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This handbook is to inform the teachers and staff of Assumption School in Granger of proper procedures and guidelines.  Each teacher is expected to be aware of its contents and to follow the established procedures.  If there are any questions, please feel free to ask the Principal for further explanation.
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MISSION STATEMENT AND PHILOSOPHY

Mission Statement

The mission of Assumption Parish is to make the teachings of Jesus Christ a reality by providing meaningful educational experiences for all in an environment integrated by values with faith, community, prayer, and service.

Diocesan Schools’ Vision Statement 
 

Catholic schools in the Diocese of Des Moines, based on the teachings of Jesus Christ and the mission of the Church, are collaborative communities of spiritual formation and academic excellence, where students grow in faith and wisdom, emerging as responsible citizens dedicated to the practice of life-long discipleship. (2007)

 

Diocesan Schools’ Mission Statement

We develop and inspire learning for life by providing a world-class education within a Catholic environment for our students.

· Catholic schools exist to enable students to learn the traditions and doctrines of the Catholic Church and to carry out the Gospel message of Jesus Christ in their daily lives 

· Each student in Catholic schools should experience the value of human dignity and the concepts of peace and justice to enable them to be participants in a global society 

· Catholic schools and parishes are partners with parents in the education of the children 

· Catholic school educators need to apply research-based curricular practices that enhance the learning of all students in the classroom 
This mission is both an awesome responsibility and a great challenge.  To serve well in the education /formation ministry of the Catholic Church is no easy task.  To be successful, all elements of the ministry must work in a cooperative and harmonious manner.  

1

ADMINISTRATION

The administration at Assumption School seeks to provide guidance and assistance to its teachers, students, and parents.  The administrative personnel are listed below.

Pastor of Assumption Parish  The Pastor at Assumption Parish is the parish faith leader.  The pastor is an everyday presence in our school and leads the students by example in the faith.  The pastor celebrates Mass and other Sacraments with the students during the school year and serves as a member of the Board of Education.

Principal of Assumption School:  The duties of the principal fall into four categories.  These categories are Faith Community Member/Facilitator, Public Relations Manager, Educational Leader, and Managerial/Administrative Leader.

· Faith Community Member/Facilitator:  Creates a faith community; Gives priority to Catholic dimension; Involves others in prayer and liturgy; Fosters interpersonal relationships

· Public Relations Manager:  Maintains open communication; Communicates with parents; Creates open and honest environment conducive to personal and social growth

· Educational Leader:  Provides leadership in curriculum; Provide for professional development of teachers; Maintains procedures for monitoring student growth

· Managerial/Administrative Leader:  Direct selection/evaluation of personnel; Competent in general administration of the school; Provides leadership for Board of Education
Assistant Principal of Assumption School:  The Assistant Principal is empowered to act in the principal’s absence.  Since this person is also a full-time teacher, the duties required of the Assistant Principal are to first be a teacher and then to offer assistance or make decisions in the absence of the principal.

Parish Administrator of Assumption Parish:  The Parish Administrator of Assumption Parish deals with such issues as insurance, physical plant, and payroll.  Questions regarding these topics should be addressed to the Parish Administrator.  The Parish Administrator also serves in an advisory capacity with the principal and Board of Education.

Board of Education:  The Board of Education serves the entire school educational program.  This group acts in an advisory capacity only.  Their role is to make policies, with the direction of the principal, that will guide and serve the school.  This group is not responsible for enforcement of policy.
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ADMISSION POLICY OF STUDENTS

The Assumption Parish Board of Education is dedicated to abiding by the Diocesan Board of Education Policy as to admission of students.  Application for enrollment will be considered according to the guidelines stated below.

Admission Policy
It shall be the policy of the Assumption Parish Board of Education that a screening process shall be accomplished with each new student and that the registration of students shall not be considered final until such screening is completed.  The screening process shall include parent and student interview, receipt and review of the student’s records from the previous school (when applicable), and any testing deemed necessary by the administrator.  On occasion there may be a conditional enrollment granted, but it shall not be considered final until all screening is completed.

Admission Guidelines

AGE REQUIREMENTS:

· Students entering Pre-School must be 3 years old by September 15th of their Pre-School year. 

· Students entering Pre-Kindergarten must be 4 years old by September 15th of their PreKindergarten year.

· Students entering Kindergarten must be 5 years old by September 15th of their Kindergarten year.  

ADMISSION ORDER / PRIORITY FOR ASSUMPTION SCHOOL:

1. Students of parishioners* of Assumption who have/had other children currently enrolled at Assumption School.

2. Students of parishioners* of Assumption who this is their first child to attend Assumption School.

3. Students of Catholic parent(s) who are not members of Assumption Parish.

4. Students of Non-Catholic families.

* Staff members are considered parishioners for the purpose of this policy.

OTHER ADMISSION INFORMATION REGARDING ASSUMPTION SCHOOL PRE-SCHOOL AND PRE-KINDERGARTEN:

· Assumption School PS and PK class size limit is sixteen (16) students.

· Assumption School PS and PK will be in session daily Monday through Friday.
· Deadline for enrollment into the PS and PK class is the second Friday of the school year unless a family moves into the school district.

NOTICE OF NONDISCRIMINATION:

Applicants for admission and employment with the diocesan school are hereby notified that this school does not discriminate on the basis of race, color, national origin, sex, age, or disability as defined in Section 504 of the Rehabilitation Act of 1973 as it applies to the diocesan schools and Title I of the Americans with Disabilities Act, in admission or access to, or treatment of employment in, its programs and activities.

 (Admission Policy Review April 2011.)

DISCIPLINE
Discipline Policy:

DEFINITION AND PURPOSE:

Discipline is as fundamental in Catholic education as it is in Christian life.  School discipline is the guidance of the conduct of pupils in a way that permits the orderly and efficient operation of the school.  Cooperation between home and school is essential.  Assumption School adopts and enforces rules of conduct to ensure the safety of students and to maintain a school environment conducive to learning.

Good discipline originates in the home because parents are the first teachers of their children.  It is the parents’ obligation, teaching by example, to develop in the child good habits of behavior as well as proper attitudes toward school.

The students at Assumption School are entitled to learn and develop in a setting which promotes respect for self, others, and property.  The school environment should encourage academic and social maturity and should promote the dignity and worth of each student in preparation for adulthood.  Learning should occur in a setting, which affirms and fosters the total well being of each person – physical, emotional, intellectual, and spiritual.  School personnel, parents, and students, are charged with cooperating to develop mature, healthy, and responsible individuals taking into consideration the normal developmental stages of children.

Discipline Guidelines

BREACH OF DISCIPLINE:

Breach of discipline is any conduct of pupils which interferes with the maintenance of school discipline.  Acts of behavior which conflict with the educational program or which are antagonistic to the welfare of other students will not be tolerated.  Insubordination and gross misbehavior are incompatible with good citizenship, good government, and good discipleship.   Examples of different classifications of breach of discipline may include, but are not limited to:

· Temper tantrums

· Bully type behavior

· Open defiance involving refusal to conform to school rules

· Profane or obscene language or gestures

· Refusal to comply with request made by teachers or school personnel

· Physical attacks or threats of the same

· Possession of, sale of controlled substances (alcohol, drugs, tobacco, drug paraphernalia)

· Possession of weapons and/or fireworks 

· Displays of racial bigotry or intolerance

· Willful destruction of parish or school property, personal property of teachers, school personnel, students

· Documentation of incorrigible conduct in the classroom

· Continuous breaking of school rules (cheating, stealing, setting fires, etc)

· Sexual harassment 
· Or other conduct unbecoming a student in Assumption School
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Discipline, cont.

