Franklin Academy High School
Faculty and Staff Handbook

2009-2010
Sept. 2008

Dear Faculty, Staff and New Faces!

Welcome!! And, Welcome back to the veterans! I hope every one had a restful, relaxing and healthy summer.

Two quick things to take care of with one quick form! Please complete this form and return to me by Sept. 8. Forms may be dropped off to room 159 or in my mailbox. Items for your attention:

Phone tree information: We never know when we need to enact the phone tree so please

be prompt with this information and PLEASE !!! Old and new staff respond with your

number.

Name______________________

Phone Number: (    ) _____________

__FA Faculty __ FA Support Staff  __BOCES Staff


Check off those that apply to you:

__ Put me early on the list if possible.
__ Call me only for school emergencies.
__ Call me only for snow days.
__ Call for all school related issues.

Gift/Flower Fund: To address the events that occur to people in our building and to create a 

fund that allows us acknowledge such we ask each member to consider giving a once a 

year $30.00 donation to this fund. If you have any questions about this fund please do not 

hesitate to ask.

Also, as this is a big building, we need everyone's help to acknowledge when we need to send flowers, gifts, etc. Let me know when you hear of events that need the Gift/Flower Funds

attention. 

Thanks in advance for this big help!

____
I will be participating in the Gift/Flower Fund. You may make your donation anytime but 


really would like to make all deposits by November 1,   Thanks

___ I will not be participating in the Gift/Flower Fund

Thank you for your prompt attention to these requests and I hope you have a great school year!

Sincerely,
John Carr

Please tear this page out and return to John Carr immediately.
	
	
	
	
	


Franklin Academy

Homerooms

2009-2010

	Grade 9
	
	
	Grade 10
	

	Claire Arnold
	245
	
	Stephanie Wagner
	162
	
	Donna Lewis
	214

	Carole Raymonda
	255
	
	Jill Senter
	231
	
	Maureen Dumont
	203

	Jennifer Massaro
	249
	
	Mark Dalton
	243
	
	Brian Doe
	204

	Denise Rogers
	253
	
	Carol Woytowich
	234
	
	Kathy Pepin
	212

	Charlene Rydgren
	259
	
	Alicia Perrigo 
	237
	
	Rebecca Fiske
	201

	Jennifer Bailey
	261
	
	Stacey Vincent
	240
	
	Jayne Roberts
	213

	Alicia Kissane 
	267
	
	Kristi Thompson
	165
	
	Gary Harmon
	215

	Lisa Crossman
	264
	
	Nathan Hathaway
	233
	
	Laura Rabideau
	266

	Cindy Leffler
	263
	
	Wade Bush
	244
	
	Patrick Richards
	211

	Stacey Maguire
	258
	
	Angela Spahr
	229
	
	
	

	Stacie Myers
	150
	
	Matt Gainey
	157
	
	
	

	
	
	
	Danielle Keating

Caron Roulston

Renee Waters


	235

167

140
	
	
	

	Grade 11
	
	
	Grade 12
	
	
	
	

	Donna Lewis
	214
	
	Trina Lewis
	148
	
	Claire Arnold
	245

	Maureen Dumont
	203
	
	Darcy Rabideau
	149
	
	Carole Raymonda
	255

	Brian Doe
	204
	
	Richard Rydgren
	424
	
	Jennifer Massaro
	249

	Kathy Pepin
	212
	
	Josh Dunning
	151
	
	Denise Rogers
	253

	Rebecca Fiske
	201
	
	Norm Pomainville
	152
	
	Charlene Rydgren
	259

	Jayne Roberts
	213
	
	Julie Richey
	153
	
	Jennifer Bailey
	261

	Gary Harmon
	215
	
	Paula Walter
	155
	
	Alicia Kissane 
	267

	Laura Rabideau
	266
	
	Amanda Soulia
	156
	
	Lisa Crossman
	264

	Patrick Richards
Dave Legacy
	211
242
	
	John Carr
Sheila Glinski
	159
163
	
	Cindy Leffler
	263

	
	
	
	
	
	
	Stacey Maguire
	258

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	Backup
	
	
	
	
	
	
	

	Charles Dievendorf
Cheryl Fletcher-Miller
	
	
	
	
	
	Cheryl Stickney
	238


Franklin Academy High School
Interim Progress and Report Card Dates

· October 3
Interim Report Ends

· October 6
Grades due in E-School by 3:00 pm

· October 8
Interim Reports Distributed

· November 6
1st quarter ends

· November 7
Grades due in E-School by 3:00 pm

· November 12
Report Cards Distributed

· Elementary and Middle School Report Card Conferences – students dismissed at 11:00

· December 16
Interim Report Ends

· December 17
Grades due in E-School by 3:00 pm

· December 19
Interim Reports Distributed

· January 30
2nd quarter ends

· January 30
Grades due in E-School by 3:00 pm

· February 4
Report Cards Distributed

· March 11
Interim Report Ends

· March 12
Grades due in E-school by 12:00 pm

· March 13
Interim Reports Distributed

· April 22

3rd quarter ends

· April 24

Grades due in E-school by 3:00 pm

· April 28

Report Cards Distributed

· Elementary and Middle School Report Card Conferences – students dismissed at 11:00

· May 18

Interim Report Ends

· May 19

Grades due in E-school by 12:00 pm

· May 20

Interim Reports Distributed

· June 19

Non-Regents Grades Due in Office by 9:00 AM
· June 25

4th quarter ends

· June 25

Grades due in E-school by 12:00 pm

· July 6

Report Cards Distributed

Scheduled Faculty Meetings

2009 – 2010
All faculty members are expected to be punctual for all meetings.  All staff are expected to be at each faculty meeting.  In the event of a personal conflict Mr. Griffin or Mrs. Tourville should be contacted in advance.  

Ideas for agenda items should be submitted to the office one week prior to the meetings.  Faculty members will be provided an opportunity to speak on their agenda item.  An agenda for the meeting will be placed in each faculty member's mailbox 24-48 hours before the meeting.

Please review these dates and make personal arrangements to maximize attendance. 
In-season coaches are excused from the meeting if there is a conflict with practices or a game.  We feel the supervision of students in the locker room or playing field is our first priority.  Coaches and other faculty members with legitimate excuses should inform administration of their planned absence. Faculty should reserve the scheduled days for faculty meetings.
Additional faculty meetings may be scheduled if necessary
All meetings will begin at 2:35 in the Chorus Room.
· Thursday
October 1



· Thursday
November 5


· Thursday
December 3



· Thursday
January 7



· Thursday
February 4



· Thursday
March 4


· Thursday
May 6
Building Operations Meetings with the Administration and the MFT building reps will occur on the Wednesday preceding each Faculty Meeting or on an as needed basis.  If you have concerns that you would like discussed, please see your building rep.
BELL SCHEDULE

2009-2010
HOMEROOM WARNING BELL
7:52
	Period
	Time
	1-hour delay
	2-hour delay
	Early Release
	

	Homeroom
	7:55-8:05
	8:55-9:05
	9:55-10:05
	7:55-8:05
	

	Period 1
	8:08-8:48
	9:08-9:33
	10:08-10:18
	8:08-8:48
	

	2
	8:52-9:32
	9:37-10:02
	10:22-10:32
	8:52-9:32
	

	3
	9:36-10:16
	10:06-10:31
	10:36-10:46
	9:36-10:16
	

	4
	10:20-11:00
	10:35-11:00
	10:50-11:00
	10:20-11:00
	

	5 A Lunch
	11:04-11:30
	
	
	Drivers/Walkers 
	11:03

	Class
	11:33-12:13
	
	
	Bus Riders
	11:15

	5 B Lunch
	11:47-12:13
	
	
	
