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MISSION STATEMENT

PREPARING STUDENTS TO EXCEL AND
CONTRIBUTE TO THEIR COMMUNITY
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ACCIDENT REPORTS

Forms are available in the office or in the
GKMS Quick Reference Guide folder located
in the Google Team Drive.  Teachers may
keep a few blank accident forms in the
classroom for quick access.

1. Be sure that the form is completed
immediately following the accident.

2. Turn it into the office as soon as possible.
All accidents are to be reported.

ALTERNATIVE LEARNING
ENVIRONMENT

The Alternative Learning Environment (A.L.E.)
room is designed to provide a place to assist
at-risk students.  This room has three basic
functions:

1. To serve as a self-contained
classroom designed to meet the needs
of students who are unable to be
successful in the regular education
setting.

2. It will serve as an ISI room for
students who have exhibited
behaviors that have resulted in being
assigned in-school intervention for a
set period of time.

3. It will also serve as a “cooling down”
room for those students who need
time away from the classroom setting
to get themselves under control.

Students who cannot conduct themselves
appropriately in the A.L.E. room may receive
Saturday detention and/or out-of-school
suspension.

AMERICAN LEGION SCHOOL AWARD

The 8th grade students will select one boy

and one girl as the recipient of the “School
Award."  The American Legion Award will be
presented at the eighth grade promotion.

ANNOUNCEMENTS

School wide announcements are made at the
start of the day.  The Pledge of Allegiance and
Moment of Silence precede the
announcements.  Students are to stand and
recite the Pledge and remain respectful.
Students of some religious beliefs are not
allowed to engage in such an activity.  Please
respect their right to not do so.  They may opt
not to participate, but must remain quiet.  Any
staff member may have an announcement
read that relates to school activities by filling
out a form; the forms are located next to the
PA system.  Morning announcements must be
short and critical to the date on which they are
to be read.  All other announcements must be
saved for the afternoon.  Please turn the form
into the office by 3pm the day before it is to
read. Please include the date(s) you want
the announcement to be read.

ASSEMBLY GUIDELINES

Assembly programs are predominantly
educational and not intended solely for
entertainment.  Attendance at assemblies is a
privilege.  Student behavior at assemblies
should stress a note of dignity and should be
characterized by courtesy, thoughtfulness of
others, self-control and acceptable
expressions of appreciation.  Supervision of
student behavior is the responsibility of the
classroom teacher.  Teachers should sit with
their classes, unless a teaching responsibility
requires that they leave their group. The
principal or his/her designee will always
dismiss the students to their next class.

During the Assembly:
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1. Office will call each individual class to the
gymnasium.

2. Students should leave all belongings in
the classroom.

3. The teachers will remind the students
about behavior in the hallways as well as
during the assembly.

4. Students should walk single file and be
silent in the hallway.

5. Teachers will sit with their respective
class.

6. No whistling/booing/disrespectful
behavior.

7. All students directly involved in the
program should sit in the front row.

8. Students will remain seated until they are
dismissed to their classes.

ATTENDANCE

Homeroom teachers have an important
responsibility: the daily attendance report is
generated by the information obtained during
first period attendance. ONLY TEACHERS
SHOULD TAKE ATTENDANCE.  Mark any
student that is absent or tardy. Accurate
homeroom attendance is a priority.  If you
discover that you have made an error, please
let the office know as soon as possible.  All
students should be in their homeroom when
the homeroom bell rings at 7:50 AM.
Students who arrive after 7:50 AM should be
marked tardy by the classroom teacher if they
do not have a tardy pass from the office.  It is
the classroom teacher’s responsibility to issue
consequences for students who arrive late
without a pass from the office.  The office is
responsible for marking tardies in the
computer for students who have a tardy slip
from the office and issuing consequences for
students who arrive after the 7:50 AM bell.

Classroom teachers are required to take
attendance each period.  If a student is
absent from your class and is not listed on the
daily Absentee List, please report this
information to the office.  Parents are required
to call in and report their child’s absence.
After the absentee list is generated, the
secretary listens to the calls and confirms the
absence.  If a student’s name appears on the
list and we have not received a call, it is then
necessary to double check whether or not the
student is in attendance.  The secretary calls
into the classroom asking for confirmation of a
given student’s absence.  The teacher is the
only one who should respond to an office
inquiry.  If the student is absent, a parent
contact is then made.

All notes from parents regarding attendance
or vacations need to be submitted to the
office.

Teachers must notify the office immediately if
any student who is not listed as an absentee
does not show for class.

AWARDS PROGRAM

Each quarter an awards program may be held
to recognize students for their achievements
during the course of the quarter.  It is the
responsibility of the team, sponsor, or coach
to secure such awards/certificates and have
them ready for presentation at the ceremony.
Special categories, like “Most Improved,” may
be created for Awards Program.

BUILDING USAGE PERMITS

Any staff member who is conducting an
activity after the regular school day must have
a building usage permit approved and on file
with the district and building office.  Athletic
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activities, special events and activities that
meet on a regular basis (i.e. - clubs) are
examples of the kinds of activities that require
such a permit.  The building usage permits
are located in the office.  Turn them in to the
Principal for building approval; they will then
be forwarded to the Unit office.  For one time
events, it is always a good idea to check with
the Principal for the availability of calendar
dates.

BULLETIN BOARDS

All teachers are responsible for attractive,
educational boards in their classroom.
Classroom bulletin boards should be used to
reflect the themes and topics taught in the
classroom, to display student work, and to
communicate school wide information.

CALENDAR

The Genoa-Kingston Middle School Google
Calendar is the official document that governs
our school activities.  This calendar is
provided for organizational purposes allowing
everyone the opportunity to be aware of
events and activities.  If your class, team,
club, or any other group has planned an
activity that might impact your colleagues or
other classes; please see the principal.
Changes in the calendar are posted on the
Genoa-Kingston Middle School Google
Calendar. Submit all calendar items in writing
to the Principal at least five days before the
beginning of each month.  Faculty members
will be asked to contribute dates for the next
school year beginning in March.

