a discussion begins.  We wish to collect and question everything we can about the student.  Interventions are then discussed and implemented with the teacher.  The follow-up meetings are to check up and form new interventions to assist the student.  There is no set time period to cure, solve or fix the questions/problems the child has.   We look for steady and continued improvement in the student.  When the desired outcome has been reached, intervention is no longer necessary.

20.   Lesson Plans
All teachers in the Clint ISD are required to write lesson plans.  Lesson plans are necessary to have a strong program.  They are expected to reflect the programs being used by the campus.  Grade levels need to plan together.  First year teachers need to do additional planning with their mentor teacher.  You are expected to use the Balanced Literacy lesson plan templates provided in the red binder.  In addition, HSP   lesson plans should be done using the computer-based template that has been installed on each computer.  If you need this, please see Ms. Orr.
Lesson plans are expected to be available for review at any time.  Lesson plan checks are scheduled and will be done by your appraisers in your classroom.  Lesson plans will be checked on the following dates:
SEE LESSON PLAN SCHEDULE

If you will be out, lesson must be left where a substitute can find them.  In addition, the substitute must be able to follow them.   
Lesson plans must reflect the instruction that is taking place in the classroom.  Therefore, balanced literacy and HSP Math will be reflected in the lesson plans.  In addition, lesson plans should reflect TEKS-based instruction at all times.  They should include the following items:
· Lesson objectives (TEKS)
· Procedure
· Materials
· Evaluation
Teachers who have special education students in their class must ensure that their plans indicate the modifications required by the student’s IEP.  These modifications must be documented in your lesson plans.  Teachers who have G/T students in their class must ensure that their plans indicate modifications are being made.
21.   Emergency Substitute Lesson Plans
Each teacher is expected to prepare and submit in the Substitute Folder two days of emergency lesson plans to Mr. Patti by September 22, 2008.  You must include all applicable information requested on the folder.  Plans must be carefully written for the substitute to ensure that a day of instruction is not lost.  These plans must be specific and detailed.

Each folder must contain the following:
· A complete class roster and seating chart for the class.
· Daily schedule including electives and any special duty assignments.
· The names of two reliable students who can serve as helpers.
· Any special instructions a substitute would need to know pertaining to your students including how students get home.
· Two days of detailed lesson plans.  These must be written out step by step so a substitute will have no problem following them.
· An original copy of all materials to be duplicated must be included in the folder.  Keep class sets already run off in the classroom and marked as such.  Many times substitutes do not have time to run them for the class…this must be done by the classroom teacher.
· It is important to note that all instructional days are extremely important to the success of our students.  Therefore, dittos of low-level work are not acceptable for substitutes.  Material must be lesson specific and content appropriate.  
· If your substitute lesson plans are used, it is your responsibility to make sure they are replaced within 3 days of returning to work.  We do not want to be left without emergency plans.
22.   Grade Level Planning
Each grade level will choose one teacher (monolingual or bilingual) to serve as grade level chair and represent the grade level on the Campus Improvement Team.  The GLC will need to attend CIT meetings and disseminate information obtained at the CIT meeting to his/her grade level.  GLCs will compile all grade level information for awards assemblies and submit these to Ms. Duran when requested to do so.
Funtastic Fridays are scheduled monthly to discuss and take action on grade level instructional issues.  Ms. Duran and Ms. Zepeda will be involved in these meetings.
It is the responsibility of each teacher to be present and to take an active part in the grade level meetings where instructional planning will take place.
23.   Textbooks and Library Books
The teacher will be responsible for 
all books, materials, and equipment issued to him/her.

The teacher will sign for all materials issued to him/her on the inventory form.  Any time during the year that materials are turned in, the teacher will be given credit for the materials that were returned.

At the end of the year or when a teacher resigns, the teacher will be held responsible for all materials listed on the inventory form and materials inventory control.

Students are to be instructed in the care and handling of materials.  Textbooks that are issued must be covered at all times.

Any books sent home for homework purposes must be taken properly protected (book cover, plastic bag, book bags, etc.) so as to keep these materials available for student use.

Lost books will be paid for.  A new book will not be issued until the lost one is paid for.