An Assumption School student is an Assumption School student both in school or outside of the school building.  Thus, the disciplined control of students is to be exercised and followed in these areas:

1. While on parish/school premises.

2. While engaged in school related activities and functions such as field trips, tours, extra-curricular activities.  Conduct of pupils away from school grounds will be subject to school discipline if it directly affects or impedes the educational order, efficiency, management, and welfare of the school environment.

3. Buses provided for the students through the public school system.

  The classroom, corridors, and other parts of the parish/school grounds are areas of 

  control and will receive heightened awareness and emphasis with regards to

  expectations of self-discipline and behavior management.

POSSIBLE ACTIONS ARE AUTHORIZED TO BE TAKEN IN ALL CASES OF BREACH OF SCHOOL DISCIPLINE REGULATIONS:

· Detention will be during non-academic times (recess, lunch, before school, after school).  If a student is to serve a detention before or after school, parents will be notified to arrange transportation.

· Exclusion from class activities with the approval of the principal or principal designee for a short period of time.  This may include participation in school-sponsored programs, sports, or events.  Parents will be notified in a timely manner.

· In-School suspension with approval of principal or principal designee; parents will be notified in a timely manner.

· Out-of-School Suspension of the pupil to his/her home with the approval of the principal or designee for a period not to exceed five (5) school days.  The pastor and Board of Education Chairperson will be notified.  Suspension of the student to his/her home is intended to acquaint the parents with the seriousness of the situation and to secure their cooperation in solving the problem.  The student will be readmitted to school once a meeting is held with the principal.

· Expulsion shall be made only be a majority vote of the Assumption School Board of Education upon recommendation of the principal.  A student may be expelled from school for breach of discipline, violation of the regulations and rules established by the Assumption School Board of Education, or when the presence of the student is detrimental to the best interests of the school.  In addition, the Board of Education may expel any incorrigible child or any student whose presence would be injurious to the health and morals of other students or the welfare of the school.  Upon request, the Board of Education shall review the case and may reinstate a student when the student has met applicable condition for re-admission the following year.

· Every consideration will be made in order to avoid expulsion of a student from Assumption School.  This may include referring the student and/or family to local counseling.
· Conferences may be required involving parent(s), teacher(s), student, and/or administrator.
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Discipline, cont.
RESTRAINT AND PHYSICAL FORCE:

Restraint is the act of physically controlling or directing the actions of a student.  The principal and teachers are free to use reasonable and appropriate means of restraint as may be necessary to prevent a student from harming him/herself or another, or property.  Restraint should not cause serious or permanent harm.

Deliberately striking a student is specifically prohibited.  The use of reasonable force in self-defense or defense of another may be warranted for protection.

Factors determining reasonable and appropriate actions are:

· Age

· Physical stature and strength of student

· Previous history

· Maturity of student

· Seriousness of the infraction

· Apparent motive and state of mind

· The nature of the danger to the student or other classmates.

Whenever physical contact, reasonable force in self-defense, or physical restraint is used, it shall be reported immediately to the principal or principal designee, and parent(s) shall be notified.

PROCEDURES:

Within each classroom, the teacher has certain rules his/her students must follow for daily routine matters.  Minor infractions that deter from general learning in the classroom are the responsibility of the teachers.  In the fall, each teacher will alert parents of the rules for his/her classroom.  Detention will be used for repeated offenders of the school rules or room rules that teachers feel are the best way to satisfy the misdemeanor.  Detention may occur during recess times, before, or after school.  Detention served after school will be served until 4:00.  Parents will be notified to arrange for transportation.

For major infractions of the school policies and rules, the following procedures will be used:

1. Student will meet with principal or principal designee (in principal’s absence) 

2. Student will make phone call to parents to explain the situation

3. Principal will inform parents of the discipline consequence.  Detention will be used in most cases.  In-school suspension or out-of-school suspension will be considered for use with repeated offenses.  Expulsion is only used in extreme cases, with consult of the board of education and pastor.

DUE PROCESS:

With respect to due process, the due process clause of the State and the United States Constitution do not impact on the private school setting.  Assumption School may suspend or terminate a student’s attendance with or without due process.

As used here, due process contemplates a hearing and notice prior to a student being deprived of any significant right.  It is the policy of Assumption that due process does not limit in any way the ability of Assumption School to suspend or expel any student it deems undesirable.  Hearing and notice are gratuitous and are not mandatory under Assumption School policy.
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BUILDING EXPECTATIONS
PLAYGROUND RULES:

When the children are playing outside, they will be expected to obey the following rules:

· Ask permission to get equipment that goes over the fence.  Walk around, not over, the fence and look for cars at all times.

· Remain seated on the equipment at all times.

· Go down the slide in a forward sitting position.  No walking up the slide or sliding down backwards.

· Touch football is the only way the game is permitted.  Tackling or hitting is not permitted.

· Roller blades, skateboards, or scooters are not to be brought to school to use at recess.

· Twisting, tangling, swinging sideways on the swings is not permitted.

· Following instructions given by recess supervisors is expected.

· Play will be in a cooperative and friendly manner.

· No hard baseballs are permitted.

RESTROOM BEHAVIOR:

When children go to the restroom, the following behaviors are expected:

· Use quiet voices.

· Flush the toilet.

· Wash your hands.

· Respect privacy – no crawling over or under the stalls.

· Leave the restrooms clean – paper towels belong in the garbage.

· Pens, pencils, markers, or other writing tools are not needed in the bathroom.  Do not take those items into the bathroom.

· Leave the restrooms as soon as you are finished.

IN THE HALLS:

When students are in the halls, the following behaviors are expected:

· Walking down the halls (no running, skipping, etc).

· Balls are not to be bounced in the halls.

· Use of appropriate line basics while waiting for a drink or for the teachers.

· Quiet voices are used as other classes are in progress.
IN CHURCH:

When the children are in church, the following behaviors are expected:

· Sitting quietly, paying attention to what is happening on the altar.

· Hands are kept to self, no touching, hitting, picking at your neighbor.

· Always being aware that when we are in church we are in God’s house.

The behaviors expected in Mass during school should be the same behaviors expected when the family attends Mass on the weekends.
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Expected Behaviors, cont.

IN THE LUNCHROOM:

When eating lunch in the lunchroom, the following behaviors are expected:

· Quiet waiting in line to get tray and food, no loud talking, cutting in line.

· Use of manners is expected – words like, “Please” and “Thank You” should be used.

· Those bringing cold lunch are not to bring pop or drinks in glass bottles.

· Once all have been served, seconds are available.

· Food is to be eaten, not played with.

· Each student is expected to scrape their own tray and dispose of trash in the correct manner.

· While at the table, quiet voices are to be used.

· Children are not to be up walking around, but are to be seated and eating.

IN THE LIBRARY AND COMPUTER LAB:

When in the library and computer lab, the following behaviors are expected:

· Quiet voices are to be used.

· Books are to be placed on the shelves or on the desk to be put away.  Do not leave them on the floor.

· Pick up after yourself.  Do not leave books, papers, or other materials scattered all over the library.

· Settings on the computers are not to be changed by students.  

· Books will be checked out by a teacher.

· Return books when you are finished with them.  Until books are returned, new books cannot be checked out.  If you have lost a book, let your teacher know.  You will be expected to reimburse the school for the book.

ON A BUS:

The driver of the bus is in charge of supervising the pupils.  If the students are riding a bus for a field trip, the teachers and parent chaperones are also in charge of supervising students.  While on the bus, the following behaviors are expected:

· Quiet voices are to be used.  Shouting or screaming is distracting to the driver.

· Food, including candy, gum, and pop are not to be taken on the bus.

· Students are to remain seated when the bus is moving.

· Hands and all other items are to remain in the bus – not held out the window.

· Objects are not to be thrown from the bus.