Please mark all faculty meetings on your
personal calendars. These are required
meetings of all staff members.

CHILD ABUSE

Any suspicion of child abuse/neglect must be

reported to DCFS.  The person who suspects
the abuse is responsible for making the call.

The teacher making the call must also contact
the school social worker and the building
principal and fill out a CANTS 5 DCFS
reporting form.  The original needs to be
mailed to the DeKalb DCFS Office; keep a
copy for yourself and give one to the school
social worker.

CLASSROOM ORGANIZATION

The classroom is the student’s home and
working place throughout the school year.  It
is most important that these areas be
maintained and used for the benefit of
learning.

When organizing your classroom
management procedures for the year, please
note the following:

1. Classroom doors are to be locked and
closed at all times.  Doors must not be
propped open during the school day.

2. Students may not remain in the classroom
or the hallways unsupervised. We are
liable for any incidents that may occur and
leaving students unattended invites a
situation difficult to justify in terms of what
a “reasonable or prudent” person would
do.

3. Classroom displays (bulletin boards, etc.)
should reflect student work, goals, and
learning activities and serve to give
recognition to student efforts.

4. Students should be instructed to organize
their work space at the end of each class
period.  Debris of all types should be
picked up by students.  Any items of
clothing, books, etc. that are left in the
classroom should be turned into the Lost
and Found.

5. Students must be supervised so that they
do not write, paint or in any way deface or
damage walls, dividers, lockers, furniture
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or any surface in the room. Those
students who fail to meet this standard
should be dealt with promptly and in a
manner that teaches them the importance
of keeping the building in excellent
condition.

Note:  If you notice that your classroom is not
cleaned to the level you think is reasonable,
please report it in writing to the principal.

6. Teachers should close their windows, turn
off lights, and ensure all electronic devices
are off.

CLASSROOM RULES AND
REGULATIONS

It is the responsibility of each classroom
teacher to communicate classroom and
school rules and regulations to students at the
beginning of each semester.  This includes
both academic and behavior expectations.

A copy of the classroom expectations is to
be neatly posted in the classroom.

Student Expectations:

All of us at Genoa-Kingston Middle School
should foster safety and the proper
atmosphere for the pursuit of learning.  This
can be achieved through having respect for
others and developing a sense of pride in
yourself and your school.  Every student
should be afforded the opportunity to develop
his or her ability to the fullest.  Student
attitudes and behavior will shape the school’s
environment.  The following reminders should
serve as a guide:

1. Be Respectful
2. Be Responsible

3. Be Safe

Consequences will be determined by the
individual classroom teacher.

Students are to be dismissed by the teacher -
not by the bell.  Teachers should post
themselves by the door to monitor student
egress and be in a better position to monitor
hallway activity.

COACHES:  RESPONSIBILITIES

1. Establish, communicate and enforce
athletic rules and regulations.

2. Enforce school policies as outlined in the
GKMS athletic handbook including:
a. No student shall participate in contests

until the registration fee has been paid
and proper physical is on file and
waiver or insurance has been
received.

b. No student shall participate in athletic
contests during the time he/she has
been determined ineligible.

3. Obtain all certificates of participation
and/or awards.

4. Properly monitor the issuing and return of
uniforms and equipment.

5. Report immediately all injuries resulting
from student participation in activity.

6. On a regular basis, submit game/activity
results to the athletic director.  Be sure
team pictures get to the athletic director or
posted to social media.

7. Make sure all students have safely left
school grounds after practice and games
before leaving yourself.  Coaches will
designate ONE area for student pickup.
At least one coach will wait in designated
pick up area until all students have safely
left.
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SODA/CANDY/GUM

Adults working with students are not to be
chewing gum, eating candy, drinking pop,
etc., during class time.  These actions are not
allowed during the school day.  We are role
models and we have to demonstrate the
same behavior we expect from our students.
Any candy or other food items given out by
teachers must be eaten in the class received
or other appropriate times.

COGS CARDS/PBIS Rewards

COGS Cards is an incentive program for
students.  Teachers will recognize students for
acts that lead to positive contributions to
school climate by giving the student a COGS
Card.  The student will then place the card in
the COGS Cards hopper in the front foyer.  At
the end of each week, there will be an
incentive drawing.  This program is designed
to encourage students to positively contribute
to GKMS.

COMMITTEES

A number of building committees will be
meeting throughout the school year to deal
with various issues, activities, events and the
development of goals and procedures.  A list
of committees will be presented at the
beginning of the school year. If you wish to
serve as a member of a committee, please
submit your choices on the selection sheet
provided by the office.  Other committees may
be established on an “as needed” basis.
Faculty members may chair most of the
committees.

CONFIDENTIALITY

As professionals dealing with people’s lives,
we frequently learn about student and family
matters that are sensitive and demand a high
degree of confidentiality.  Our role and

certification allows us to obtain such
information, however, we also inherit a large
responsibility for keeping such matters
confidential.

Looking at this issue, it is crucial that:

1. Information about students and/or families
is shared only where needed and with
those whose responsibilities require such
knowledge.

2. Information about students and/or families
is not to be discussed in any open place
where it may be heard by those who do
not need to know nor have the
responsibility for maintaining
confidentiality.  This idea suggests that
hallways and the teacher’s
lounge/workroom may be inappropriate
places to share information about
students.

3. We need to remind each other of the need
to keep information about students private
except at those meetings where such
information is needed for some
professional reason(s).

Teachers are responsible for ensuring that
they are following the Student Online
Personal Protection Act(SOPPA).  Teachers
need to make sure that they are only using
apps, software, and websites that have been
approved by the school district and have
signed the GK 424 Data Privacy Agreement.

CONTACT WITH PARENTS

1. Make copies of all individual notes/emails
you send to parents.  If you would like to
discuss such a note/email before sending
because of the response you anticipate or
for any reason, please consult with the
Principal.  However, prior approval is not
necessary.