	

	Class
	11:04-11:44
	
	
	
	

	6
	12:16-12:56
	
	
	
	

	7
	1:00-1:40
	
	
	
	

	8
	1:44-2:27
	
	
	
	

	9
	2:30-3:10
	
	
	
	


Department coordinators must hold department meetings approximately once each month.
	Art
	Franklin Academy Faculty
	Math

	Roulston Caron**
	
	Dunning Joshua

	Thompson Edith**
	** Denotes Department
	Gainey Matt

	Waters Renee
	Chairperson
	Lewis Trina

	
	
	Myers, Stacie

	Business
	Nurse
	Soulia Amanda

	Wagner, Stephanie**
	Thomas Michele**
	Pomainville Norman

	Carr John
	
	Rabideau Darcy

	Miller Cheryl
	Technology
	Richey Julie

	Thompson Kristy
	Dievendorf Charles
	Walter Paula **

	
	Rydgren Rick
	

	English
	Hanna Cory
	Music

	Roberts Jayne
	
	Childs, Jodi

	Doe Brian**
	Social Studies
	Poupore Mindy **

	DuMont Maureen 
	Dalton Mark
	Soper Jeff

	Harmon Gary
	Hathaway Nate
	

	Fiske Rebecca
	LaDuke William**
	Physical Education

	Keating Danielle
	Legacy David
	Childs Ryan

	Lewis Donna
	Perrigo Alicia
	Miles Terry

	Pepin, Kathy
	Senter Jillian
	Santamoor Joe

	Richards, Patrick
	Bush, Wade
	Wiggins Michele

	
	Vincent Stacy
	Depuy, Kim

	
	Woytowich Carol
	

	Guidance
	
	

	Dievendorf Jane
	Special Education
	Science

	Golden Richard 
	Biondo, Vicki
	Arnold Claire

	Jones-King Susan
	Gravell Allen
	Bailey Jennifer

	
	Heden, Jim
	Maguire Stacey

	Health
	Hogle Jared
	Massaro Jennifer

	Glinski Sheila
	Mulverhill Shelley
	Miletich John

	
	Spahr Angie
	Pelkey Brandon **

	
	Trudeau Lee
	Raymonda Carole

	
	West Tara
	Reilly Kim

	
	Sarah Mosher
	Rogers-Gobeille Denise

	Librarian
	
	Rydgren Charlene

	Scharf, Cathy
	
	

	
	
	

	LOTE
	
	

	Crossman Lisa**
	
	

	Menton Alicia
	
	

	Latreille, Lynn
	
	

	Leffler Cindy
	
	

	Rabideau Laura
	
	

	
	
	

	
	
	


SUPPORT STAFF

	Boyea Susan
	Library Clerk

	Beach, Amy 
	Clerk/Main Office

	Doe Kelly
	Typist/Main Office

	Tatro, Roni
	Attendance Clerk

	Plante
Sharon
	Senior Account Clerk

	Raville, Annie
Connolly, Christine
	Clerk/Guidance Office
Athletic Department

	Marshall  Julie

White, Maureen
	Receptionist/Monitor

Monitor

	Abare, James

Barrett Kim

Black, Jason
	Teaching Assistant

Teaching Assistant

Teaching Assistant

	Hill, Ralph
	Teaching Assistant

	Deans David
	Teaching Assistant

	Guerin
Kathy

	Teaching Assistant

	Guerin Peter
	Teaching Assistant

	Prevost KIm
	Teaching Assistant

	Richards, Martha
	Teaching Assistant

	Goyea, Donna
	Teaching Assistant

	Gardner, John
	Teaching Assistant

	Sullivan, Kerry
	Teaching Assistant

	McDonald, Sherry
	Teaching Assistant

	Webber, Kerry
	Teaching Assistant

	Rogers Matt

Bickford, Janice

Paige, Kristina

Tatro, Roni

Tavernia, Cathy

Trombley, Linda

Vanier, Donna
	Teaching Assistant

Teacher’s Aide

Teaching Assistant

Teacher’s Aide

Teacher’s Aide

Teacher’s Aide

Teaching Assistant


HOMEROOM AND ATTENDANCE PROCEDURES

Students should never be allowed to take attendance in homeroom or in class.  The New York State Board of Regents requires that accurate attendance be taken each day in homeroom and in every class.  
THE TEACHER is responsible for taking accurate attendance in homeroom.  Students should never take attendance.  Our attendance cards are legal documents for which the teacher is held responsible.  

    7:35AM  --- Faculty in building

    7:40AM --- 
All classrooms open (All staff, whether they have homeroom or not should have their 

classroom open and be supervising the halls.
    7:52AM --- 
Bell for students to report to homeroom

    7:55AM --- Students in homeroom

 
--  Attendance taken by teacher


--  Students arriving after 7:55 AM must have a pass from the receptionist. 

-- Attendance cards for those students who are absent and tardy to homeroom slips should

be sent to the attendance office at 8:05 AM.

TARDY TO SCHOOL

A student is tardy to school if they arrive at homeroom after the 7:55 bell.

A student who is late to homeroom is tardy to school.  If a student is tardy to school, he/she must have a  late pass from the lobby receptionist. A student tardy to school/ homeroom should not be allowed into homeroom/ class without this pass.  
PROCEDURE FOR EXCUSES

Students should turn in their excuses prior to reporting to homeroom.  
(1)Excuses for absences are turned in to the attendance office where they are filed.  (2) When a student returns after an absence he/she has 3 days to bring their excuse to the Attendance Office. (The first is the day they return, followed by the next 2 consecutive days.)
ATTENDANCE

Since poor attendance and lack of punctuality are frequent causes of failure in school and in life, the following policy is instituted:

Students must meet the minimum standards of attendance to receive credit for courses in which they are enrolled.  In order to obtain academic credit for a course, a student must be in attendance at the time that a class is scheduled.  Therefore, the attendance policy does not differentiate between excused and unexcused absences.  When a student is failing a course due to academic deficiencies, he/she will receive a failing numerical grade.  Students may be denied credit in a course if they exceed the following guidelines:

The Commissioner of Education has ruled that parental consent to a student's absence does not preclude the school district from enforcing its attendance policy against the student for violating the district's attendance policy. A school board can establish rules concerning the order and discipline of the schools, as it may deem necessary.  These rules are not subject to parental consent.

Maximum Absences:  

More than 15 absences for the year, the student may be denied credit for a full year course.

More than 20 absences in a lab science course, the student may be denied credit for the course.  An absence from a double period lab will be calculated as 2 absences.

More than 8 absences in a semester course, the student may be denied credit for the course.

More than 7 absences for the year in physical education, the student may be denied credit for the course.

More than 2 absences for the quarter in swimming, the student may be denied credit for the course.

This policy applies to all students and all programs offered at Franklin Academy and those offered through the North Franklin Education Center.

Final Exam Ineligibility:  A student who exceeds the maximum number of absences will not be allowed to take the final exam in the course.  The student will be notified one week before the end of the course whether the student will be eligible for the final exam for the course.  A student who has exceeded the maximum number of absences will not qualify for an exemption from the final exam.  The student will receive a zero for the final exam grade and the final average will be determined by dividing the sum of the four quarterly grades by five.
Summer School Ineligibility:  Students who have excessive absences may be denied the privilege of attending summer school.   Students who exceed more than 20 days of absences in a full-year course, 10 days for a half year course, or 25 days for a lab science course will not be allowed to attend summer school for credit.