There will be no inter-room transfer of materials without administrative approval.

    24.  VIDEO VIEWING

Any request to show videos (movies) must be approved by Mr. Gonzalez on a Video Request Form.  These forms may be obtained from Mr. Gonzalez and need to be submitted 3 or more days before the viewing.  This procedure includes any viewing of downloaded movies.  The active boards are not to be used for viewing videos.  Any misuse of the active boards will be cause for the board to be removed from the classroom.  All requests and viewing of movies must be documented in your lesson plans.
25.  Teacher Work Schedule
Teachers are to be on campus by 7:30 a.m. each school day unless you are scheduled for duty.  The duty day ends at 3:30 p.m., unless it is necessary for the teacher to remain for school business. Teachers are always welcome to remain.
Instructional time begins promptly at 7:45 a.m. with a school-wide read aloud.  This means that all homework, parent notes, etc. must be picked up before this time.  
Morning announcements will be made at approximately 8:00 a.m. each morning unless there are unforeseen circumstances and on days that awards are scheduled.  Students should be instructed in the proper way to say the pledges and listen to announcements.  
Faculty meetings will be scheduled as needed.  Notification will be given in advance when possible so teachers may make necessary arrangements.
If it becomes necessary for a teacher to leave class for an emergency, arrangements must be made for coverage.  Do not ever leave your class unattended.  If a teacher leaves a student or class unsupervised, the teacher may be held liable.
Staff members are to follow the District’s Absence and Sick Leave Policy.  
Staff members are not to leave the building during their conference period/breaks, unless it is an emergency and the administration has given permission.  Teachers may sign out and leave at lunch if they can get back and are ready to receive students in 30 minutes.  Do not place your class with another teacher without prior administrative approval.
Staff members are not to leave early without permission.  This request must be in writing on a “Request to Leave Early” form and turned into the office at least 3 days prior to the date requested, except in emergency situations.  Emergency situations will be handled on an individual basis. These requests should be limited to medical appointments when they cannot be scheduled later in the day.   Please try to schedule doctor and dentist appointments so as not to interfere with the instructional day.
Dismiss your class according to the scheduled time, not earlier or later unless directed to do so by the administration.
26.  Substitutes
District policy will be followed by all staff when taking sick and personal days.
For reporting an absence:



Clint ISD implements an automated substitute system. All personnel will be trained on how to use the system and you are responsible for following all procedures.  However, you will still need to call either Emi Gonzalez @ 497-8786, Bill Patti @ 588-1630 or 497-8787 or Eusebio Bretado @ 599-1440, 471-5472  to report any absence.  You may call anytime before 9:00 p.m. or between 6:00 – 6:30 a.m. in the morning.
All absences must be called/inputted using the Sub System.  Please make sure your cardstock guide is available to use.  The reason code of “Staff Development” may not be used without administrative approval.  
On the date of the absence, all employees must call before 2:00 pm. to inform an administrator, or designated office person whether or not you will be returning to work the next day and put it into the system.  We must make sure all substitutes are scheduled appropriately.
An absence from duty form must be filled out for Personal and Dr. appointments ahead of time if possible.  Emergencies do arise and we will consider those on an individual basis.  These forms will be requested and returned to Ms. Lounsbury.
27.   Teacher Appraisal Procedures
All state and district regulations will be followed with respect to PDAS.
All new personnel will receive an orientation to the Professional Development and Appraisal System.
A PDAS Teacher Orientation Manual will be provided.
A formal classroom observation is to be a minimum of 45 minutes, unless agreed upon as per policy guidelines.
     Informal walk-throughs and teacher documentation will be utilized as part of the appraisal           
     process.
 28.   Teacher and Staff Dress and Behaviors
Teachers and staff are to dress professionally at all times.  Your appearance influences students in many ways.  Remember, that your are their role model
The district dress code for teachers and staff will be followed and enforced at all times - DH (LOCAL) states:
Personnel are expected to dress in a manner that projects a professional image for the employee, District, and the community. The style of clothing for males and females shall always reflect a professional and business-like atmosphere. The following shall apply: 

1. Cleanliness and neatness are expected of all staff at all times. 

2. Clothing for classes such as physical education, agriculture, auto mechanics, and the like shall be appropriate for the class. While clothing for these classes may not fall under the outlined requirements of this policy, clothing should be appropriate for each specific class taught by an instructor. 