The buses are run through the Woodward-Granger School District.  Questions about routes, drivers, behaviors on the bus, should be directed to that school district or to the bus driver.
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INSTRUCTIONAL DUTIES

Planning
Good planning is essential in a well-managed and well-run classroom.  The students rely on the teacher to be organized and to know what is coming next.  They rely on the teacher to have activities planned that are for learning and not for filling time.  

DAILY LESSON PLANS:  Daily lesson plans are the foundation of that well-managed classroom.  “Winging it” is not an effective way to run a classroom and will more than likely cause problems that the teacher does not want to have to deal with.  Your lesson plans are one type of documentation to the principal and the parents that you are fulfilling an aspect of your duties as a teacher.  


Each teacher in the Diocese (grade K-8) will be using a Lesson Plan Book and Gradebook.  The form is left to the teacher. Each lesson must include the standard, benchmark, and assessment used. 


Plans for the coming week should be completed before the teacher leaves school on Friday.  This is a safety measure in case something happens over the weekend that prevents the teacher from coming to school in the coming week.


During administrative visits, the lesson plan book may be discussed or viewed.

The Principal reserves the right to require lesson plans be turned into the office each week.

CURRICULUM MAPPING:  The teachers in the Diocese of Des Moines have worked very hard on Curriculum Mapping of the subject areas.  The Lesson Plan Book contains sheets that are to be used for mapping.  If the mapping is done on the computer – the maps are to be run off and placed in the book each month.  Another copy is to be run off and turned into the principal at the end of the year.

ASSESSMENTS:  The Diocese of Des Moines has decided to use criterion-based assessments as well as standardized tests in reading, math, and science.  All teachers have been trained in the CRS (Math assessment) and the CRS (Reading assessment).  Those who must give SCASS (Science assessment) will be trained when necessary.  Throughout the year, all teachers (K-8) are expected to practice Exemplars-type problems as well as CRS-type responses. 

SUBSTITUTE PLANNING:  When a substitute is going to be in your classroom, it is essential that good plans are available.  The day should be as close to normal as possible for the students.  Lesson plans are to be left on the desk, with the books necessary to carry out those plans.  All other items needed during the day should be on the desk and properly labeled.  It is helpful to leave a seating chart, with pictures, for the substitute (extra composite pictures are available in the office).  A day of watching videos is not thorough and competent planning on the teacher’s part. 
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Homework Policy

DEFINITION AND PURPOSE:

Homework is an extension of the learning process in the classroom and it should not be busy work.  Homework can enhance the study skills of the student and reinforce concepts learned during the school day.  The amount of homework assignments will differ from primary grades to middle school grades.

GUIDELINES:

· Should a student receive an inordinate amount of homework for an evening because of inattention or a behavior problem during the day, the teacher shall inform the parent through a note or phone call.

· Parents will be informed at the beginning of the school year of the homework policy for each classroom at Assumption School.  As a general rule, appropriate homework time allotments are:

20 minutes/evening for K-2

30-45 minutes/evening for grades 3-5

60-70 minutes/evening for grades 6-8.

· Long range assignments or projects and tests will be communicated as well as coordinated within areas where subjects are departmentalized.
· Parents are encouraged to provide their child with a suitable environment, specific time and regular location in which to study.  Television, radio, and extended phone calls are highly discouraged.  Parents should take an active interest in their child’s work.  Parents are encouraged to as about homework regularly and to check to see if assignments are completed.  This does not mean doing the work for them.  Giving too much help may destroy the spirit of independence, creativity, perseverance, and initiative that are necessary in the child’s scholastic training.

· Late or incomplete assignments may result in a reduced grade or no credit.  Teachers will keep parents informed if students are having difficulty in getting their work in on time.  Parents should contact the teacher if there are concerns about the content or amount of homework.

CHEATING:

Students are required to do their own work.  Students should ask teacher or parents for help when they need assistance or assignment clarification.  Students who give homework or test answers to a classmate or take answers from another classmate will receive a zero (0) for that assignment or test.  Parents will be contacted concerning the offense.
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Grading, Record Keeping, Reporting

GRADE BOOKS:  Keeping track of student performance is another important area of documentation that is critical and imperative.  Without documentation of how students are performing, you have no evidence for parents who may question what you have written on a report card, mid-term, or in a Friday folder.  You may keep those grades in your plan book on provided pages or you may keep them in a grade book purchased through the school supply company.

GRADING / PROGRESS REPORTS Assumption School uses the Diocesan Progress Reports, which evaluate each child in an individual manner rather than in relation to that of the other students in the class and reports proficiency toward the Diocesan Standards and Benchmarks.  The marking code used for grades K-8 is as follows:



4 – meets grade-level expectations, with excellence



3 – meets grade-level expectations



2 – progressing toward grade-level expectations





1 – attempts, not meeting grade-level expectations

Students in grades 6-8 will also be graded on a traditional A-F scale, but will begin to make a transition to reporting proficiency in our standards based system.  This system is based on their performance in terms of the group.   The marking code for the students in grades 6-8 is as follows:


A  = 93-100

B   = 84-86

C   = 74-76

D   = 64-66



A- = 90-92

B-  = 80-83

C-  = 70-73

D-  = 60-63


B+ = 87-89

C+ = 77-79

D+ = 67-69

F:   Less than 60.

Use of the Failing Grade (F)

A failing grade (F) will be used only for the student who has the ability to do the required work and receive a passing grade but does not accomplish this.  A failing grade (F) may only be given when these conditions are met:

1. The teacher has informed parents through phone calls and/or meeting as soon as it is evident the student will fail.  This should be done at the mid-term or shortly thereafter.

2. If the student does not improve after parental notification, a meeting will be held with the teacher, parents, and principal (if necessary) to decide about an action plan to be developed for the student.  The parents, teacher, and principal (if necessary) will be in constant communication about the success of the action plan.

3. The teacher will stay in communication with the teacher about the student’s progress.  If the progress is unsatisfactory by the end of the trimester, the student will be given a failing grade (F).  If the student continues this kind of work through the year, and has failing grades into the second trimester, the parents are to be called again, with a decision to be made about the student’s continued progress in school.

4. Remediation can take place in the following ways:

a) approved summer school or private tutoring

b)   student work with teacher in areas of failure.
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REPORTING PROGRESS

Student progress is reported in many ways at Assumption School.  Teachers are to keep the lines of communication open with parents.  It is the teacher’s responsibility and obligation to contact parents when a concern arises with a student.  Waiting until “conference time” is not satisfactory to dealing with the problem.  

Progress Reports are sent home at the end of each trimester.  Remember that what you put on the progress report is the documentation of how a child is progressing in school.  If your marks do not adequately explain the child’s progress, you will need to write a short report that does explain the progress, especially at the time when there will not be parent teacher conferences.  Progress reports are sent home with each individual student.

Mid-Terms are used with students in grades 5-8.  These are sent home during the middle week of each trimester, as noted on the school calendar.  Mid-terms are sent home with a parent signature note to be sure that they are seen by the parents.  These reports are meant to alert parents to how the students are progressing in the middle of the trimester.  This is the ideal time to contact a parent if there are issues or concerns about a child’s progress.

Conferences are formally held at the end of the first trimester and at the end of the second trimester.  It is imperative to realize that it is the teacher’s responsibility to see those students that are in need of a conference, this includes those on the fence.  Parents may request conferences as well.  If a teacher has a concern about meeting with parents, she/he should consult the principal for suggestions.  The principal may also be asked to attend the conference.   Conferences with parents are not only held during these two times, but may be held at any time during the school year.  

The Parent-Teacher Conference is widely used for reporting student progress and for dealing with special problem situations.  It is a procedure that is to allow for two-way communication between teachers and parents.  This communication should be a sharing of information, a time for open dialogue, and for cooperation in student progress.

Parent-Teacher Conferences that are well thought-out and well-planned by the teacher will be the most successful.  Conferences will be effective if the teacher adheres to positive and sound conference techniques.  Teachers can be uneasy about the conference situation, but if they have prepared themselves for the meetings, the conference should be productive.  