Excessive Tardies To School:  Excessive tardies to school will result in disciplinary action.  On the third unexcused tardy to school, students will receive a warning.  After the third unexcused tardy to school, detention may be assigned.  (Excused tardies are tardies due to personal illness, death in the family, impassable roads, religious observance, quarantine, required court appearances, attendance at health clinics, approved college visits, approved cooperative work programs, military obligations.) 

New York State considers all other tardies to school as unexcused, whether they are the fault of the student or parent.  (i.e.  family vacation, hunting, babysitting, haircut, work, overslept, etc.)

Notes from Parents:  When a student is absent, a note written by the parent explaining the absence must be turned into the attendance clerk within 3 days of the absence when students are entering the building in the morning. After 3 days, if no written excuse is received the absence(s) will be marked as unexcused.  Students with (9) or more unexcused absences will have detention(s) assigned for every unexcused absence after that.  Absences can only be recorded as "excused" upon receipt of a written signed explanation from the parent for one of the reasons stated in the Excused Tardies section.  Students are expected to assume the responsibility for turning in excuses in a timely manner.

When a student has accumulated 3 unexcused absences, the attendance clerk will send home a written letter to the parents. This letter will state the dates of the unexcused absences and the District's Attendance Policy.  Successive letters will be sent home every time the student accumulates 3 additional unexcused absences.

After 9 excused or unexcused tardies to school, the principal or attendance clerk will contact the parent/ guardian to determine whether a pattern or problem is present.  At this time, a doctor’s statement may be required for each additional tardy to school.

Exempted Absences:  The following are to be considered exempted absences and will not be counted as an absence for the purposes of implementing this policy.  However, these absences should still be specifically noted in the grade book.  

Music lessons which are scheduled in conjunction with a regular course of study.

Appointments scheduled by Guidance or the Health Office.

Attendance at CSE, Child Study, or 504 meetings.

In - School Detention or Suspension from class or school when an alternate, approved educational program has been used.

Other educationally related or school sponsored activities such as:

Field trips

Sports trips

Senior trip

State testing

College Interview

AP/ College Testing

Other reasons with the principal’s approval

Daily Attendance Procedures:  Attendance will be taken during homeroom.  Students who are not in their assigned rooms at this time will be considered absent.  If a student is late to homeroom, they are considered tardy to school.

Attendance Records:  The record of each student’s presence, absence, tardiness and early departures shall be kept in a register of attendance in a manner consistent with the Commissioner’s Regulations.  An absence, tardiness or early departure will be entered as “excused” or unexcused” along with the District’s code for the reason.  The actual number of absences, not just those counting toward the maximum allowed, will appear on Interim reports and report cards.

Missing More Than 20 Minutes of a Class:  If a student is not in attendance for at least twenty minutes of class, the student will be marked absent.  This absence will count toward the maximum number of absences allowed unless the reason for the missed time is included in the Exempted Absences section above. 

Notifying Students and Parents:  In addition to the attendance reported on interim reports and report cards, teachers will send notices home when a student reaches each 5-absence increment and also reaches two-thirds of the maximum allowed absences.

Extending Opportunities To Make Up Missed Work:  It is the student’s responsibility to complete missed work in a timely manner.  A student has the number of days absent plus one day to complete the missed work.  Teachers should make themselves available to respond to questions from students about work missed.  Only those students with excused absences must be given the opportunity to make up a test and/or turn in a late assignment for inclusion in the calculation of the performance portion of their final grade.  The teacher is not obligated to extend the opportunity for makeup work to students with unexcused absences.  Makeup opportunities may be denied to those with unexcused absences.  

The nature of the make-up opportunity may also be dictated by the circumstances surrounding the absence.  For example, students who miss a day due to a funeral, a court appearance or a college interview will be required to make up the work.  For students who miss class because of a field trip, a teacher should assess whether the trip itself can serve as a substitute for the classroom instruction otherwise missed on that day.  If not, some other suitable make-up opportunity could be extended.

CLASS WORK MAKE UP PROCEDURES

Students who are absent due to illness will have the number of days absent + one day to make up the work.   

Attendance Review Committee
In January and June, a committee will review each case of excessive absences and the circumstances surrounding the absences.  The committee will be made up of the nurse, guidance counselors, building administrators and the attendance officer.  

Procedure to follow when a student’s attendance to your class is poor:   The teacher is responsible for notifying the administration, parent and student as soon as attendance becomes a problem. Do not wait until no correction of behavior can occur.  Make contact with the parent to notify them of the number of absences. 

SUSPENSION/HOME TUTOR: Students who are receiving home tutor services due to illness, and students receiving home tutor services as the result of a suspension shall be maintained on our attendance records. When a student refuses such services, they shall be marked as an unexcused absence for the day services were not received.

STUDENT SIGN OUTS: Attendance is critical to success in school and in the workplace. In an attempt to address academic and attendance concerns and in response to concerns about student safety, it is necessary to limit traffic in and out of school grounds and school buildings.  It is with these concerns in mind that we need to limit students coming and going frequently during the day. Therefore the following procedures are instituted:

Students with an excuse for appointments must report to the attendance office upon entering the building in the morning. The excuse to leave school should state the reason for leaving, be specific, and include the name of the doctor or dentist. (Doctor or Dentist appointments must be  validated by an appointment card from the dentist or doctor either prior to leaving or upon returning to school.  A court appearance must be validated with a letter either prior to leaving or upon return. Road tests must be validated upon returning. Any excuse should be signed by a parent or guardian, dated, and a phone number where the parent or guardian can be reached for questions.  Students not returning with a validation will be marked as unexcused.

The attendance clerk or administrator will sign the excuse. The student must use this excuse to leave the class and then go to the reception area to sign out.

Students attending NFEC must return to FA to sign out.

Upon returning from an appointment or an excused absence, students must sign back in.

NO student will be excused from school during study halls or lunchtime except for a validated excuse. 
Students without a valid excuse must be signed out by their parent/ guardian.

CLASS ATTENDANCE PROCEDURES 
1. 
The teacher is to note all absences in each class. Daily absences should be checked against the
 
attendance list, field trip notices, appointments, etc. 

2. 
Absences must be recorded in the class record book. To avoid confusion, please note exempt 

absences in your record book. 

The student will receive a "O" for any work in class the day of the skip. Detention will be assigned by the administration on a progressive basis. A detention notice will be sent home. 

STUDENTS TARDY TO CLASS

A student is tardy to class if they arrive at the class after the bell to begin class – this definition of tardy to class must be consistently and fairly applied by all teachers.
Teachers should never condone lateness to class. When a student arrives late, the class should not be disrupted. The teacher should give the student a pink “Tardiness Explanation Slip” to fill out. Three unexcused tardies to class are equivalent to an absence. Any unexcused lateness of more than 10 minutes is to be considered a skip, and referred to the office.  After 3 tardies to a class, the student should be referred to an administrator.  (Please send the 3 tardy slips with  a conduct report to the office.) 
SUPERVISION OF STUDENTS

 At no time should a classroom, study hall, or homeroom be left unattended.  If an accident were to occur without a teacher present, both the school district and the teacher would be held liable.

It is the responsibility of all faculty members to monitor and supervise students when they are in the halls.  Faculty members should stand near their doorways between periods in order to:

Welcome students to class
Supervise the halls
Encourage students to be prompt
CLASSROOM MANAGEMENT/STUDENT EXPECTATIONS
Teachers should pass out to students a copy of classroom standards or expectations on the first day of class.  Teachers should establish classroom management techniques that will allow for an environment that is conducive to teaching and learning.  Good classroom management techniques and fair and consistent discipline procedures are important parts of the teaching, learning process.  A copy of each teacher’s classroom expectations should be on file with the principal.