2. Group/class/flyers should be approved by
the Principal before sending them home.
Every note or flyer should be dated.
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All teachers should develop some type of
system for documenting their contact with
parents.

COPY MACHINES

The copy machines are available in the
teachers’ workroom for teacher use before
and after school and during release time.

The copy machines are for school use only.
Should a faculty member need to use the
machine for other uses (ex:  outside work
assignments, personal use, etc.) please pay
10 cents per copy!

The copier located in the office is not a high
volume copier.  It is to be used only by office
personnel.

Teachers are asked to plan ahead and not
send students to the office for “two copies of
this."  Most times the secretary is involved in
other work and is unable to drop everything to
run copies.

Color copies can be made in the office by
bringing down a jump drive and printing from
it directly.

COUNSELING

Counseling services are available for our
students through the social worker and
psychologist.

At times, a social worker, psychologist or
administrator cannot share confidential
information with a teacher.

DECISION MAKING GUIDELINES

Individual teachers, teams, administration and
various committees all have decisions that
must be made in regard to the roles we play
in our organization.  Whatever the decision
and no matter who or what it affects,
decisions are made because a choice or
series of choices face someone or some
group.

In making decisions that affect our
organization, the administration will operate
from the following structure or point of view:

1. What effect a decision has on student
learning, well-being, and/or other human
factors will be the most important standard
for any decision.

2. How a decision affects the entire
organization (the school) will be a major
consideration in selecting one point of
view or action over another.

3. How the choice fits within the goals and
policy of the District and the school will
represent another test for decision
making.

4. The degree to which a choice is practical
or pragmatic will be considered.

5. The impact of a choice on the faculty and
staff will be part of the process.

6. The impact on the school/community will
be reviewed.

DEFICIENCY AND PROGRESS
REPORTS

Progress reports and deficiency notices:  At
mid-term each nine-week period, the teachers
will make progress reports and/or deficiency
notices available to parents.  The progress
report is to recognize students for
improvements in study habits and
achievements.  The deficiency notice is to
inform parents of areas where the student is
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not achieving up to individual expectations.

PROGRESS AND DEFICIENCY NOTICES
MAY BE SENT AT ANY TIME.

Also, for major class projects or assignments,
set up a check schedule of progress. Do not
wait until the last few days of a grading period
to determine whether a student will pass or
fail.

DISCIPLINE PROGRAM

A basic premise of our discipline program is
that all teachers are responsible for and have
the authority to direct any student in the
school within the discipline guidelines
structure.  Our discipline program consists of
two components: school wide expectations
and consequences and individual teacher’s
classroom discipline plans.

CLASSROOM DISCIPLINE PLANS

Classroom discipline plans are required by
each teacher.  The following components
should be included in your plan:

1. Each teacher will develop the official set of
classroom expectations.

2. Include a set of consequences that you
will implement when students do not
follow the classroom expectations.
Consequences should be listed in a
hierarchy of severity.  Parent contact must
be built into the consequences at step two
or three.

3. A set of positive consequences for
students who are becoming “good
citizens” should also be included to
balance the negative consequences.

4. Teachers should state whether their plan
of positive and negative consequences
apply on a daily, weekly, or quarterly
basis.

DETENTIONS:

1. An detention may be given to a student for
an infraction of the school rules.

2. Teachers must make every effort to
contact parents/guardians by phone.
Contact must be made with parents
before any student may serve a detention.

3. Detentions are served each afternoon in
the assigned teacher’s room from 2:55 to
3:20.  Teachers may assign detentions
outside of this time with acknowledgement
from the students parents/guardians.
Students will be allowed to do homework
during the detention period after
completing detention assignments.

4. It is the parent’s responsibility to arrange
transportation home on any evening that
their student has a detention.

5. No student should be unsupervised.  No
student should be placed in the hallway
for disciplinary reasons.  Such students
are unsupervised.

6. The school reserves the right to exclude a
student from non-academic field trips or
other non-academic school activities as a
result of inappropriate student behavior.

DRESS CODE

Employees of Genoa-Kingston CUSD #424
shall demonstrate, through dress and
grooming, an appreciation and respect for the
Education Profession.

All employees are considered professionals,
and, as such, are expected to display a
professional appearance when serving as a
representative of the School System.
Professional dress shall be defined as
business casual dress generally accepted for
day-time office wear.  Allowances may be
made for activities and/or responsibilities on
an individual, day-by-day basis.  (i.e. –
extreme weather conditions, field trips,
specific work activities, etc.)
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It will be the responsibility of the Building
Principal or Supervisor to determine if an
Employee’s appearance is improper or
inappropriate.  It would be their responsibility
to notify said Employee of their concerns.  At
that point, the Employee and Building
Principal or Supervisor will work toward a
resolution.

1. Certified teaching staff, Classified
Educational Support Personnel (ESP), and
Office/Secretarial staff shall adhere to a
business casual standard of dress.  Dress
that is not acceptable as business casual
includes, but not limited to the following:

● Denim slacks or pants
● All athletic apparel (sweat suit, etc.)
● T-shirts, sweatshirts, or shorts
● Clothing with low neckline, bare

midriffs, and excessively short or tight
clothing

● Flip-flops, beach footwear, and athletic
gym shoes (unless for medical
reasons)

**All Employees may participate in District
Spirit Activities and wear denim slacks or
pants on Fridays as long as it is combined
with COG/School Wear to show school
spirit (i.e.- COG sweatshirt, etc.)

2.  Buildings & Grounds, Maintenance,
Department, Transportation, and Cooking
Staff:

Support staff members in maintenance,
buildings & grounds, and cooking
assignments are to wear uniform-style shirts
(if provided) and trousers that may include
denim, twill, or comparable material
appropriate to the activity.  Dress must be
neat without holes or tattered.

It must be recognized that to provide a
complete list of appropriate and inappropriate
attire is simply not possible.  Therefore, the
governing thought is to use good judgment
and common sense and err at all times to the
more conservative.