Conferences are not only held during the two scheduled times of the year, but whenever necessary.  The following guidelines will help to make any conference a positive way to improve student achievement.
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Guidelines for Parent-Teacher Conferences

1. HAVE A CLEAR GRASP OF THE PURPOSE OF THE CONFERENCE:  Reporting student progress in a conference setting involves giving an accurate description of the student’s learning progress.  The best way to do this is through sharing examples of student work that shows the strengths and weaknesses of the student.  This is a time to share information, as well as gather information, about the child and discussing positive steps that will help the student to succeed.

2. GATHER NEEDED EXAMPLES OF WORK THROUGHOUT THE TRIMESTER:     In order to have the documentation needed to give good examples to parents about their child’s progress, begin to collect examples of work throughout the entire trimester.  Waiting until the conference time is not an appropriate way to show the growth that has taken place.  Having specific examples of the student’s work will keep the focus on specific skills needing work or those skills that are strengths, and not letting the conference become a forum for discussing student shortcomings as seen by the parents and teacher.

3. ORGANIZE THE MATERIAL AND YOUR THOUGHTS AHEAD OF TIME:  Spend time looking over materials and collecting your thoughts before the conference time.   Being well organized will alleviate embarrassing moments, and will help you to present the professional attitude that you should present to the parents.

4. THINK AHEAD OF TIME ABOUT QUESTIONS YOU MIGHT WANT TO ASK:  Prepare a list of questions that you might want to ask parents with regards to a student’s attitude at home about school.  Remember to avoid personal questions that will embarrass the parents or put everyone in an awkward position.

5. ANTICIPATE PARENT QUESTIONS:  Think about what parents might ask you.  They may want to know about your teaching style, reasons why you have graded something as you have, and about the school program.  You will not be able to answer or anticipate all of the questions, but thoughtful consideration of each student prior to the conference will give you an advantage.

Conducting the Conference

Successful use of the conference method for reporting student progress to parents involves giving special attention to the following basic phases and guidelines of the conference.

ESTABLISHING RAPPORT:  Good rapport refers to a relationship between two people that is marked by cooperation, harmony, and accord.

1. CREATE A FRIENDLY INFORMAL ATMOSPHERE:  When the parents arrive they are to be greeted with a smile and a friendly comment.  From this beginning, every attempt should be made to create a relaxed and unhurried atmosphere.  The focus of attention should not, however, be social.  The focus is to remain on the task at hand, which is discussion of the student’s progress.
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2. MAINTAIN A POSITIVE ATTITUDE:  Parents are sensitive to criticism of their children and are easily made to be defensive in this position.  It is imperative to remember to share comments about strengths and areas of success, as well as discussing weaknesses.  Using the point of view that “here are some areas needing improvement” will go a long way in maintaining the good rapport.

3. USE LANGUAGE THAT IS UNDERSTANDABLE:  Avoid educational terms that parents may not understand.  Using language that parents do not understand can make them feel inferior or embarrassed and will close the lines of communication.

4. LISTEN:  This is key to a successful conference.  Some parents will freely express what they are thinking, while others may need encouragement to speak.  In either case, they need to be given the opportunity to make suggestions, ask questions, and voice any concerns or criticisms they may have with the school program.  It is important not to become defensive or argumentative.  Simply listen.

5. BE HONEST AND SINCERE – KEEP CONFIDENCES:  It is important to be tactful and positive with parents, but not to keep concerns or problems with their child from them.  Do not attempt to cover up the problem or diminish it when conferencing with them.  Remember though, that information from a student to a teacher given in confidence should not be told to the parent without student consent.  Similarly information from a parent must be kept confidential from the student.  Mutual trust is a basic ingredient for maintaining good rapport and a positive conference time.

SHARING INFORMATION WITH PARENTS:  The sharing of information with parents can follow different patterns, but the following outlines an effective strategy.

1. BEGIN WITH A STUDENT’S STRENGTHS:  Beginning with positive comments tends to put the parents at ease from the beginning and enables parents to more easily consider the areas needing improvement.  Share work that illustrates your comments.

2. DESCRIBE AREAS OF NEEDED IMPROVEMENT:  Be specific in presenting areas needing improvement.  Once again, show examples of student work to illustrate your comments.  If parents can be helpful with the problem, this is a good place to ask for their help.  There may be some students whose conference does not need this aspect.
3. ENCOURAGE PARENT PARTICIPATION:  During the report about strengths and weaknesses, and especially after the report, give parents the chance to respond and ask questions.

4. BE CAUTIOUS ABOUT GIVING ADVICE/SUGGESTIONS:  During the conference, be cautious about giving advice and suggestions.  Some parents may ask how to handle a specific home problem regarding their student.  In most cases it is desirable to encourage parents to seek other help to solve personal, home issues.
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PLANNING A COURSE OF ACTION:  The final phase of the conference involves summarizing the major points and planning a course of action.  The following guidelines are useful in ending the conference in a positive and purposeful way.

1. BEGIN THE CONCLUDING PHASE WITH AN OVERALL SUMMARY:  A summary of points made during the conference will serve two purposes.  It will provide a clear signal that the conference is ending and it sets the course for coming up with an action plan.  The summary should include a review of strengths, areas needing improvement, and positive suggestions or comments for the student.

2. INCLUDE PARENTS IN THE ACTION PLAN:  In many cases, the action plan will come up during the conference and if it does, now is the time to review what was suggested.  Discuss specific steps that may be taken at home to help the student.  Some children may have problems that necessitate a meeting outside of the conference time to continue the discussion of an action plan.

3. END ON A POSITIVE NOTE:  Make positive comments at the end about the student, thank the parents, and let them know they are free to contact you at school anytime.  Some parents may want to stay and visit, but be courteous and remind them of the need to stay with the schedule so as not to throw any other teachers off.

IMPORTANT CONFERENCE REMINDERS:

1. Be positive and friendly. 

2. Only discuss the child at hand.  Don’t compare the child to another student – especially within a family.

3. If parent begin to belittle or complain about another teacher, bring the conference back to its focus.  Don’t discuss other teachers, the administration, or parents during a conference.

4. Practice good listening by not interrupting to make your own point.

5. Read the body language and know how much is too much information.  Parents will not understand your purpose or suggestions if they have been pushed to the limits of understanding.

6. Only discuss the child’s school life.  Personal and home information should not be questioned or discussed unless a parent volunteers that information.  Even when that is the case, it is only to be listened to and not commented on.

7. If the parent shares confidential information with you, do not share it with other parents or teachers.  If you feel it is important, share it with the administration only.
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Supervision of Students During Class Time

The teacher is responsible for students during the school day.  Without proper supervision, accidents happen and students can be hurt.  A teacher has an obligation and a duty to be present both physically and mentally.

Physical presence is required in the classroom.  There are times when the teacher may need to leave the classroom for a brief period of time, but the teacher must take into account the following factors:

1. age of the students in the classroom

2. maturity of the students in the classroom

3. length of time teacher will be leaving the classroom

4. the nature of the reason the students will be left alone

5. whether or not someone else can monitor the room.

It is impossible not to have to leave the classroom at sometime. It is important to remember that you are still responsible for anything that goes on in the classroom, even if you are not present.  The word to remember is “reasonableness.”  Courts and juries are looking to determine whether or not a teacher acted in a “reasonable” way.  

Mental presence is also required in your classroom.  This may seem like an obvious statement, but the teacher is required to be paying attention to what is going on in the classroom.  Once again, just being physically present is not enough in case of an accident.   

Your presence is also required when a group of students is being dismissed to move to another location (different classroom, bathroom, gym, recess).   A teacher should be moving with the students from one place to another, especially when they are moving in a large group.  This goes back to the “reasonable” questions.  Ask yourself if it is reasonable to let these students all go to the restroom at the same time, or move to the library at the same time without teacher supervision.