LESSON PLANS
All teachers are to submit weekly lesson plans to the main office prior to the week’s lessons.  These will be kept on file in the office and reviewed by department coordinators and administration.  

Emergency Substitute Plans
Every teacher must have an emergency substitute folder.  The Emergency Substitute Folder should be placed in the middle, upper drawer of the teacher's desk.

Folders should include:
1. 3-day contingency plan





2. seating charts





3. homeroom/classroom procedures (including specifics about students not 





leaving the classroom to visit the office or use the lobby phone.)





4. list of students with special needs





5. daily schedule with duties included





6. instructions for exit during fire drill including care of grade book
DISCIPLINARY GUIDELINES

Discipline is the responsibility of every teacher in the school system.  Much of the work of teachers and administrators involves maintaining a safe, orderly and positive teaching and learning environment.  In order to create a constructive learning atmosphere, it is necessary that the principal and teachers consistently use the same practices and procedures. No one should be creating a different type of atmosphere from the other teachers and administrators.  Teachers are expected to handle situations in class.
If you have exhausted all means available to you with regard to student misbehavior, please follow this procedure:
Call the office immediately and notify them you are dismissing a student from class.  Direct the 

student to report immediately to the office.  

Do not leave a class unattended.  If you must accompany the student to the office, get a replacement first.  If a student refuses to leave the room, call for an administrator on the handset in the room.

As soon as possible, send a conduct referral to the main office.  Explain the offense in detail and 

without judgment. If a student is sent to the office by a teacher, we will not take any action until we 

receive a conduct referral from the teacher.  It is important that when we talk to the student we have 

in writing the teacher's explanation of the problem.  Without this written explanation, it is impossible to handle the problem effectively.

At the request of the administration, the parent may be contacted and  requested to visit the school

to aid in the solution of the problem.

In cases of inappropriate behavior, the administration may employ any of the following or a combination of disciplinary or corrective measures:



A.  
Parent notification;



B.  
Parent conference scheduled by classroom teacher;



C.  
After school detention;



D.  
Work assignment after school with parental permission;



E.  
In-school suspension/detention;



F.  
Involvement of law enforcement officials;



G.  
Involvement of the Department of Social Services and/or Probation Department;

If detention or suspension is necessary, the student will not be able to participate in school activities until detention/suspension has been completed.  This includes dances, plays, interscholastic sports, music programs, etc...  

Any school work missed while the student is under suspension must be made up by the student.  Long term assignments which fall due during the period of suspension are due on the day the student is reinstated.

In the process of carrying out this policy, it may become necessary to remove some students from school.  Every effort will be made to seek alternate placements for these students.

The entire staff should attempt to help students formulate attitudes which will enable them to become constructive, responsible citizens.  The students themselves must come to realize that the school is not the place to perpetrate unacceptable patterns of behavior. Home and school both have the responsibility to guide the student in making the right decisions regarding conduct.

HARASSMENT OF STUDENTS OR TEACHERS
Verbal, physical or sexual harassment of a student or teacher by other individuals will not be tolerated.  The following process is recommended if a person feels that they are being harassed:
1.
The person should tell the harasser that they object to the comment or action and that 


they want it to stop.

2.
If the harassment continues, the person should write down the times, places, witnesses, 


and what happened.

Report the incident to someone (teacher, guidance counselor, administration.)  School officials 
are required by law to check out all complaints.  Incidents of harassment will be dealt with by the administration.

The District is committed to safeguarding the rights of all students and staff within the District to learn in an environment that is free from harassment on the basis of sex, race, color, and national origin.

Conduct is deemed to be sexual harassment when the person perceives such behavior as unwelcome, such as inappropriate touching, verbal comments, sexual name calling, spreading rumors, gestures, jokes, or pictures.  Examples of racial or ethnic harassment would include unwanted verbal comments: racial name calling; racial or ethnic slurs; slogans or graffiti; intimidating actions such as cross burning or painting swastikas; or treating students differently on the basis of race.
STUDY HALLS

· Students are expected to be on time.

· Attendance shall be taken.  
· Sign-outs will be listed on a sign-out sheet.

· Students may be allowed to sign out to use the phone from study hall.
· Pre-signed passes are required in order for a student to leave the study hall and must be brought

to the monitor at the beginning of the period in which he/she is assigned to study hall.

· One student at a time may use the bathroom pass.

· It is not normally necessary for locker passes to be issued.

· Students are to have all materials necessary for a 40 minute study hall.

· Reading materials will be available for student use in the event all assignments are completed.

· Students are expected to study and be prepared to study.  Study hall is self-defined.  

· Students shall be:

· Prepared
· Quiet

· Studying

· Students may be allowed to help other students study.  This opportunity may be made available with the approval of the staff member(s) present.

STUDENT PASSES
Students will receive a dated day pass from their homeroom teacher.  The day pass should be used by the student throughout the school day.  No student should leave a classroom without a pass.  The only exception to this would be if a student was seriously ill and you had no time to issue a pass.  In this instance, you should notify the office using the handset.  

The large majority of all passes should be pre-signed.  Example:  Should a student need to work with a teacher during a study hall, he/she should receive a pass from that teacher before the study hall period.  Should a student need to go to the Guidance Office, he/she should receive a pass from Guidance before school begins.  Passes are issued by faculty members and should be completed by faculty members.  Simply signing a pass and allowing the student to complete the pass is not appropriate.

When a student leaves a homeroom or regularly scheduled class, the day pass should include the following data:



· Date

· Present station and destination
· Student's name

· Time leaving
· Teacher's signature

Every teacher who issues the pass should keep a record of the fact that the student has left the room (name, time and destination) using a sign-in/out sheet. 

CUSTODIAL SERVICES

Requests for special custodial and maintenance services should be directed to the building administrator.  A request for custodial services should be filled out and given to the building administrator for his/ her approval.
MONEY

Teachers should never keep any amount of cash in their desks or homerooms for any purpose.  Space is available in the vault for storage of classroom or group funds and information for using the vault for this purpose is available from the school secretary.  Only office staff are to enter the vault.
FACULTY WORKING HOURS

Teachers are expected to be in school at 7:35 AM and in their rooms by 7:40 AM.  Teachers must be available in their rooms until 2:50 PM.  Any teacher who needs to leave school before 2:50 PM, with the exception of the lunch period, must receive permission from a building administrator.  The teacher should notify the main office upon his or her return.  When staff leaves for lunch, they must inform the office secretary when they leave and return.  This is an insurance and safety issue.

DELAYED START OF SCHOOL

When school is delayed one hour, the teaching staff in all schools need not report until forty-five (45) minutes after the regular reporting time.  If it is difficult or dangerous for staff members to report at the forty-five (45) minute delayed time, they are expected to call a building administrator at school and inform him/her of the time when they can be expected.  
It should be noted that if any teacher is able to report earlier than the forty-five (45) minute delayed time, it would be helpful in supervising those students who arrive early.

STUDENT SICKNESS OR INJURY
The procedure to use if a student becomes ill or is injured in the classroom or in the school building, is as follows:

1.  In the case of minor illness or injury, direct the student to the Health Office.  Notify the health office by calling 2999 on the handset.  If necessary, seek the assistance of  an administrator. 

2.  In the case of serious illness or injury, contact the school nurse and notify an administrator or the 
building secretary that  a serious illness/ injury has occurred.  They will then assume responsibility for 
the student.

3. If a teacher is forced to assume responsibility at any time, the following should be remembered:

Since the parent has the basic responsibility for the child's health and welfare, parents should be notified of any serious illness or injury, and should assume responsibility for the child's medical attention.  They should be requested to provide transportation, preferably to pick up the child at school.
In cases of extreme emergency, when parents or other persons designated by the parents are not able
to be reached, the school, which is acting in place of the parent, is responsible for transporting the child to the source of medical attention, usually the emergency room of the Alice Hyde Hospital.