ELIGIBILITY

Eligibility grades are due to the office Friday
at 8:00 a.m.  Eligibility period affected will be
for the following Monday through Sunday.
Any students with four D’s or one F will be
ineligible.  Once placed on the list, students
may not become eligible until the following
week.

No ineligible student will participate in practice
or travel with their team.

Students who are suspended will be
considered ineligible for that day.  Coaches
have the option to create more stringent team
policies with approval of the principal or
athletic director.

FACULTY ABSENCES

Follow Frontline/Aesop procedures for
absences and to obtain a substitute.

Absences due to workshops, conferences,
and professional growth are to be arranged
and subs called for at least two weeks ahead
of date.

FACULTY WORKROOM

At all times the atmosphere of the faculty
lounge should reflect proper usage in
accordance with the teaching profession.
Faculty should refrain from discussing private
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school problems or school affairs in such a
manner as to create an unfavorable attitude
on the part of anyone.

All notices posted in the teachers’ lounge
should be read and reviewed.

FACULTY MEETINGS/ACTION
CURRICULUM TEAM MEETINGS

During the year, faculty meetings will be
scheduled after school.  All faculty personnel
are required to be in attendance at these
meetings.  If you cannot attend, you must
notify the Principal in writing.

If a faculty member is not at a scheduled
faculty meeting, it is his/her responsibility to
contact the principal to obtain necessary
information and materials.

Faculty meetings are usually the second
Tuesday of each month.

FIELD TRIPS

Field trips can be valuable in meeting student
educational needs that are difficult to
accomplish in the regular school atmosphere.
In planning authorized field trips, the school’s
primary consideration will be the educational
benefits of the proposed trip.  Students who
participate in any school-sponsored field trip
or educationally based excursion shall
understand that these trips are an extension
of the school program.  All school wide rules
governing students’ conduct are in effect at
any school sponsored field trip or excursion.
Additional items:

1. The nurse needs to be contacted anytime
students will be leaving campus.
Preparations need to be made for medical
assistance.

2. Teachers may assign bus seats to

students who are participating on field
trips.

3. Two or more certified teacher(s) or other
staff member must be on each bus.

4. Adequate adult supervision must be
provided.  A recommended ratio is one
adult for every ten students.  Teachers
may invite parents to chaperone.
Teachers should orient chaperones to
their responsibilities.

5. Lunch arrangements must be made for
students during field trips. Passengers are
NOT permitted to eat or drink on the
buses.

6. The cafeteria staff must be notified if the
field trip will affect lunch counts.

7. The cafeteria staff needs at least one
week's notice for students who will be
requesting and bringing school provided
cold lunch on the field trip.

8. Any emergency situations that occur
should be reported to the Principal
immediately.

9. At the end of the field trip, the team leader
is to walk each bus with the driver to note
any damages or change in bus condition.
If any damage is noted, the Principal is to
be notified of the damage.

10. Field trips should be of an academic
nature.

Parent permission forms should be sent home
at least one week prior to the trip.  This form
is required if the child is to participate in the
trip. All details about the trip are to be
included in a letter to the parent.

Students not attending the field trip should still
be expected to attend school.  Assignments
should be provided by his/her teacher(s).

ALL FIELD TRIP REQUESTS MUST BE
GIVEN TO THE PRINCIPAL AT LEAST ONE
MONTH PRIOR TO THE TRIP FOR
SUPERINTENDENT’S APPROVAL.

It is the teacher’s responsibility to keep track
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of field trip money (who has paid, who has not
paid, the amount collected, the amount still
needed, etc.).

Each teacher is responsible for contacting the
transportation director about scheduling
buses for activities and field trips.  All trips are
subject to availability of buses and/or drivers.
FIRE DRILL PROCEDURES

All teachers are expected to verify that fire
drill and tornado/severe weather procedure
and route maps are posted in their
classrooms.  This information is to be
discussed at the beginning of the school year
with all classes and reviewed periodically the
remainder of the year.
1. Be sure room doors and windows are

closed. The last group out of an exit
should make sure the exit doors are
closed.  Your classes should be kept
together outside and attendance taken.
Should anyone be missing, this needs to
be reported to the principal/fire
department immediately.

2. Be sure you have planned an alternative
way out of the building in case your
normal exit is blocked.

3. Your students who are in another class
(music, chorus, media center, band) will
be the responsibility of that teacher.

4. You should instruct your students that if
they are in the hall for any reason during a
fire drill, they should leave the building
immediately and report to the nearest staff
member who will document their
attendance.

5. All students are to remain outside the
building until an “all clear” notification has
been given. Please remind the students
that they are to be quiet when exiting the
building.

6. All teachers must take their class rosters

and tablet  as they go  outside and check
to see if all students are present.
Attendance must be taken as soon as
possible on the tablets.  Should a student
be missing, contact the building
Principal.There will be fire drills two or
more times during the school year.
Attendance will be taken using the
Navigate Prepared App.

FUND-RAISING

Each grade level and club may participate in
one fundraiser. Any fundraising efforts must
be discussed with the building principal before
publicizing. All fundraisers must be
pre-approved by the building principal.
Teachers are required to keep and maintain
accurate fiscal records for annual audit. The
teacher must then fill out the district
fundraising form.  Tickets must be used for
event admission.

GANG POLICY

It is the school’s responsibility to maintain a
safe and disruption-free school environment.
The School Code of Illinois (Ill. Rev. Stat.,
Chapter 122, p. 31-1 through 31-4) provides
that “any public school fraternity, sorority, or
secret society is inimical to the public good”.
This Board of Education is aware that gangs
and gang-related activities can cause
substantial disruption or material interference
with school and school related activities.  A
“gang” as used in this policy is any group of
two or more persons whose purposes include
the commission of illegal acts.
Therefore, the possession, display, or use of
signs, symbols, colors or slogans of gangs or
public school fraternities, sororities, or secret
societies are prohibited on school premises or
at school sponsored events.  Such symbols
representing these groups cause
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confrontations and disruptions to the
educational atmosphere of the school setting.
Since it is impractical to list each item,
determination will rest with the Administration
as to relatedness to gang or other prohibited
organizations.