Professionalism / Loyalty

Professionalism is expected of each teacher and staff member.  This professionalism is evidenced in the attitude teachers and staff share about the school and educational decisions that have been made.  Professionalism is also evidenced in the way the teacher and staff member completes their duties.  
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Student Success / Accommodations

Some students require accommodations in order to experience success in their education.  These accommodations can be considered a way to “level the playing field” so that all children have the chance at success.  

In a non-public school we are required to make accommodations that are reasonable given the teacher’s ability to make the accommodations as well as financial constraints that the school has.  We do not write Individualized Education Plans (IEP) for students, as those involved in Special Education write these plans.  These accommodations that we make at a non-public school might or might not include modifying the curriculum.  More than likely the accommodations will be slight changes within the everyday curriculum.

Accommodations are not “special education” but are interventions put in place to help a child succeed in school.  You might employ an accommodation for a student once as they are struggling in one area, but those accommodations that are made consistently need to be documented.  
Since our accommodations are not mandated by the state, and are not contractual, parents do not need to sign off on these accommodations.  It is, however, best practice to alert parents if you are making any of these consistent accommodations for their child so that they are aware of what is going on in their child’s education.  Examples of accommodations might be, but are not limited to, the following list:

  - Assign half of the normal assignment

  - Cut the assignment (literally) so that it does not seem overwhelming

  - Make an audiotape of a chapter for the student to listen to

  - Send the material home the day prior to reading in class to be read at home

  - Assignments are given orally and in written form each day in each class

  - Time is spent before, during, or after school as review

  - A chart is used for basic facts, needed rules

  - Study guides are used for all subjects 

  - Study guides that are appropriate for individual students are used

  - Teacher and student complete the assignment book together each day

  - Teacher and student walk through homework each day 

  - Student dictates writing assignment to teacher or volunteer 

  - Extra novel copy is sent home to be read at home the night before

  - Separate work folder is available for student with only his/her work in it

Accommodations can come in the form of both academic needs as well as organizational needs.  When students experience difficulty organizing themselves, their work suffers.  Those accommodations that are consistently made need to be documented on the form found in the final section of this handbook. 

Assumption School does not have a formal “Talented and Gifted” Program but teachers will make acceptable accommodations for those students in the classroom through differentiating the curriculum.  When appropriate, teachers in conjunction with the principal and parents will move students forward in courses/grades to adequately challenge the student.
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NON-INSTRUCTIONAL DUTIES

Duties
Teachers at Assumption School will have bus duty, recess duty, and lunchroom duty.

Bus Duty occurs at the end of the school day.  This duty requires the teacher to supervise the students while they wait for the bus.  This is much like recess duty.  The final bus arrives around 3:50 and bus duty takes place from the time school ends until the bus leaves with the students.  Recess rules apply during this time.  The teacher is not to leave the playground until all of the students have been loaded onto the bus.  A schedule is published monthly that reflects the dates of each person’s duty.  If the teacher is unable to be present for the assigned duty, it is up to the teacher to switch with someone else.

Recess Duty is the time when the teacher is supervising students during their recess time.  The units (K-4 and 5-8) will determine the rotation for recess duty.  Recess is always held outside unless there is rain or the wind chill is below 0.  

Lunchroom Duty occurs each day during the lunch period.  The teachers eat their lunch in the gym and are responsible for monitoring student behavior in the lunchroom.  While this is a time for the teachers to enjoy their lunch and the company of their fellow teachers, it is also the responsibility of each teacher to be aware of what is happening in the lunchroom.

Supervision During Duties

As listed in the Instructional Duties section, the teacher is to be present both mentally and physically for duties.  Taking papers to check or plans to write is not acceptable at any of these times because that distracts the teacher from what is going on with students.  In case of an accident during one of these times, accident forms are available in the office and must be completed on the day of the accident.  

Accident Forms and Procedures

Teachers are responsible for completing accident forms when something happens on the playground.  If an accident occurs, the teacher should follow these steps:

1. Send someone in to the office to get help

2. Complete the accident form after the accident.

3. Turn in the completed accident form to the office.  

A copy of the accident form is on file in the school office. 
Staff Meetings

Staff meetings are scheduled throughout the school year.  At the start of the year, a list of tentative staff meeting dates will be distributed.  Teachers are expected to attend and actively participate in each of the staff meetings.  If a teacher is unable to attend, she must contact the principal right away.
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PERSONNEL ISSUES

Teacher Absences:

· Sick Days:  The full-time teacher receives 10 sick days each year that are cumulative to 90.  These days can be used for teacher illness or illness in one’s family.  Teachers are not eligible for payment of unused sick days and sick days may not be “banked” and given to other teachers.  Part-time teachers need to check their contract for the number of sick days allowed.

· Personal Days:  The full-time teacher receives 2 personal days each year.  These days are not cumulative.  Personal days must be applied for 2 weeks in advance so that a substitute can be obtained.  If a substitute cannot be scheduled, the principal reserves the right not to grant the personal day.  Part-time teachers need to check their contract for the number of personal days allowed.  Personal days may not be used on Religious Formation Days.

· Bereavement Days:  In the event of a death in the family, bereavement days are granted.  These days are not cumulative.  When the death of an immediate family member (including spouse, children, parents, siblings) occurs the teacher will be granted 5 days of paid leave.  In the event of a death of extended family (including grandparents, aunts, uncles, cousins, in-laws) occurs the teacher will be granted 2 days of paid leave.  Bereavement time may be extended upon the consideration of the principal or acting administrator.

· Substitute Teachers:  Teachers are to contact the principal or secretary when a substitute teacher is required.  If the absence is known in advance, inform the principal as soon as possible.

· Military Leave:  For those teachers who are called to duty for the military, a substitute will be obtained.  The teacher is asked to leave plans for the first week, as well as a tentative schedule of plans for the rest of the time away.  The teacher will be assured a job in that same capacity when he/she returns from military duty.

· Family Leave:  Family leave will require the teacher to use his/her sick days.  According to the Family Medical Leave Act, teachers are granted up to 12 weeks of leave.  This leave may be used by both male and female and used in the event of the birth of a child or an adoption.

Sick days and personal days will be tallied in the office.  Those exceeding their allotment of days, will take the extra days without pay. Teachers will be notified when they have used their allotment of days.  

All substitutes are scheduled through the office.  A teacher must call the principal or secretary when requesting a substitute.  Teachers are not to schedule or pay for their own substitutes.
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      Grievance Procedure

Assumption prohibits acts of intolerance or harassment toward employees or students.  In all instances, every effort will be made to prevent such actions in the work place.  Employees, parents, students, and school volunteers have the right to file a formal complaint.  We encourage problem solving at the lowest level possible.  

It is important to remember that not all issues that occur are grievances.  Grievances are those issues which cannot be solved through conversation or dialogue, or which continue and cause the working environment to be uncomfortable or to feel unsafe.  

The following chart shows the route to take for formal complaints or grievances that cannot be solved through dialogue between the two parties involved.

	Level
	Decision Maker
	Time Frame and Action

	1
	Principal, or other involved persons
	Time Frame:  As soon as possible

Action:  Resolve through dialogue if possible.  If

           not resolved, move to next level. 

	2
	Principal
	Time Frame:  File formal complaint 15 days after

          day of infraction or meeting from Level 1

Action:  Decision made in 10 days.  If not resolved, 

          move to next level.

	3
	Board of Education
	Time Frame:  File formal complaint 5 days after

          meeting from Level 2.

Action:  Decision will be made in 10 days.  If not 

          resolved, parties may seek private counsel or

          file a formal complaint with the Iowa Civil

          Rights Commission.