3. Mustaches, beards no longer than 1.5 inches, and sideburns no longer than the bottom of the ear lobe, shall be kept neat and trimmed. Hair length for male employees shall be no longer than the top of a standard shirt collar. 

4. Employees may wear jeans only on days of special events or activities, as well as on Fridays, as designated by the immediate supervisor. When jeans are designated, they must be clean, neat, and pressed (no holes, no extremely faded or worn-out jeans) and worn with a school spirit shirt. 

5. Female employees' dress and skirt length should be no shorter than two inches above the knee. 

6. Shorts, spandex clothing, and sweats are not acceptable attire for the classroom. 

7. Shower shoes are not allowed at any time. 
8. No jeans will be allowed at Central Office at anytime.
Final decisions regarding the appropriateness of employee attire for any given situation shall be at the discretion of the immediate supervisor. 
Spirit shirts from other districts are not to be worn.
Failure to adhere to the district/campus dress policy will result in disciplinary action.
29.  Study Trips (a.k.a. Field Trips)
Some money is available for study trips.  It is the responsibility of the teachers involved to make all study trip arrangements.  Use of the Field Trip Procedures Form is required.
All medications including inhalers must be taken on study trips.  Arrangements must be made with the Nurse the day before the study trip.
No student will be denied the privilege of attending a study trip.  If you have concerns about taking a student, please speak with an administrator.
Study trips are to be instructional in nature; therefore, all students are to attend.  A student cannot be denied any type of instruction.  If a student has special needs and it is documented on that student’s IEP, arrangements will be made.  Remember that trips should be scheduled early in the year to allow time for follow-up.

If parents will be attending study trips, they must be a registered volunteer.
30.  Staff Development
Money has been placed in our school budget for staff development.  All teachers are encouraged to take advantage of this opportunity.  An administrator, prior to registration, must approve all staff development. Do not put the reason code of “Staff Development” into the sub system without administrative approval first.  If a teacher has registered for an in-service paid for by the school, and is unable to attend, it is the teacher’s responsibility to contact Mr. Gonzalez.  This procedure will allow another teacher the opportunity to attend the workshop.  Please share your new knowledge with your colleagues.  You may also be asked to present the information to a group of colleagues.
Teachers are required to attend all staff development sessions.  These are not days to schedule your appointments or personal business.  Your contract includes these staff development days.
We will do some guided planning during grade level meetings, vertical team meetings, and faculty meetings.  Please be prompt to all of these.

District dress code applies when attending staff development in or out of district.
31.  Child Abuse and Neglect
In accordance with the Texas Family Law Code (Chapter 34) any person who suspects that a child’s physical or mental health or welfare has been, or may be, adversely affected by abuse or neglect, or that a child has died of abuse or neglect, MUST report these.
The staff member suspecting child abuse and/or neglect must make a report to the Child Abuse & Neglect hotline of the state of Texas and advise Mr. Patti or Mr. Bretado of this action.
The proper authorities will conduct a prompt and thorough investigation.
In Texas, any person making a report in accordance with state law, or participating in a resulting judicial proceeding, is presumed to be acting in good faith and in doing so is immune from any civil or criminal liability that might otherwise be incurred or imposed.
Reports of child abuse or neglect are confidential.
Failure to report suspected physical or mental abuse or neglect of a child in Texas is a Class B misdemeanor and may be prosecuted as such.
Information on Reporting Child Abuse

STOP! If you feel your situation is an emergency, please contact 911 or your local emergency hotline. 

To report child abuse or neglect, call 1-800-252-5400 or use our secure web site: https://www.txabusehotline.org/
States that do not border Texas may use (512) 834-3784 to report abuse, neglect or exploitation that has occurred in Texas.

We cannot accept e-mail reports of suspected abuse or neglect. You may use the 1-800 number to report abuse or neglect that has occurred in Texas if you live in Texas, Oklahoma, Louisiana, Arkansas, or New Mexico. 