The penalties for violation of this policy are as
follows:

1st Occurrence:  A warning and a request to
refrain from the use of inappropriate language
or gestures.  In the case of symbols or
emblems, the student will be asked to remove
the unauthorized symbol or emblems from
such items as, but not limited to, wearing
apparel and notebooks.  A student who wears
a particular color combination or
clothing/jewelry worn in a manner known to
represent a gang, for the intent of displaying
gang membership, will be warned and
advised that future displays will not be
tolerated and that disciplinary action will
follow.  Parents will be notified.

2nd Occurrence:  Parents will be notified, and
a detention, Saturday detention or suspension
for up to ten days will be given.

GREAT NEWS CARDS

The purpose of the Great News Card is to
provide the staff with an opportunity to
reinforce positive accomplishments, behavior,
attitudes, or habits in their students.  When
writing a Great News Card, please keep your
comments positive and specific.  Great News
Cards may be procured in the office.  Each
student will receive one Great News Card per
semester.

GRADING

Grades are used in schools for a number of
purposes including indicating what learning
has taken place, as a means to rank students

according to some standard or comparatively,
and to report a student’s progress to parents
or others.

In creating your plan, review the questions
below:

1. What is the basis for a grade you give a
student?

2. Do your students and their parents know
how grades will be earned?

GRADING, END OF THE QUARTER

The schedule for issuance and finalization of
grades will be communicated in advance of
the due date for grades.  It is mandatory that
all teachers adhere to the established
deadlines.

Grades turned in late will not be printed on
report cards.  Consequently, teachers who fail
to finalize grades or verification sheets on
time will be required to contact parents of their
students and verbally communicate student’s
grades.

Teachers are encouraged to use both positive
and constructive comments on the report
card. A message stating what factors
caused the low grade and requesting a
parent conference is required on the
report card of any student who receives a
grade of “F” in any class.

GRADING PROCEDURE, EXTENDED
ABSENCE

Modified grading procedures may be used for
any student who has an extended absence
(defined as an absence of at least 10
consecutive missed school days not related to
a documented medical issue) The district’s
procedure is to withdraw students after two
weeks if they are out of school for an
extended period of time.  The only exception
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is if we know where the student is and the fact
that he will be returning shortly after the
two-week period of absence.
In terms of make-up work, the student is
responsible for the work they missed while
they were enrolled and yet absent.
Technically, this would be the first two weeks
of absence.  Unfortunately, it may be difficult
for teachers to go back to the first two weeks
of absence and determine and/or find work
missed in the first and second week the
student left school.  Additionally, it may be in
the best interest of the student to complete
whatever work would be most beneficial in
helping him catch up on the curriculum
currently being studied in each class.  The
amount of work given should be at least two
weeks of work as that was the period of time
the student was still enrolled and marked
“absent” before he was withdrawn.  This gives
the teacher the opportunity to have the
student complete work that may be important
for his success on the curriculum currently
being covered when he returns to school.

A comment indicating that a student was only
enrolled for a limited number of days of
attendance will be added to the list of possible
comments.  This comment should be used
when a student’s grade reflects attendance
for less than half of the total days of
attendance in a quarter.

Grades for students entering mid-quarter who
do not have grades provided by the previously
attended school should be graded in the
same manner described above.  Determine
the student’s grade on his performance for
whatever length of time he was enrolled for
the quarter.  Use the above mentioned
comment if the length of time he was enrolled
is less than half of the total days of
attendance in a quarter.  In situations where

grades are received from the previously
attended school, the grades will be shared by
the supervising administrator at a team
meeting.  When calculating a student’s final
quarter grade, average the grade from the
previously attended school with the grade
representing the student’s performance for
the remainder of the quarter at Genoa Middle
School.

Dates for report card distribution are: October
24, January 9, March 19 and the last day of
school. All grades must be recorded by
8:00 a.m. on October 19, January 4, March
11 and May 20. 8th Grade 4th Quarter grade
due dates will be noted on the GKMS school
Google Calendar.

The dates for progress report distribution are:
September 19, November 14, February 6 and
April 23. These grades must be recorded
by 8:00a.m. on September 17, November
17, February 4, and April 20.

GRADE, INCOMPLETES

A grade of incomplete is given to a student
who has not completed required work for the
quarter. The student has five full school days
after the quarter ends to submit missing work.
If this work is not submitted by the deadline,
all missing work will be averaged in as a “0".
A grade of incomplete cannot be given in the
fourth quarter.

It is the teacher’s responsibility to submit the
student’s final grade to the principal no later
than seven days after the end of the quarter
on the proper form.

GRADING/GRADING SCALE
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Grade Points
A = 4
B = 3
C = 2
D = 1
F = 0

FINAL GRADES

Final grades for students passing each
quarter will be based on their cumulative
average.  For students who have failed one or
more quarters, the following will serve as a
guide:

AAAF=B
AABF=B
AACF=C
AADF=C
AAFF=C
ABBF=C
ABCF=C
ABDF=C
ABFF=C
ACCF=C
ACDF=C
ACFF=C
ADDF=D
ADFF=D
AFFF=D
BBBF=C
BBCF=C
BBDF=C
BBFF=D
BCCF=C
BCDF=D
BCFF=D
BDDF=D
BDFF=D
BFFF=D
CCCF=D
CCDF=D
CCFF=D
CDDF=D

CDFF=D
CFFF=F
DDDF=D
DDFF=D or F
DFFF=F
FFFF=F

GRADING GUIDELINES

It is important for all staff to be as consistent
as possible.  Percentage grades must be
recorded on assignments and in grade books.
A minimum of 15 grades per subject area is
required for each nine-week report period.
As a general guide to the grading practices
used in our school, the following descriptions
are given:

A - an excellent grade indicating the student
has attained a degree of perfection which is
reached by only a few students (90 - 100%)
B - a very commendable grade, a description
of the work of superior students (80 -  89%)
C - a satisfactory grade, a description of the
work done by the majority of students (70 -
79%)
D - a passing grade indicating the student has
met the minimum requirements of the course
(60 - 69%)
F -(failure - no credit) a failing grade indicating
that for one or more reasons the student has
not met requirements of the course.
I - work incomplete.  No grade given until
work is complete.  Teacher will give an exact
due date for work.  If the due date is not met,
the student will fail.