To ensure proper legal coverage,  ill or injured students should not be allowed to leave school grounds until the school nurse and a building administrator have been notified.

NOTE TO ATHLETIC COACHES IN ANY SPORT -- VARSITY OR J.V.
Coaches must personally report every injury which occurs on the playing field or court to the school nurse, the athletic director, and the principal.  This report must be made on a standardized medical form you request at the time of the accident.
ANNOUNCEMENTS
Notices of events important to students and teachers will be announced over the public address system prior to the start of first period and at the conclusion of the last period.  All announcements must have prior approval from an administrator.  Announcements can also be placed on the school website, submit these announcements to Jerry.
MAIL
Faculty members should check their mailbox upon arrival to school and before leaving school.

Students are not permitted to pick up mail for faculty members.  Mailboxes often contain confidential information from guidance, the nurse, and/or administration.
E-mail

Please try to check e-mail on a daily basis.
MINIMUM STUDENT COURSE LOAD AND SCHEDULE CHANGES
Each student must take a minimum of 6 classes.  The student's major sequence and future plans should be kept in mind at all times in schedule changes.

In order for a student to receive permission for a schedule change, the following will be done in the stated order.

Meet with their counselor and receive a drop/add form. (A waiting period of (10) days from the 

beginning of the year must occur before a schedule change is considered.)

If the student, teacher, parent, or guidance counselor requests a meeting, a conference must occur prior 
to any change of schedule.  The counselor will arrange a meeting with the student, his/her parent, 
teacher, guidance counselor, and, if necessary, a building administrator. The student will continue to 
follow the original schedule until after the conference has occurred.

As a result of this conference, an assessment and plan of action will be determined by the parties involved.

If there is no request for a meeting, the student will be given a new schedule and will begin his/her new classes.

4.   NOTE:  Any course dropped after the first marking period is noted on the report card and transcript.

5.   Mainstream teachers will be notified by Special Education staff if changes may impact a student’s IEP.

The following are exceptions to these guidelines:


1)
AIS classes


2)  
Foreign Exchange Students


3)  
Dropping a study hall to pick up an additional course


4)  
Scheduling conflicts


5)  
Safety considerations

Providing Services for Students with Disabilities

Access and Implementation of the IEP

If you are a regular education teacher providing a service to a student with a disability you will have legal access to that child's IEP. It is the teacher's responsibility to read and familiarize themselves with this document to ensure that services are provided in accordance with the CSE recommendations. The special education teacher of the student will contact the regular education teacher and identify themselves as the service provider. Teachers who have questions regarding any aspect of the IEP should consult with the student's primary special education teacher or the building principal.

Confidentiality

A student's IEP or 504 plan is a legal and confidential document that should be filed in a secure location. When perusing this document on IEP Direct, e-mail or the hard copy, be sure the document is not left unattended for others to see.

Providing Test Accommodations

Test accommodations should be provided in an appropriate manner consistent with the IEP/504 recommendations. Please consult with the student's primary special education teacher or 504 facilitator for guidance in this process. Note: if a student refuses to access their test accommodations it is not necessary to mandate they do so. Please notify the student's special education teacher and the appropriate steps will be taken.

Attendance at CSE or 504 Meetings

Federal law mandates that at least one regular education teacher providing a service to a student with a disability be in attendance at the CSE/504 meeting. If you are sent an invitation to a CSE/504 meeting you are expected to be in attendance. In most cases, you will receive the invitation at least one week in advance. Please try to arrange coverage that will permit you to be there. If you absolutely cannot attend, please notify your department coordinator, building Principal or Special Education Office as soon as possible.

GRADES
A.
Failures:

The classroom teacher is responsible for reporting failures to parents via telephone calls, mail, or parent conference and always at interim report and report card time.

B.  
Incompletes:

Student work that is not submitted by the determined deadline should be assessed or penalized 

as determined by the teacher and communicated to the student.  This assessment or penalty 

should be incorporated when calculating the grade for the marking period.

If it is necessary an "incomplete" be given, the student has three school weeks (15 school 

days) to remove the incomplete.

No Incomplete can be given by a teacher without administrative approval for 4th quarter.

A current "incomplete" will prevent a student from being considered for any position requiring an

academic standing (honor roll, National Honor Society, scholarships, etc...).  It will be considered 

a failing grade in terms of the academic eligibility policy. (See Academic Eligibility Policy in the

Student Handbook.)

C.  
Report Cards

Report cards will be issued at the close of each ten-week period.  (See enclosed Reporting Schedule)  Reporting instructions will be given to each teacher prior to the end of the ten week reporting period.  

Special Education teachers will complete progress reports from IEP Direct each quarter and send these home on report card days.
FINAL GRADE PROCEDURES

Final grades are obtained in the following manner:

One-credit courses:  Final grade obtained by adding four quarter grades with final exam grade 

(Regents or school examination), then dividing by five.

Half-credit courses:  Final grade obtained by multiplying each quarter grade by two.  Add final 

grade (Regents or school), divide by five.

In courses where the final exam is not a state exam, if the student has an average of 90 or higher for the 4 quarters (or 2 quarters in a half-year course), then the student may opt not to take the final exam.  In such a case, the final course grade will be the average of the 4 quarterly grades (or the 2 quarterly grades in a half-year course).

REGENTS GRADES AND TESTING PROCEDURES

To insure the best performance by each student, we will administer the course Regents exam to the students in June* with the exception of any students whose classroom teacher recommends that they take the exam in January.  Any student may elect to take the exam in January if they wish.

In courses that end in a Regents exam, the June Regents will be the final exam. All students must take the Regents exam in June. If a student takes the exam in January, the higher of the 2 Regents scores will count as the final exam grade.

Students who elect to take the January Regents can be exempt from the June Regents if they meet the following 2 criteria:


-90 or above average for the 4 quarters


-85 or above on the January Regents exam.

Exempted students would have the average of their 4 quarter grades or the January Regents entered in the final exam column, whichever is higher.

STUDENTS IN SCHOLASTIC DIFFICULTY

It is recommended that teachers contact the guidance office any time a student appears to be in serious scholastic difficulty.  Please do not wait until the quarterly marking period to do this.  Interim Reports are to be sent home at the end of the first five (5) weeks of each marking period so that parents are informed regarding scholastic difficulty.  At that time parents MUST be informed when students are doing failing work or their performance has dropped off significantly and the student is in danger of failing.  Whenever a student’s average drops below 50, the teacher must make contact with the parent.  We encourage staff to call parents and document the call.  If a call is not possible, the parent must be contacted by letter. (There is a form letter available in the office or a teacher may develop their own letter with copies to guidance and the principal.
Phone calls and parent conferences are to be made prior to student failure.  Deficiencies may be reported at any time using the Deficiency Report Form or letter available in the main office.

CLASS RANKING AND PASSING GRADE
CLASS RANK:  No distinction will be made between Regents and non-Regents.  

COMPUTING AVERAGES AND RANKS (SEVEN SEMESTERS):  In determining the senior year averages to be used for ranking the senior class, the marks in repeated subjects shall be the higher of the two grades in computing the average.  The final grades of both classes will appear on the transcript, but only the higher of the two will be used to determine an average.

Physical Education, swimming, Swinging Sounds, and Jazz Ensemble will not be used

to compute averages and honor roll status.

HONORS:
Honor Roll is established -- 90% and above.

             
Principal's List is established -- 94% and above.

PASSING MARK:  Passing mark is 65%.