· Child abuse and neglect are against the law in Texas, and so is failure to report it.* 

· If you suspect a child has been abused or mistreated, you are required to report it to the Texas Department of Family and Protective Services or to a law enforcement agency. 

· You are required to make a report within 48 hours of the time you suspected the child has been or may be abused or neglected. 

Reports by People Who are Hearing Impaired, Speech Disabled
A person who is deaf, hard-of-hearing or speech-disabled and wishes to report abuse, neglect, or exploitation of a child or to report abuse, neglect or exploitation of the elderly or adult with disabilities, may use Relay Texas to contact the Abuse Hotline (Statewide Intake). Relay Texas can be accessed by dialing 711 or 1-800-735-2989. The caller uses a TTY to type conversations to a relay agent who then reads the typed conversation to a hearing person. The relay agent transmits the hearing person's spoken words by typing them back to the TTY user. Statewide Intake's phone number is 1-800-252-5400, or a report may be made by use of the Internet at https://www.txabusehotline.org/PublicMain.asp
What is Abuse? 
Abuse is mental, emotional, physical, or sexual injury to a child or failure to prevent such injury to a child

What is Neglect? 
Neglect includes (1) failure to provide a child with food, clothing, shelter and/or medical care; and/or (2) leaving a child in a situation where the child is at risk of harm.

How do I make a report?
1. Call the abuse and neglect hotline at 1-800-252-5400.
2. When you make a report, be specific. Tell exactly what happened and when. Be sure to record all injuries or incidents you have observed, including dates and time of day and keep this information secured. 
3. Reports should be made as soon as possible but no later than 48 hours before bruises and marks start to fade. It is important for the investigators to be able to see the physical signs. 
4. Give the agency person any information you have about the relationship between the child and the suspected abuser.
5. Please provide at least the following information in your report.

· Name, age, and address of the child 

· Brief description of the child 

· Current injuries, medical problems, or behavioral problems 

· Parents names and names of siblings in the home 

Will the person know I've reported him or her? Your report is confidential and is not subject to public release under the Open Records Act. The law provides for immunity from civil or criminal liability for innocent persons who report even unfounded suspicions, as long as your report is made in good faith. Your identity is kept confidential.

Finally, err on the side of caution. If you have reason to suspect child abuse, but are not positive, make the report. If you have any doubts about whether or not it is abuse, call the hotline. They can advise you if the signs you have observed are abuse.

* Failure to report is a Class B criminal offense, punishable by a $2,000 fine and/or imprisonment for up to 180 days. Failure to report also could subject you to considerable monetary liability in a civil rights action.

32.     ASSEMBLIES
Proper behavior at assemblies should be addressed by each teacher at the beginning of the year and before each assembly.  The guidelines are as follows:

· Teachers are to sit close to their class and remain with them during the entire assembly.

· Students enter quietly in a single file, with hands behind their back or by their side and are seated.

· Students should refrain from speaking during a program or performance

· No supplies or writing materials are permitted during assemblies.

· Applause is the appropriate manner in which to express appreciation.  Whistling, shouting and rudeness are unacceptable.

Assemblies are an enjoyable event for everyone.  Please stress appropriate behavior before each assembly.  As a professional courtesy, we expect teachers to stay with their class during assemblies (some events may conflict with conference periods occasionally) if deemed by the administration.  Homeroom teachers are ultimately responsible for ensuring students behave according to guidelines.
33.     CAFETERIA – MORNING & LUNCH  (As applicable)
1. Teachers will escort their students to the cafeteria in a quiet and orderly manner (straight line, shirts tucked in, and with their hands by their side or behind their back).
2. Teachers will designate a responsible student to:

· Assist teachers, monitors and/or administrators in keeping order while students wait in line.

· Ensure students leave area clean.

3. Students will be seated as they receive their tray and walk to the tables.  Review 

      practice of sitting at the next available seat without skipping stools.  In addition, 

      “saving seats” is not allowed.

4. Once seated, students will be required to sit and eat for 15 minutes.  They are not

      allowed to get out of their seats without permission.  After 15 minutes are up, the 

      students will be directed to take their trays up.  