Nine-week grades are to be recorded as a
letter grade as are 6-week Encore classes.

A student’s final grade average for the year
will be determined by averaging the letter
grades from each nine weeks.  The letter
grades should correspond to the Grading
Scale.
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HALL PASSES

All students leaving a class during class time
must have a hall pass.  Students are not to
leave a class except for an emergency. This is
to be done during a study hall.

HALL SUPERVISION

Students are not permitted into the hallways
until 7:44 a.m. All teachers are responsible
for hall supervision beginning at 7:45 a.m.,
between class periods, and at 2:55 p.m.

The hallways are to be cleared throughout the
school day except for the movement of
classes or individuals conducting school
business.  Students must ALWAYS have a
pass in their possession when leaving the
classroom.

The supervision of the hallways and
commons during passing time and before and
after school is a shared responsibility of all
faculty and staff members.  Adult presence
and visibility contributes greatly to averting
“incidents” with or among students.  Your
conscientious participation in the supervision
of our students is critical to maintaining a
well-behaved student body and building a
positive learning climate in the school.  In
general, teachers should be stationed outside
their classroom doors during the passing
periods.

HOMEWORK

1. Give detailed explanation of your
homework expectations.
a) Provide a sample of work

whenever possible
b) Give both oral and written

directions whenever possible.
c) Set and post clear standards

for acceptable work.
2. Hold a private discussion with

students for work not done.
3. Contact parents for past due work.
4. Call parents to discuss chronic

problems of past due assignments and
to make arrangements for the
make-up of work (possible after-school
work).

5. Consult with resource personnel.
6. Consult with the building principal.

HONOR ROLL

Genoa-Kingston Middle School will recognize
two honor rolls; an honor roll (3.0 to 3.79
average) and a high honor roll (3.8 - 4.0
average).  Honor roll will be calculated each
nine-week grading period.

Honor roll is calculated using all subject
areas.  No student receiving a D or F in any
subject, including Band, Chorus, and Encore
will be considered for the honor roll.

INCENTIVES AND REWARDS

In order to promote and recognize excellence,
the following incentives and rewards will be
awarded throughout the year:

PBIS- Weekly Drawing, Quarterly
Celebrations
Student of the Year - Lion’s Club Award
Dinner
Students of the Week
Honor Roll
First Quarter –Certificate
Second Quarter – Certificate
Third Quarter – Certificate
COG of the Quarter
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INVENTORY

At the end of each year each teacher will be
responsible for updating an inventory of the
materials and supplies in each classroom.
The condition of all items should be noted.

LEARNING CENTER

All materials in the learning center are for
student use but no materials are to be taken
from the learning center without being
checked out.

Teachers wishing to bring an entire class to
the learning center should check ahead.  If a
teacher would like to schedule library skills
instructional units, the learning center
personnel will be happy to tailor them to the
specific needs of the students and their
current research projects.

When bringing a class to the library, a teacher
is expected to remain with his/her students to
supervise the planned activity.

Teachers may schedule time in the library as
needed.  Every effort will be made to
accommodate all interested users.  Using a
pass, teachers are allowed to send two
students to the library at one time.  Students
should have a meaningful purpose for coming
to the library.

The library aide is most willing to assist
teachers with library materials that support
their lessons.  Advance planning and
notification are necessary to ensure that the
materials are available and accessible to all
who need them.

Classroom and special library rules are in
effect when students use the library.  Overdue
rates, replacement fees and check-out

procedures will be reviewed with students and
teachers during an orientation session early in
the school year.
Books may be checked out for two weeks and
magazines may be checked out for one day.
No magazines may be kept overnight.
There will be a fine of five cents per day for
overdue books and magazines.  The fine shall
not exceed replacement cost of the book or
magazine.  Students will be expected to pay
replacement cost of lost and/or damaged
materials.  No books or magazines may be
checked out by students with overdue books
or outstanding fines.  Excessive abuse of
library rules may result in loss of library
privileges.

LESSON PLANS

Planning for students is an essential function
of the teacher.  Thought and preparation are
required to help children reach their full
potential.  Carefully developed plans shall be
made in advance of each learning activity.
Well-constructed lesson plans should indicate
time schedules, objectives, instructional
materials, and evaluation procedures, if
pertinent.

Before leaving the building each week, be
sure that the following week’s lesson plans
are complete in case of illness or unexpected
absence.  Seating charts and other pertinent
information must be with the lesson plans.

LUNCHROOM SUPERVISION

Procedures for lunch room:

1. Team teacher will give directions for lunch
disbursement (one table at a time).

2. Teacher will determine the order for lunch
disbursement.

3. Students should talk with appropriate
indoor noise levels.

4. All supervisors (aides and teachers) are to
circulate through the lunch area to
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maintain an orderly lunch atmosphere.
5. Students will be dismissed by tables.

Teachers will determine the order of
dismissal.

MAILBOXES

All teachers should check their mailboxes
when they enter the building and before they
sign out at the end of the day.

MAINTENANCE/REPAIRS

Any problems with maintenance or repairs
should be reported by completing an online
work order.  This is true of any problem in the
classroom, with any equipment, or anywhere
in the building.  The custodian will do his/her
best to maintain and repair our building.