GRADUATION HONORS

In addition to the valedictorian and salutatorian tradition, a senior class honors group will be designated.  Any graduating senior with a 3-1/2 year cumulative average of 90 or above will be listed as an honor student.  

CALCULATING GRADES

Students will receive a numerical grade for each course based on the average of the work for the quarter.  The only exception is that a freshman’s first quarter report card grade may not be less than a 55.  Teachers should be mindful that there is no educational advantage to giving any student an excessively low grade during the first quarter of a semester course or first two semesters of a yearly course.  The result of an excessively low grade in the first half of the course tends to discourage any additional work on the students part and often results in disciplinary problems in the classroom.  It is our philosophy that a student not be "buried" in the first marking period.  Exceptions to these procedures must be referred to the principal for a decision.
(If contact is made by phone, the teacher should document the call and provide the administration with a copy of the documentation.)

FINAL EXAMS: All courses will end in a final exam.  If a student has a 90 average after 4 quarters, 
and the final exam is not a regents, the student may choose to be exempt from the final exam.   
In order to have the privilege of being exempt from a final exam with a 90 average a student must not have exceeded the attendance policy.  Students who have exceeded the attendance policy do not qualify for a final exam exemption and will receive a zero for a final exam grade.
ATTENDANCE AT SUMMER SCHOOL

Many students from Franklin Academy take advantage of the FEH BOCES Summer School Program.  It is important that students put a maximum effort into being successful during the school year.

In order to attend a summer school course for credit a student must meet minimum grade and attendance requirements:

Minimum Grade and Minimum Attendance:

A student who has excessive absences in a course may not attend the summer school course for credit.  Any student who has in excess of 30 absences (2X acceptable number of absences) in a course during the school year will not be allowed to access the summer school course for credit.  (They may attend for Academic Intervention purposes.)

Students who do not meet a minimum course average will not be allowed to take the course in summer school for credit.  A student who has a course average of less than 55 will not be allowed to attend the summer school course for credit.  (They may attend for academic intervention purposes.)

Students who do not qualify for credit in a course may take the course for skill building or for academic intervention purposes.  

In addition, parents and students should be aware that the following procedure will be used to determine a final grade as a result of summer school.  
Grade Weighting of Summer School Average and Yearly Average:

The following is the grade weighting for all students that attend a Summer School program:

	
	Yearly Grade
	Summer School Grade
	Final Grade

	Grade
	55
	75
	

	Weighting
	.5
	.5
	

	Average
	27.5
	37.5
	65


REGENTS EXAMINATIONS
For the Regents in January and June, teachers will be expected to proctor examinations.  Lists of those people proctoring examinations and other instructions will be prepared by the administration and delivered to teachers in advance of the examinations.

Every person acting in the capacity of a proctor for Regents examinations will be responsible for familiarizing himself/herself with the information in the booklet, "Regents Examinations, Regents Competency Tests, and Proficiency Examinations." These booklets are available in the Main Office and should be kept in the faculty handbook. It is every proctor's responsibility to provide sufficient time to become familiar with the information in this booklet before the beginning of the Regents examination period.

In addition, the following procedures must be strictly adhered to:

(
No proctor or staff member is permitted to remove any examination from the vault in the 

main office at any time. An administrator or their designee will deliver examinations to 

the exam site.  Resource Room teachers will have exams delivered to them by an administrator. 

(
No proctor or staff member should open an examination booklet prior to the students' commencement of the exam.

(
The teacher dictation copies, for those Regents examinations that test listening skills or auditory 

comprehension, will be distributed one hour before the scheduled starting time to the teachers who will 

administer the examination. This will give the teachers sufficient time to familiarize themselves with the 

materials in the teacher dictation copies before the beginning of the examinations. These teachers should 

report to the conference room in the main office to receive their dictation copies. They will remain there 

until accompanied to the exam site by an administrator or their designee. This procedure also applies for 

translators appointed by the principal.

(
Teachers and proctors are expected to get supplies paper, calculators, etc.) from the office and see that 
the examination rooms are unlocked on time.

(
Report any absences to the office immediately.  The building secretaries will contact students who are not at the testing site.
(
Teachers are responsible to familiarize themselves with other SED publications on the administering and 

scoring of examinations in their particular subject area. These publications will be available several days 
in advance of the Regents examination period.

DIPLOMA REQUIREMENTS BASED ON JUNE 2005 BOARD OF REGENTS ACTION TO PHASE IN THE 65 GRADUATION STANDARD ON REQUIRED REGENTS EXAMS

	Entering Freshman Class
	Local Diploma Requirements
	Regents Diploma Requirements
	Regents Diploma with Advanced Designation Requirements

	2005
	Score 65 or above on 2 required Regents exams and score 55 or above on 3 required Regents exams. Earn 22 units of credit.
	Score 65 or above on 5 required Regents exams. Earn 22 units of credit.
	Score 65 or above on 8 required Regents exams. Earn 22 units of credit.

	2006
	Score 65 or above on 3 required Regents exams and score 55 or above on 2 required Regents exams. Earn 22 units of credit.
	Score 65 or above on 5 required Regents exams. Earn 22 units of credit.
	Score 65 or above on 8 required Regents exams. Earn 22 units of credit.

	2007 
	Score 65 or above on 4 required Regents exams and score 55 or above on 1 required Regents exam. Earn 22 units of credit
	Score 65 or above on 5 required Regents exams. Earn 22 units of credit.
	Score 65 or above on 8 required Regents exams. Earn 22 units of credit.

	2008 
	 
	Score 65 or above on 5 required Regents exams. Earn 22 units of credit.
	Score 65 or above on 8 required Regents exams. Earn 22 units of credit.


Note: The Regents Competency Test safety net for students with disabilities will continue to be available for students entering grade 9 prior to September 2010. Students using this safety net will receive a local diploma. The low-pass option of scoring between 55-64 on the required Regents exams to earn a local diploma will continue to be available for students with disabilities, without local option.

In addition, beginning with students entering grade 9 in 2005, an appeals process is to be created for students who score within three points of 65 on a required Regents exam for graduation and have a 65 course average.  An appeal may be initiated by a student or by the student's parent/guardian or teacher on his/her behalf.  Some students may achieve the State standards as demonstrated through their coursework even though they may not have access to resources comparable to their peers in other schools.  Some students may have multiple teachers in a subject area during the school year and may have less access to up-to-date instructional materials, technology and laboratories.  The Regents believe these students should be considered for the appeals process assuming they meet the criteria set out below.  School districts must provide all students with the opportunity to access the appeals process if they meet the eligibility requirements.

 

Students seeking an appeal must meet the following criteria to demonstrate that they meet the State learning standards:

 

1.               Take the Regents exam in question two times.

2.               Have a score on the Regents exam under appeal within 3 points of the 65 passing score on that exam.

3.               Present evidence that they have taken advantage of academic help provided by the school in the subject tested by the Regents exam under appeal.

4.               Have an attendance rate of 95 percent for the school year (except for excused absences) during which they last took the Regents exam under appeal.  Local school districts set their own policy for what is considered an excused or unexcused absence.

5.               Have a course average in the subject under appeal that meets or exceeds the required passing grade by the school.  The course average must be based on the student's official transcript that records grades achieved by the student in each quarter of the school year.

6.               Be recommended for an exemption to the graduation requirement by their teacher or Department chairperson in the subject of the Regents exam under appeal.