Non-Discriminatory Practices

Assumption School follows practices that do not discriminate on the basis of age, color, creed, national origin, race, religion, marital status, sex, sexual orientation, gender identity, physical attributes, physical or mental ability or disability, ancestry, political party preference, political belief, socioeconomic status, or familial status.  Nothing in these categories may be construed to impair the schools’ ability to educate and administer consistent with the mission of the Catholic Church.  Nothing in these non-discriminatory practices is intended to condone behavior or lifestyles that are inconsistent with Church teachings.
Since one of the purposes of Catholic Schools is to foster and pass on the beliefs and practices of the Catholic Church, Assumption School may deem it necessary to employ Catholics only in certain positions.
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Contracts:  Renewal or Non-Renewal
All teacher contracts are one-year contracts.  

Notice of Contract Renewal:  If the employer intends to offer a contract for the coming academic year, the employer shall notify the employee by April 1.

Release from Contract:  If an employee requests that said employee be released from this contract, once it has been signed, the employer may deny release or may release pending employment of a suitable replacement by the principal and the payment of expenses incurred to secure the replacement.  The employer, at its discretion, is authorized to file a complaint with the Board of Educational Examiners against an employee who leaves without proper release by the board.  If an employee resigns during the term of this contract, the employee shall be entitled to receive only the salary he or she earned through the date of resignation.  For purposes of this paragraph, the parties agree that “earned” salary shall constitute the monthly or semi-monthly salary scheduled to be paid to the employee through the end of the pay period during which the employee resigned.  The employee acknowledges he or she shall not be entitled to, and has not earned, a pro rata portion of the annual salary provided for in this Agreement.
Notice of Non-Renewal:  If a staff member is not to receive a contract for the coming school year, notice is to be given either in registered mail or in person by April 1.  

Non-Renewal or Termination:  The employer has the right to suspend or terminate the teacher for “cause.”  “Cause” shall be defined as violations of the terms and conditions of this contract, or performance, conduct, or behavior on the part of the employee which, in the sole opinion of the employer, adversely affects the desirability of continued employment.

Personnel File
Each teacher has a file in the administrator’s office that holds their personnel information.  This file contains the teacher’s application, resume, credentials, certificate, copy of current contract, current physical, copies of transcripts, and performance appraisals.  Other items that might be included will include copies of financial, insurance papers.  The teacher has a right to look at their own personnel file whenever requested.  

Staff Compensation
Compensation is determined each year by the Board of Education, along with the pastor and parish administrator.  Once the base pay has been decided, the salary schedule is calculated.  Pay day is the 25th of each month, or a day prior to that day.  Each staff member is responsible for knowing about her/his own salary and benefits as listed in the contract.
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CRISIS PLANS

Fire Drills

The fire drill alarm is a continuous buzzer sound.  The following directions are to be followed:

1. Each teacher is to see that all students are out of the room and the door is closed.

2. Students are to be silent and proceed in a disciplinary way.

3. Teachers are to take an attendance list outside with them and check attendance once outside.

4. Children in the bathroom, gym, and library will exit at the nearest route and report to teacher in designated area at once.

5. Once the all clear is given, students and teachers move back into the school.

Fire

In the case of a real fire, teachers are to follow the same procedures as listed above.  Once outside, teachers are to take students across the street (Sycamore) and wait for further direction.

Tornado Drills

The tornado drill is a series of bell rings.  The following procedures are to be followed:

1. The teacher is to make sure all students are out of the room and safely in place in the

designated space for tornado emergencies.  (basement or hallway)

2. The teacher should bring the emergency kit with flashlight and other items in it.

3. The teacher should bring a class list with them and take attendance once in the designated safe space.
4. Once the all clear is given, teachers and students may return to their classrooms.

Tornado

In the event of a real tornado, teachers will be responsible for taking attendance to ensure the whereabouts of each student.  Once it is clear and safe, directions will follow.

Power Failure

In the event of a power failure, the following procedures should be followed:  

1. students are to remain in their classroom

2. students in the halls or library are to be taken back to their classroom

3. teachers who are not in class are to assist where needed.

The principal and other designated staff will inform the teachers of the situation.
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National Emergency or Situation of Potential Harm to Students and/or Teachers

In the event of a national emergency or a situation of uncertainty (i.e.:  September 11) the following procedures will be followed:

1. If warranted, doors will be locked and classroom doors closed.  All students and

teachers are to be inside the classroom.  The teacher is to take attendance and verify the whereabouts of each child.

2. If the school is in a “lock-down” mode, recess is to be held in the gym or in the classrooms.

3. The principal or principal designee will inform teachers of the situation and what they are to share with students.

4. Teachers are to continue with the day in as normal way as possible.  It is the teacher’s job to keep the alarm to a minimum in the classroom.

5. Once the all clear is given, doors will be opened and unlocked.

It is important to realize that in the event of a tragedy like September 11, the students will see and hear more than necessary when they get home in the evening.  TVs and radios are not to be turned on for students.  It is the job of the teacher and staff at Assumption School to make their school day as normal as possible without scaring the students about what has happened.

In the event of a dangerous situation inside the school, classroom doors will remain shut and all teachers and students should follow the direction of the principal or principal designee.  Doors will be locked if possible and students or teachers are not to leave the classroom until told to do so.
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TEACHER OBSERVATION, SUPERVISION, AND EVALUATION

PURPOSE:

The main purpose of teacher observation and evaluation is to improve the quality of instruction for the students attending Assumption School.   The observation and evaluation procedures are primarily intended for the professional growth and advancement of the faculty.

Progress towards instructional excellence is a priority of the Catholic Schools of the Diocese of Des Moines.  The schools of the Diocese of Des Moines use observation and evaluation for the purpose of:

· developing trust and confidence between evaluator and teacher;

· clarifying expectations and standards;

· facilitating communication between evaluator and teacher;

· recognizing satisfactory and outstanding performance;

· identifying areas of needed improvement;

· motivating professional improvement and growth; and

· providing information needed for personnel decisions.

Throughout the implementation of this process, respect for the dignity of the individual and commitment to the value of justice shall be maintained.

The Iowa Teaching Standards (Plus One) will be used in supervision and evaluation of teachers as well.  The Diocese of Des Moines has added a standard based on being a faith community member.  Teacher portfolios will be used to track evidence of mastery of the standards.  These portfolios are to be a part of the supervision and evaluation process.

DEFINITIONS:

Evaluation Cycle:  At Assumption School and the schools of the Diocese of Des Moines, the evaluation cycle is the process of observation and evaluation incorporating informal and formal observations and evaluations, along with one summative evaluation.

Informal/Formal Observations and Evaluations:  Process of providing feedback to the teachers through frequent observations of the teachers.

Summative Evaluations:  Composite report of teacher performance based on criteria established for all teachers in the schools of the Diocese of Des Moines.

EVALUATION CYCLE:

At Assumption School the area of the evaluation cycle that includes the informal and formal observations/evaluations is completed in the following manner:

Goals:  Teachers and administrator will consider, identify, and write a maximum of three professional goals with an action plan for achieving those goals.  These goals will be used throughout the school year during the informal and formal observations/evaluations and as a tool when the summative evaluation is completed.

Observations/Evaluations:  The teachers will be observed throughout the school year by the principal.  These observations shall be both scheduled and unscheduled.  During the observation the principal will write a short narrative about what is seen in the classroom and comments and/or suggestions will be made.  When necessary, a conference will be held after the observation to allow for dialogue between principal and teacher.  The goals written by the teacher will be used as a part of this observation tool.   
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Summative Evaluation:  During the evaluation cycle, formal and informal data is collected which is used to complete the summative evaluation.  The summative evaluation form of the Diocese of Des Moines shall be used for all teachers.  A copy of the summative evaluation shall be maintained in the teacher’s file.  Upon completion of the summative evaluation, a conference will be held to review the summative evaluation report, review data and goal accomplishment, and to discuss goals for the coming year.  The teacher may, within five (5) working days following the summative conference, file a written response to be attached to the summative evaluation report and included in the teacher’s permanent file.