5.   Once students exit the cafeteria, they will not be allowed to re-enter without a   

pass.  Monitors will not issue passes.  If teachers request that a student report to 

their room after they eat, the student must have a pass or be with the teacher.  In 


addition, student(s) must have a teacher present if they are in a classroom.

6.  Students will enter the aisles to sit on the next available stool from the front 


(kitchen area) and walk towards the trash can to dispose of trash/tray when directed to do so.  This procedure must be practiced daily for the first couple of weeks.  Please take your class down to the cafeteria and practice.

34.     SELLING ITEMS

As per District policy, no one is allowed to sell items that are not for school profit while he/she is on school grounds.  School personnel will not sell such items as clothing, cosmetics, arts, crafts, food, etc. on school premises.

     35.     SMOKING
As per Senate Bill 1, Health Safety, Section 8001, no use of tobacco products is permitted on school grounds or at any school sanctioned activity.
    36.     VISITORS
1. All visitors must sign in at the school office prior to entering the building further.

They must present and leave photo identification.
2. All visitors must have a visible pass from the office.  Staff members are responsible for directing visitors without a pass to the office.  Staff members should inform the office of their presence immediately.
3. Parents requesting to visit the classroom shall make arrangements with the 
administration or cleared and assigned through the volunteer program.

4. Spouses, friends, and relatives of teachers must also sign in and receive a pass from the office.

       37.  VOLUNTEERS
Volunteers are extremely valuable to our school community.  Ms. Julissa Esparza, Counselor, manages an efficient system for registering, assigning, and monitoring our volunteers.  If you have a need for a volunteer’s services in your classroom, please speak with Julissa and she will schedule one to meet your needs.  
1.  Volunteers must be registered with the district. Julissa Esparza will handle all interested persons.
2. Volunteers may not be paid for their services by the district or any other staff member.

3. Volunteers may not be a paid district employee working in any capacity to
include substitute teaching.

Frank Macias Elementary

Student Recognition Program

2009-20010
Terrific Kid Program

Terrific Kid of the Week

     The Terrific Kids concept will be aligned with the Character Counts and Boys Town Social Skills program currently in place at FME.  

Selecting a Terrific Student of the week

     One student will receive a certificate from the teacher. Certificates will be given on Monday so the student is honored the entire week.  Names will be announced Tuesday morning.  Teachers are encouraged to recognize their student of the week within their class.  Some examples:

     A sign for their desk

     A special place on the bulletin board

     A note to the parent

     A special task

     Lunch with the teacher  

Terrific Kid of the Month

     Teachers will nominate one student from class.  Each student will be required to write an essay or complete a drawing addressing Character Counts/Boy Town Social Skills.  Students must display overall good citizenship, character and exemplary use of social skills.  Nominations will be reviewed by administration and grade level selections will be announced.  Students recognized shall be awarded the Kiwanis certificate and other prizes.                                                                                                                                                                                                                                                                                                         

Recognition

     Terrific Kids pictures shall be displayed on the Character Counts Bulletin Board in the main hall.  Parents shall be notified and students shall be recognized at grading period assembly.

Other Recognitions

     Honor Roll A and A/B

     Perfect Attendance 

     Others to be determined

Terrific Student of the Month nomination form

Student name:____________________________________Grade:___________________

Teacher name:___________________________________

Why is this student a Terrific Kid?  Please be brief:__________________________

____________________________________________________________________________

Teacher signature:_________________________________________________________
FME Character Counts Pledge

AS A STUDENT AT FRANK MACIAS ELEMENTARY, I PROMISE TO PRACTICE THE SIX PILLARS OF CHARACETER:


…to be trustworthy

…to show respect


…to be responsible

…to be fair


…to be caring


…to be a good citizen

…and have the courage to do the right thing.

AT FRANK MACIAS ELEMENTARY, OUR CHARACTER COUNTS!

Classroom Social Skills
Following Instructions

Accepting Criticism or a Consequence

Accepting “No” for an Answer

Greeting Others

Getting the Teacher’s Attention

Making a Request

Disagreeing Appropriately

Giving Criticism

Resisting Peer Pressure

Making an Apology

Talking with Others

Giving Compliments

Accepting Compliments

Volunteering

Reporting Other Youth’s Behavior

Introducing Yourself
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