 

Students who meet all of these criteria would be eligible to apply to their school principal on a form to be developed by the Commissioner of Education.  The principal would chair a standing committee of three teachers (not including the teacher of the student making the appeal) and two administrators (the principal and one other) that would review all appeals and rule on them within 10 days of submission.  The committee may, in its discretion, interview the teacher or Department chairperson 

recommending the appeal.  The committee may interview the student making the appeal to determine that the student has demonstrated the knowledge and skills required under the State learning standards.  The school superintendent, or Chancellor in New York City or his/her designee, shall sign off on all appeals.  The school superintendent, or Chancellor in New York City or his/her designee, may interview the student making the appeal to determine that the student has demonstrated the knowledge and skills required under the State learning standards.  

 

Students may be considered for an appeal on two of the five required Regents exams.  Students who are granted an appeal on two exams will receive a local diploma.  Students who are granted an appeal on one exam will be determined to have met all graduation requirements, and thereby earn a Regents diploma.

 

The school will make a record of all appeals received and granted and report this information to the State Education Department.  The record of appeals will appear on the School Report Card.  All school records relating to appeals of Regents exams must be available for inspection by the State Education Department.

 

These proposals in combination:

 

       Create a clearly defined four-year schedule for raising the graduation standard to 65 on Regents exams;

       Recognize that some students have strengths in certain subjects and rewards them for higher performance on certain exams;

       Provide a reasonable process to take into consideration the successful coursework of students who score within a few points of passing a Regents exam; 

       Provide students with unlimited opportunities to retake the required Regents exams to improve their scores;

       Give a reasonable time period for the highest need districts to continue to build district instructional capacity to ensure that all students take and pass the Regents exams at the 65 proficiency level; and

       Provide a clear strategy for improving academic achievement for students in those high schools that have the lowest four-year graduation rates.

 

 

F.A. ACADEMIC REGULATION

The purpose of the Academic Policy is to encourage students to do well academically.  It is a privilege for students to participate in extracurricular activities and sports.   It is important for students to realize that schoolwork must come first.  Therefore, it is required that they follow academic requirements.

(For the purpose of this policy, an incomplete will be treated as a failure until a passing grade is received for that particular course. Students who are enrolled in Academic Intervention or are auditing a course will receive a satisfactory or unsatisfactory grade.)

Students Who Are Failing Two or More Subjects

Students' grades will be checked at 5 and 10-week intervals (interim reports and quarterly report cards).  

If a student is failing more than one course the following will be enforced:

Students who are failing more than one course will not be eligible to participate in extracurricular activities for a 10 day probation period.  Extracurricular activities include but are not limited to dances, the prom, school plays, clubs, athletics, etc. 

The student will be eligible to attend only those school events that are open to the public.  (The student will be allowed to participate in all school activities over the following vacations: Thanksgiving, Christmas, winter (February) and spring (April) breaks.)  

At the end of 10 school days, students who are failing more than one subject should pick up a verification form in the main office.  If the verification form is signed by the teacher(s) of the classes that the student was failing and the student is then failing no more than one subject, the student will return to good standing status.  The completed form should be turned in at the main office.  It is the student’s responsibility to have his or her verification form signed and submitted to the office.  Once the student has verified passing grades with the Assistant Principal or Athletic Director he/she will be eligible to return to full participation in extracurricular activities, and sports. (See below for specific information in regard to athletics.)

All athletic team coaches, club and after school activity advisors will be required to turn in a roster to the main office.  This roster will be cross-checked with the failing list and the coaches/advisors will be informed of which students are ineligible to participate in such activities.

If a student is participating on an athletic team, the following will occur:

"The student will serve a 10 school day probation period that will begin on the date that reports are distributed. If the student is failing more than one subject with a grade of less than 65, the student will not be eligible to compete in athletic contests. However, the student will be allowed to continue to practice with the team and attend athletic contests, providing that the student attends the 9th period study hall from 2:30 p.m. until 3:15 p.m. During this time in study hall, the student may work with the classroom teacher if the teacher requests the student from study hall. A grade of incomplete will be treated as a failing grade until all work has been made up and a passing grade has been achieved."  The basic intent is to allow students failing more than one subject to participate in athletic practices after 3:15 p.m.

Verification forms should be picked up in the main office, signed by the teacher(s) of the classes that the student is failing and returned to the Director of Athletics.  (Please note that a student who was not eligible to practice during the 10 day probationary period due to a failing grade below 60 will be required to practice prior to returning to competition.  The number of practices needed prior to returning will be decided by the coach and the athletic director.)  Students who are still failing two or more subjects at the end of the 10 school day probationary period are not eligible to try out/return to the team.  (The athletic policy can be obtained from the athletic director.)  

To ensure that players are academically eligible, the Athletic Director will check all athletic team rosters.  

GENERAL INFORMATION

BULLETIN BOARDS
All classroom teachers are expected to use the bulletin boards in the classroom for display purposes in line with the subjects they are teaching.  The material should be changed frequently.  Display cases are available to teachers who have special projects they wish to display.

POLICY ON PUBLICITY
Any material that is going to the press must be written and turned in to the Principal's Office prior to public distribution.  Good publicity is important to a school and our relationship with the public will improve in direct proportion to the knowledge of what is going on in our school.  Anything newsworthy should be published.  Please use the Parent Facilitator to help you publicize the successes of your students.

SCHEDULING USE OF SCHOOL FACILITIES

Teachers requesting the use of the school facilities beyond regular school hours should submit a Facility Use Form to the assistant principal.  The use of large group instructional areas, (i.e.. Auditorium, Cafeteria, Gymnasium, etc.) during the school day must be cleared with the assistant principal in advance.

USE OF KEYS
Students should never be allowed access to school keys.  Teachers should be aware that allowing students to use school keys presents dangers for the student and the teacher.  Any teacher having an outside door key to this building must never allow this key to be used by a student or a community member not employed at Franklin Academy.

Effective club and class organizations invariably have effective faculty advisors.  Without leadership and direction, organizations end up accomplishing little.  The advisor should have the ability to get young people to take ownership of their own activities, without imposing their personal feelings upon the students.  Advisors are committed to students and the school.  They put in long hours.  They challenge students to reach beyond the routine.  An effective advisor and organization can benefit the entire school community.    

Each teacher is encouraged to advise a club which will fit the need of the students.  All clubs must submit a copy of their constitution for the Board of Education approval before an activity can take place.  

A copy of the constitution must also be submitted to the Student Council.  All club and class activities are to be referred to and scheduled through the student council.

Advisors must be sure to obtain proper building use forms for any activity in accordance with established procedures.  

The advisor of a group that is sponsoring any school event must be in attendance at the event.

The advisor is responsible to insure that a sufficient number of chaperones are present.

Event planning needs to occur as early in the year as possible.  Dates for dances and other events should be set, whenever possible, by November 1 of the school year.  Exceptions are to be made with the approval of the building administrator.

No field trips should be scheduled for after May 15.
All sales, trips, event sites and dates must be approved by the high school administration.  

Planning for events such as Epsilon Ball, prom, graduation, etc. must be approved by the administration.  Significant changes in the structure of a club or class activity will be decided by a majority vote of the students involved and with the final approval of the building administrator.

Planning is to occur early and the administration should be kept appraised of any possible changes that might be considered controversial.  Changes will occur with the approval of the building administrator.  

As per Academic Policy; advisors will make every effort to ensure that students participating in extracurricular/ co-curricular activities are academically eligible.  The Principal/ Assistant Principal/ Director of Athletics will notify those who are not eligible for an activity.

Any material that is going to the press must be written and turned into the Building Administrator for approval prior to public distribution.
A club or activity must never meet in the building without a faculty sponsor being present. If the faculty sponsor desires the use of the building other than during the school day, he/she should notify a building administrator and the custodian.  The teacher should be the first to enter and the last to leave the building in all such instances.