The Diocesan Summative Evaluation Form has five (5) performance areas with a list of indicators and descriptors for each area.  These indicators and descriptors listed are only examples of behaviors that define accomplishment of a teacher.

IOWA TEACHING STANDARDS (PLUS ONE)

1. Demonstrates ability to enhance academic performance and support for implementation of the school’s student achievement goals.

2. Demonstrates competence in content knowledge appropriate to the teaching position.

3. Demonstrates competence in planning and preparing for instruction.

4. Uses strategies to deliver instruction that meets the multiple learning needs of students.

5. Uses a variety of methods to monitor student learning.

6. Demonstrates competence in classroom management.

7. Engages in professional growth.

8. Fulfills professional responsibilities established by the school district.

9. Demonstrates an active faith life professionally as well as personally.
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GENERAL INFORMATION

ABSENCES:

Student Absences:  Parents are asked to call school to report absences.  When these calls come in, teachers will be notified.  If you have questions about an absence, and have not been notified about a phone call, please ask and the secretary will make phone calls if necessary.  It is the responsibility of the teacher to make sure any work that needs to be completed is organized and sent home with a sibling or is ready if the parent will be picking up the work.

BUILDING MAINTENANCE:  

Each faculty and staff member is responsible for helping to keep the building in neat and working order.  Report any problems to the principal or secretary immediately.  

· Halls, Classrooms:  Teachers are to be sure that the halls outside their classroom are left in a tidy manner each evening.  Please remind students to take their belongings home.  The classrooms are vacuumed each evening, but please encourage students to pick up pencils, crayons, or other items from the floor before they leave to make the job of vacuuming easier.

· Workroom:  Each teacher will be responsible for cleaning the workroom during one month of the school year.  During that time, please pick up the scraps of paper near the paper cutters and papers that are left near the laminator or on the table.  Take a few minutes to straighten the paper used in the copier as well as the construction paper.  If food is left on the table, be sure it is sealed properly at night.  Throw away any food that has been left on the table for an extended period of time.  If a teacher brings in a treat for the staff to share, please make sure that it is cleaned up or sealed, even if it is not your month.  If everyone does his/her part to keep this room clean, it is a much more enjoyable place to work.

· End of the Year:  At the end of each school year the teacher will be given a checklist of tasks to complete in their classroom before leaving.  This list, once completed, is to be turned back into the principal in the folder.

CLASSROOM PROCEDURES:

Daily Attendance/Hot Lunch Envelope:  Each teacher will have an envelope that contains the daily attendance record as well as the lunch count and lunch tickets that is to be turned into the office each morning by 9:00AM.

· Daily Attendance Record:  The school secretary will maintain a spreadsheet containing the names of the students and the dates that is to be used to mark attendance.  

· Lunch Count Slip and Tickets:  The teacher will be responsible for completing the hot lunch count slip and turning it into the office each day.  New teachers are to spend a few minutes with the secretary going through this process before the school year begins.
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(Classroom Procedures, cont.)

· Emergency Situation:  If an emergency situation arises in the classroom, the teacher is to follow this plan:

1. Stay with the student at all times.

2. Send a student to the office to get help immediately.

3. The principal or secretary will contact the nurse at W-G or Dowling Catholic.

4. The principal or secretary will contact the parents or emergency contact.

5. The ambulance (911) is only to be used in case of severe respiratory distress, unconsciousness, heart distress, or any extraordinary condition (broken bone, uncontrolled bleeding.  If in doubt – error on the side of safety.  The individual is always most important.

CORPORAL PUNISHMENT:

Following Iowa legislation, teacher should not inflict, or cause to be inflicted, corporal punishment upon a student.  “Corporal” punishment means the intentional physical punishment of a student.  An employee’s physical contact with the body of a student is justified if it is reasonable and necessary under the circumstances and is not designed or intended to cause pain to the employee, the student, or other students; to obtain the possession of a weapon or other dangerous object within a student’s control; or for the protection of property.  In the case where a teacher has used corporal punishment, the incident should be reported to the Principal immediately.

DETENTION:  Students may be assigned a detention for infractions against school rules.  These detentions may be served before or after school, or during non-instructional school times, such as recess.   It is the teacher’s responsibility to supervise the student in this detention, and to decide what the student will be required to do during this detention.  The teacher is to notify the parents immediately with an explanation of the behavior that led to the detention, as well as scheduling the detention.  (See “Discipline” section as well.)

DRESS CODE:  

Students:  The dress code for the students at Assumption can be found in the back of this handbook, in the attachment section.  The teachers are required to help with the enforcement of the dress code.

Teachers:  The teachers do not have a written dress code.  Each teacher is to dress professionally and properly during the school days.  Teachers are allowed to participate in “Dress Down Days” that are scheduled for students, as well as those scheduled for the teachers.  

DISCIPLINE:

Teachers are expected to be the first to act in the discipline area of the students in their classrooms.  Students should be sent to see the principal only after the teacher has made attempts to handle situations, and have not met with success.  The teacher will be expected to visit with the principal about steps taken and/or what action has happened that warrants the intervention of the principal.  (See “Discipline” section as well.)
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FIELD TRIPS:

Field trips are encouraged as these trips extend the learning of the children outside of the classroom.  Field trips are planned to supplement the educational experience that the children have at Assumption School.  Before field trips are discussed with students and parents, the trip must be discussed with the principal.  The discussion with the principal will require that some planning has already taken place.  There is a field trip form in the office that needs to be completed and used as the permission slip to parents.

HEALTH OF STUDENTS:

When students are ill, please send them to the office.  The secretary will check to see if they have a fever and will assess the situation.  Some students will be sent back to the classroom and monitored from there.  Others will lie down for a period of time or sent home.  The teacher will be alerted by the secretary about the student’s condition.

· Medication:  Medication can only be dispensed in the school office.  If a child has medication, it is to be brought to the office.  Tylenol is kept in the office and can be administered to the child if parental permission is granted.

· First Aid:  If student are injured on the playground they are to be sent to the office.  No medications or ointments can be applied at school.  If students are seriously injured, parents will be called immediately.

· Accident Forms:  It is the responsibility of the teachers and staff to file an accident report within 24 hours after the injury had occurred.  This form in available in the office and is to be turned into the office once completed.  A copy of this form is in the back of the handbook in the attachments.

· Emergency Contacts:  A list of emergency contacts for each student is kept in the office.  If the parents or guardians cannot be reached, the emergency contact is to be called.

LUNCH ACCOUNTS:  Teachers have many choices for hot lunch at Assumption School.  Each day the teacher is asked to indicate what she/he will have for lunch.  At the end of each month, the school secretary will give each teacher a bill showing what is owed for lunches that month.  

MAILBOXES:  Each teacher has a mailbox in the workroom.  It is the teacher’s responsibility to check that mailbox each day.

MONTHLY NEWSLETTER:  A monthly newsletter is published on the school’s website prior to the start of each month.  Please read the newsletter to be alerted to what is going to happen each month.
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PARENT COMMUNICATIONS:  Teachers are to keep open communication with the parents of our students.  Teachers are expected to make phone calls when necessary to alert parents of problems that may be academic or behavioral.  Phone calls alerting parents to “good news” are very much encouraged.  Parents have been instructed to call the school if they have concerns.  A message will be given to the teacher and the teacher is expected to return the phone call as soon as possible.


Other forms of parent communication are encouraged as well.  These other forms may include a weekly or monthly letter to parents sharing information about what is being taught and other information that may be useful to parents.  