MAKE-UP WORK POLICY

Should a student be absent from school, it is
the student’s responsibility to make-up the
work.  The staff at the Genoa-Kingston Middle
School believes that work sent home without
instruction often has little value because
students do not have the opportunity to have
teacher assistance, if needed.  The student
can make-up the work when he/she returns to
school.  The make-up work policy for the
students at Genoa-Kingston Middle School is
as follows:

1. Make-up work will be sent home if
requested by the student or the parent.

2. Make-up work will not automatically be
sent home for students who are absent
LESS than three days from school.
Students will be given the same amount of
time to complete the work as the days
absent from school.

3. Teachers are not required to give advance

assignments.  The student will be given
the same amount of time as the absence
from school to complete the work when
he/she returns to school.  If a student is
going to miss school for a planned
vacation, then the student should get a
vacation form from the office.  Teachers
will be requested to sign the form at least
two days before the student is to be
absent.

MEDICATION

If you notice that any student is carrying
medication with him, please send him to the
office immediately.  Sometimes, with a
doctor’s permission, an inhaler may be
carried; always check with the Nurse or
Health Specialist.  Distribution of medication
is closely supervised by the School Nurse,
Health Specialist and administration.

NEWSLETTER

Teachers are responsible for creating and
sending weekly newsletters to families. These
should be sent out as a collective by grade
level and Encore/PE teams.  Student service
teachers should send their newsletters
directly to the students they serve.

Please proofread all articles before you
submit them.

NO SMOKING POLICY

The faculty, staff and administration of the
Genoa-Kingston Middle School hereby
prohibit the use of tobacco on the property.

NURSE

The services of a Health Specialist are offered
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at Genoa-Kingston Middle School.  If a
student is ill, please send him to the Nurse’s
office with a pass.  If the student is unable to
walk, is dizzy, or is injured, please call the
office for assistance.  DO NOT MOVE
STUDENTS WHO HAVE BEEN INJURED.

Questions regarding health, illness, or
procedures for sending students to the
Nurse’s office should be directed to the Nurse
or Health Specialist. Health Alerts are posted
in the school data management software.  If
you need more detailed information, see the
Nurse.  Students who have a need to be
released from class early will have a special
pass in their possession.  Please ask to see
the pass and make a note of the dates that
the pass is in effect.

PARENT-TEACHER/STUDENT-LED
CONFERENCES

Parent-teacher/Student-Led conferences are
scheduled periodically throughout the school
year.  Every parent should be invited for a
conference at least once during the school
year.  Additional conferences are
recommended with parents of students who
are discipline problems, having academic
problems, not completing work, etc. Have a
goal in mind.  Conferences are also to be
scheduled to review student test scores.
Parents should also be made aware of
positive accomplishments of each student.

The curriculum team discussing conferences
will decide the format of conferences during
the first quarter.

PERSONAL LEAVE

All requests for personal leaves are to be
given to the building principal for approval of
the day of the leave.  The leave request will
be sent to the superintendent for approval.
Teachers in two or more buildings are

responsible for notifying all principals.  One
week’s notice is required prior to the day of
absence.

PROFESSIONAL LEAVE

Requests for professional leaves are to be
given to the building principal.  The request
will be forwarded to the superintendent.

PROFESSIONAL STUDY

Teachers who are planning on enrolling in
college coursework should complete the
PROFESSIONAL STUDY REQUEST form
and submit it to the Principal.  Final decision
is made by the superintendent.

PUBLICITY

Teachers are encouraged to post information
that is in the interest of good public relations,
and in recognizing the achievements and
activities of our students.  These could include
a description of current curricular topics and
activities, awards, special projects, field trips,
community resource people, etc. (anything
which either describes or shows either basic
aspects of our curricular program or else any
“extra” or “special” happenings).
These posts are needed for:

a. the newsletter
b. social media posts

PURCHASE ORDER FORMS

When placing an order, each teacher is
responsible for completing a purchase order
form.  No order is approved unless signed by
the principal and superintendent.  Orders
placed without approval will be the teacher’s
responsibility.

REFRIGERATOR
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The refrigerator in the faculty lounge needs to
be kept orderly.  Each Friday P.M., the
refrigerator should be cleaned.

REMOVAL FROM CLASS

A student can be removed from class for only
two reasons:

1. If a teacher has stated that the last step of
the discipline plan is a REMOVAL FROM
CLASS, it will be understood that when
possible, previous steps and
consequences have been implemented.
The teacher will contact the
parent/guardian in regards to the class
removal and develop a plan to help the
student be successful in class.

2. The student’s behavior is so disruptive
that the teacher cannot teach the class.

3. In both instances, send the student to the
office using the Removal Documentation
form as the pass.  Fill out the SWIS
Referral form and state why the student is
being removed.  Please notify the office
that a student is being sent.

REPORT CARD DESIGNATION

Some regular and special education students
will have a “modified” program marked with an
asterisk on the report card.

RETENTION AND PROMOTION POLICY

It is the policy of the middle school to promote
students one grade each year or retain in the
same grade based on the best academic
program for each individual student.

The staff will make every effort to help every

child achieve a passing grade in each of their
subjects throughout the school year.  All
appropriate personnel, teachers, parents,
guidance counselor, Student Teacher
Assistance Team may be consulted if work
from a student is showing a decline.

If all efforts do not produce desired results
and a student fails a subject(s) for the year:

1. Failure in one major subject area:
Students will have the opportunity to
attend a summer class (if available) to
work on his/her deficiencies so that
he/she may handle the academic
requirements of that subject in future
years.

2. Failure of two major subjects:  In order to
be promoted to the next level, students
will be required to pass at least one
summer school class.  This class should
be an approved academic class and
should meet for a minimum of 30 contact
hours.

3. Failure of three major subjects:  In order
to be promoted to the next grade level,
students will be required to pass at least
two summer school classes.  Each class
should be an approved academic class
and should meet for a minimum of 30
contact hours.