Teachers who are advisors for groups which are using the building must leave in the office a list of the names of the adults who are in charge.  Securing change, arranging for checks, etc. are important items and must be supervised and checked by the advisor.  
Guidelines for Social Events

These guidelines have been developed to ensure the safety of our students while at social events (dances, fun nights, open gym nights, etc.) at a school building. These guidelines are not intended to discourage events but to ensure a successful and safe environment for our students.

Duties for the person in charge:

Complete building use form

Review attached guidelines with each chaperone

 Is responsible for staying at school until last student leaves

Assign duties to chaperones to ensure coverage of building inside (including bathrooms) and outside

Administrator in charge will determine number of chaperones for each event (to include male and female chaperones to ensure the coverage of checking bathrooms).

Provide name tags to chaperones to include "Chaperone" and the person's name. Name tags need to be visible to students and to other chaperones (sign in sheet for all chaperones)

As the person in charge, it is ultimately your responsibility to handle disciplinary actions

To make sure you have an administrator on call to contact in case of an emergency (This must be pre-arranged before the event)

School buildings and phone numbers:

Davis


483-7802
Flanders

483-7803
St. Joes


483-7806
Middle School

483-7801
FA
            

483-7807
District Offices

483-7800

Bus Garage 

483-7805

Building and Grounds
483-7804

No students are allowed into event one hour after it starts unless prior arrangements have been made. Custodian needs to lock the door at that time.

Chaperones need to be at least 18 years old. (If children would like to help out selling drinks or snacks only they need to be at least 6th, 7th or 8th graders).

The person in charge has the responsibility of deciding if the police need to be called for a specific situation.

Guests from other schools are welcome. Their attendance must be approved by a building administrator. 

The guest sheet in the main office must be signed prior to the dance. The visitor must be accompanied by

a Malone Central School student.
Formal Communications to Parents for Failure:

Parents of students who fail for the year or have failed a Regents exam are to be informed by the teacher.  As the subject teacher, you are in a position to explain the reasons for the failure if questions arise.  This is a professional responsibility which must be completed before you leave for summer vacation.

BOOKS BELONGING TO SCHOOL
Teachers are responsible for the issuance and collection of all district-owned books and also for the condition of the books.  Books should be arranged in numerical order and returned as directed.  Teachers must record the name of the student and the book issued on forms supplied by the office.  All books must be stamped and numbered by the issuing teacher.  The book lists should be filed in the main office.  Each teacher is responsible for assisting in the collection, maintenance, and updating annually of a building book inventory.  All books must be collected prior to students leaving school.

It is the teacher’s responsibility to furnish the main office with the names of students who owe materials and the cost of these materials before final check-out in June.

Regents week and Check out:

1. 
All teachers are to report to school as usual during Regents week.

2.
It is very dangerous to take Regents papers from the building.  Therefore, they should be 


marked, when possible in the building.

3.
All teachers should be available where they can be easily found if needed.  Please keep us


informed of your whereabouts [classroom, faculty room, office].

4.
In June, bring the completed checkout list to the main office.  Please be sure that all items 


are completed.  If your summer address and telephone number are changed, please 


provide this information.  
Teacher Class Books [Record Books]:

It is very important that every teacher leave his/ her class book with the secretary in the main office prior to the last day of school.  In the class book each student’s mark, including final exam, Regents exam grade, final course grade and attendance should be listed and clearly labeled.  The teacher’s record book is the last resort and final authority in case of a question about a grade.  By law, these official record books must be retained in the school for three years.  Attendance summaries are to appear along with grade summaries for each class.  Make sure your name is printed in the front of the book and on the cover.

A copy of each teacher’s final exam(s) must be given to the principal’s secretary prior to the end of Regents week.  These will be kept on file and reviewed if necessary.

Regents Examinations:

Every Regents examination must be listed in the office by means of a summary cover sheet (forms available in the main office).  Arrange all regents papers alphabetically, pass in one pile, failed in another, tie with string and bring to the main office.  These must be kept for one year and some may be sent to Albany for review upon demand.

Final Exams:
Arrange all papers alphabetically (passed and failed) tie with string and store in a secure area.  These must be kept available for one year.  Remember to provide the guidance department and the Main Office a listing of failures for the year. 

Emergency Response Team

2009-20010 members:


John Carr



Danielle Keating
Stacy Vincent



James Heden
Jayne Roberts



Paula Walter
Mark Dalton



BJ Pelkey

Carole Raymonda
Gary Harmon




Rationale: The purpose of the Emergency Response Team is to directly respond to staff concerns about the need for immediate help in an emergency situation. It is a combination staff/administrative approach to respond to very legitimate concerns by staff members.

Purpose: The purpose of the Emergency Response Team is two-fold:

1. The team will respond immediately to any emergency when an administrator is not available.

2. The team will respond immediately to any emergency when called upon by an administrator for assistance.

Response Procedure: The ERT group will respond in the following manner:

At an announcement from the office, ERT members will go directly to the room or area where the emergency is occurring.

2. Teachers in adjoining rooms to ERT members will accept responsibility for monitoring ERT members' classes 

    for the short time the members are needed.

3. At the scene ERT members will try

A.
to work with the teacher to defuse the situation.

B.
to remove the student from the emergency area.

C.
to respond to the circumstances of the emergency in a professional manner to protect students and staff

4. Should it be necessary, at least two ERT members will escort a student or students to the office area and

    remain there until an administrator is available. Other ERT members will return to their classrooms.

5. All staff members will be responsible for submitting detailed reports on the emergency situation.

ERT members may be asked to monitor areas where situations may develop--based on information from students and staff.

ERT members cannot simply be appointed; they can only volunteer after a personal request from the building administrator.  Further, this would be a year to year appointment.

ERT members should periodically meet with administrators to brainstorm solutions to possible emergency situations that could arise. e.g. senior parade, sit-in protests.

ERT members who perform competently on these teams should be recognized by administrators and Board members in written form. This form, with the teacher’s permission, should become part of the permanent record of the teacher in the district. Should the teacher not favor including the written form, the form will not be included in the permanent record of the teacher.  The teacher will then be excluded from the ERT group.

ERT members who perform competently should be given special consideration when appropriate. This should be at the discretion of the building administrator. For example, ERT members could receive first consideration for after school supervision per contract pay.

ERT members will add a key presence where needed. (e.g. NFEC AM and PM, cafeterias, pre-holiday situations, etc.)  ERT members could be asked to mentor probationary teachers in a confidential relationship as a colleague and veteran.

9. The ERT concept is an "evolving' position.

The purpose of the ERT is to respond to Emergency Situations that might occur in the building. It is a response to very legitimate concerns that have been expressed by staff for a mechanism to respond to emergency situations that are above and beyond those normally occurring in the classroom or in the building.

When an emergency occurs that might require the presence of these staff members an announcement will be made from the office, “ERT and location". The ERT members will go directly to the area to help defuse the situation and aid staff members in that area. The purpose of this team is to deal with crisis or potential crisis situations. The members of this team have volunteered to take part in this process in an attempt to help their colleagues in the building. This is a combined effort of administrative and teaching staff to ensure a safe and orderly teaching environment in our building. We all know that it is necessary for all of us in the building to work cooperatively to assure an appropriate learning environment.

The purpose of this team is not to take the place of the need for normal staff visibility or to take care of classroom situations that would generally be taken care of by the classroom teacher. We all believe that our staff can handle routine disciplinary situations in the classroom and in the building. The process of creating a general environment conducive to learning is the job of every staff member in the building.

The members of the ERT will be called on only in situations that are an emergency or potential emergency. If a staff member feels the ERT is necessary they should call the main office and relay the situation. An immediate response will occur.[image: image1.png]















Extracurricular and Co-curricular Activities-Philosophy








1