· Communications Notebook:  Each teacher is to document any communication with parents in the Communications Notebook.  The documentation is to be dated and the conversation that has taken place is to be written down.  Teachers are encouraged to write down the communications as soon as possible after they take place.  This notebook is to be kept in the teacher’s room or in their mailbox, but IS NOT to be shared with students at any time.  This notebook serves as documentation for the teacher to be used if ever necessary.

See section on “Instructional Duties:  Reporting” also.

PUPIL RECORDS:  Cumulative folders for each student are kept on file by grade in the principal’s office.  Only objective reporting should be inserted into these folders.  Discussions regarding pupil’s academic or behavior problems are filed in a separate location other than the cumulative records.  

 
Teachers are required to sign out the folders each time you take them, even to record grades at the end of the school year.  This sign out folder is found in the front of each grades’ section of folders.


At the end of each academic year, the following records are completed for each student:

1. Cumulative folder

2. Diocesan Green Card – Permanent record.

A student’s records are to stay in the building at ALL times.

PUPIL WORK / DISPLAY OF WORK:  Corrected student work should be sent home to the parents on a regular basis to be determined by the teacher.  The teacher is to inform the parents at the start of the year when the work will be coming home and what they might look for.  Some teachers may use a sign-off sheet with their students, having the parents sign off that they have looked at the work.  Examples of this might be the Friday or Monday folders that are sent home.

Teachers are encouraged to display the work of the students both in the classroom and in the halls.  Teachers are also encouraged to post the standard and benchmark that is demonstrated by that work.  

REIMBURSEMENT FOR CLASSES:  A policy was written by the Board of Education regarding reimbursement for classes taken.  Speak with the principal to find out more about this process.
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STAFF MEETINGS:  Staff meetings are scheduled throughout the school year.  At the start of the year, a list of tentative staff meeting dates will be distributed.  Teachers are expected to attend and actively participate in each of the staff meetings.  If a teacher is unable to attend, she must contact the principal right away.

STANDARDIZED TESTS:  Students in grades 3-8 at Assumption School take the Iowa Test of Basic Skills in October.  The scores from this test are mailed home to parent when they are returned.  If they are returned in time, they may be used at conferences.  This will be discussed at a staff meeting.

SEXUAL HARASSMENT:  It is the policy of the educational programs governed by the Diocesan Board of Education to maintain a learning and working environment that is free from sexual harassment of any type.  No employee, volunteer, or student associated with these program shall be subjected to sexual harassment of any kind.  Any person who alleges harassment by an employee, volunteer, or student of an educational program governed by the Diocesan Board of Education may complain directly to his/her teacher, immediate supervisor, principal, or the superintendent of schools for the Des Moines Diocese.  Detailed procedures are outlined in the Diocesan Board of Education Policies, available in the school office.


Prohibited Acts:  Sexual harassment is strictly forbidden in diocesan educational programs.  For the purposes of this policy, sexual harassment is defined as unwelcome advances, requests or sexual favors, or other verbal or physical conduct of a sexual nature when:

· submission to such conduct is explicitly or implicitly made a term of condition of an individual’s employment or status in a class, program, or activity;
· submission to or rejection of such conduct is used as a basis for an employment or educational decision affecting an individual;
· such conduct has the purpose or effect of unreasonable interfering with an individual’s work or educational performance, or of creating a hostile, intimidating, or offensive environment for work or learning.
Examples of Sexual Harassment:  Sexual harassment encompasses any sexual attention that is unwanted.  Examples of the verbal or physical conduct prohibited include, but are not limited to:

· physical assault;

· direct or implied threats that submission to sexual advances will be a condition of employment, work status, promotion, education, grades, or letters of recommendation;

· direct propositions of a sexual nature;

· subtle pressure for sexual activity, an element may be conduct such as repeated and unwanted gestures;

· a pattern of conduct (not legitimately related to the subject matter or the course in which one is involved) intended for the discomfort of or humiliation of the person, including but not limited to comments of a sexual nature or sexually explicit statements, questions, or jokes;

· a pattern of conduct that would discomfort or humiliate the person such as, but not limited to one or more of the following:  unnecessary touching, patting, hugging, or brushing against a person’s body; remarks of a sexual nature against a person’s clothing or body; or remarks about sexual activity or speculations about previous sexual experience                           
                   30

Isolated and Inadvertent Offenses:  

Staff and students who, without establishing a pattern of doing so, engage in isolated conduct of the kind described in items above or who exhibit a pattern of engaging in such conduct but fail to realize that their actions discomfort or humiliate or demonstrate insensitivity that necessitates remedial measures.  When program administrators become aware that such activities are occurring in their areas, they should discuss such conduct with those involved, and when appropriate recommend that the person take an educational program designed to develop understanding of the harm being done.

If, after participating in the educational program or failing to participate after being recommended to do so, a person continues to engage in the conduct as described above, he or she will be deemed to have engaged in a pattern of conduct intended to discomfort or humiliate the one at whom the actions or statements are directed.

STUDENTS AT RISK – SECTION 504

Student who have difficulty mastering the language or academic skills of school are at-risk.  The diocesan schools are required to meet the requirements of Section 504 of the 1973 Rehabilitation Act.  These services are required in all cases unless the school can prove that such provision would constitute an undue hardship.

When it has been determined that a student is disabled and that the disability substantially hinders their education, accommodations are to be made.  Reasonable accommodations include adjustments or modifications made by the classroom teacher(s) and other staff.  For the Diocesan schools, reasonable accommodations are required in accordance with the application of the law to parochial institutions.

Teachers who make these accommodations for students must complete the 504 Description of Accommodations worksheet.
SUPERVISION OF STUDENTS:  All faculty and staff are responsible for the supervision of students during the school day.  High visibility on the part of the faculty and staff will hinder unnecessary and improper behaviors.  


When an entire class is sent down the hall for the restroom, the teacher is expected to come down the hall with them, waiting for the students to finish.  It is not reasonable for children to be sent to the restroom in a large group with the teacher staying in the classroom.  It is the responsibility and duty of the teacher to think about the reasonableness of their actions as far as supervision of students.  

(See also “Instructional Duties” and “Non-Instructional Duties” sections.)
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TEACHERS’ PROFESSIONAL LIBRARY:  The Teachers’ Professional Library is located in the teacher workroom.  Please do not keep the books in your room for more than two weeks.  Others would like to use them.  It is up to the teachers to keep the Professional Library in good working order for ease and use.

TELEPHONE USE:  

Student Use – Students are not allowed to use the phone without teacher permission.  The students are to use the phone in the office ONLY.  They are not to use the phone in the church conference room or the teacher workroom.

Teacher Use – Teachers will not be called from class to take a telephone call unless it is an emergency.  Messages will be taken and the teacher can return the telephone call when they have time.  

Cell phones of both teachers and students are not to be turned on during the school day without permission from the principal.  Teachers may use their cell phones when the students are out of the room, but when working with the students the cell phone is to be turned off.

WORK HOURS:  Teachers are expected to be in their classrooms by 7:45 AM.  Teachers who have bus duty assignment after school are expected to wait with the children until the bus arrives, students have boarded, and the bus leaves. After school, teachers may leave at 3:45 PM.
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 The Assumption School Faculty / Staff Handbook is meant to answer questions and serve as a guideline for teachers and staff members in regards to their duties and responsibilities at Assumption School.

As a teacher or staff member, it is your obligation and responsibility to read the handbook, know what is in it, and abide by the regulations that have been set forth in this handbook.

Once you have read the handbook, you are asked to sign this form.  This lets us know that you have read the handbook and understand that you are to use it as a guideline for your responsibilities at Assumption School.

I, ________________________________________________, have read the 



(Teacher / Staff Member printed name)

Assumption School Faculty / Staff Handbook.  I understand that I am to use it as a 

guideline for the responsibilities I have at Assumption School.

__________________________________________

______________


(Teacher or staff member signature)




Date




Assumption School
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