4. Failure of four major subjects:  The
students will be retained in their current
grade level.  Students will have the
opportunity to attend summer classes (if
available) to work on his/her deficiencies
so that he/she may handle the academic
requirements of those subjects in future
years.
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SAFETY

BUS SAFETY DRILL
1. Have students open the back exit door of

the bus.
2. Students should sit on the floor at the exit

and push out to the ground.
3. First two students out should assist other

students out of the bus.
4. Have students move to a place of safety,

away from the bus.
5. Take attendance and make sure that

everyone is in a safe place.
6. Make sure that the proper emergency

authorities have been called and then call
the school office to report the emergency.

DISASTER
1. The disaster exit sign should be posted in

a prominent place in the room.
2. When the disaster alarm sounds

(alternating blasts of the bell), move your
students quickly and quietly to their
assigned area.

3. Take your GRADE BOOK and classroom
issued tablet with you.  Close your
windows.

4. When you arrive at your assigned area,
have students get in the safety position
(on knees with head down and hands
covering the back of the neck).

5. Take attendance using the Navigate
Prepared App.

6. When the ALL CLEAR (one long blast of
the bell) is sounded, escort your students
back to your classroom.

EARTHQUAKE
1. The first response for classroom teachers

is to have students “duck and cover”
under classroom desks.

2. Teachers in classrooms where students
cannot get under the decks should line up
against the closest interior wall without
windows and assume the “disaster safety
position”.

3. Teachers in the Gym should exit quickly to
the hallway.

4. When the tremors stop, students should
exit the building by their assigned fire exits
and report to the attendance areas.

SAFETY PLAN

Please see your Crisis Plan Manual for
specific details.

All outside doors should be locked.

All visitors who are not employees should
report to the office and obtain a visitors pass.
Staff should ask visitors without a pass to
report to the office to obtain a visitors pass.

If an event arises that we need to keep
students in the classroom, it will be
announced.

1. Office will contact police/emergency
vehicle; contact superintendent.

2. Classroom teacher locks doors; keeps
students away from doors and windows.

3. Teachers not in class should go to nearest
classroom.

4. Cafeteria Area will enter kitchen facility
and lock doors.

5. Gym Area will enter locker rooms and lock
doors; if outside keep students away from
danger area.

6. Office Area - lock door and move to inner
office.

7. Announcement of crisis has passed by
administrator or crisis prevention leader.

8. Crisis team take appropriate action.

SCHEDULE CHANGES

Appropriate placement is an important factor
in a student’s academic success.  If you
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suspect that a student may be inappropriately
placed, first discuss the situation with your
team and then with the principal.  If the
consensus is that a schedule change is
warranted, please submit in writing rationale
for schedule change to the principal for final
approval.

SCHEDULING OF ACTIVITIES/SCHOOL
CALENDAR

The “official” school calendar is the GKMS
Google Calendar.  All activities must be
scheduled on that calendar.

SCHOOL DAY

The length of a “regular” school day for faculty
members is 7.5 hours.  It may be necessary
that faculty members work a reasonable
amount of additional time beyond that
schedule to fulfill professional obligations, i.e.,
parent-teacher conferences, faculty meetings,
staffings, open house, concerts, dances,
committee meetings and work, etc.

If a teacher must leave the building prior to
contact time, that teacher must receive
approval from the principal.  Before leaving,
the teacher needs to sign out in the office.
All teachers are expected to be at the
following events:

Promotion Ceremony
Student staffings; where invited
All staff and curriculum team meetings
All middle school special events

Should a staff member have another
obligation which will not allow him/her to
attend, the faculty member must consult with
the building principal.

SCHOOL EQUIPMENT

Staff personnel wishing to check out school
equipment must do so from the principal’s
office. Staff persons accept full responsibility
for equipment taken.

SECURITY - BUILDING

Keep all exterior doors closed at all times.  All
visitors should be wearing a visitor sticker.  If
a visitor does not have a visitor sticker, please
send them to the office to get one.

SECURITY - ROOM

Each teacher is responsible for securing the
classroom at the end of the day.  Be sure
windows and doors are closed and locked.
Be sure that all lights are turned off.

SIGN OUT PROCEDURES: STUDENTS

Teachers are asked to be judicious in allowing
students to use the restroom.  Remember that
students have access to restrooms during
their physical education class, lunch, and in
between classes.  Set time limits for your
students’ restroom use.

SIGN OUT PROCEDURES: TEACHERS

All teachers are required to sign out every
time they leave the building during the school
day.  They are also required to sign in upon
their return.  The sign in sheet is located in
the office.

STAFF INSURANCE

Insurance claim forms are available in the
office. Questions concerning insurance
coverage should be directed to the unit office.
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STAFFINGS

All staff members are expected to be at all
staffings in which they are involved.  Every
attempt will be made to schedule staffings
during the school day or to end by 4:30 p.m.
The determining factor in most cases is
scheduling a time when the parents will be
able to attend.

STUDENT ASSIGNMENTS

1. Adhere to school established grading
procedures.

2. Require homework
3. Utilize quizzes to ensure reading

assignments are being completed.
4. Require assignments due at a specific

time and day.
5. Accept homework that is late.  You may

reduce grades on formative assessments.
Grade level teams must have a consistent
posted procedure for scoring late work.

6. Go over your specific rules and
expectations along with your guidelines
the first week of school.

7. Keep parents informed of problems
through the use of progress reports and
personal phone contact.

For absent students, make-up work deadlines
are at your discretion.  The date should be
dependent on the number of days absent and
the amount of work missed.  Students are
responsible for getting make-up work, but you
must communicate this information to the
parent in writing.

STUDENT DRESS

School clothing should not interfere with
school work or create classroom or school
disorder.  Jackets and jacket-type coats (outer
wear) should not be worn during the school
day under normal circumstances.  Wallet

chains or any other type of chains shall not be
allowed to be worn or brought to school.
School dress should be in accordance with
present style trends and good taste with
emphasis on cleanliness, good health and
safety.  Caps, hats or bandannas shall not be
worn while in the building.  Distraction type
clothing such as bare midriff or see-through
materials, underwear, halters, tube tops,
spaghetti straps and tank tops shall not be
worn.  Clothing containing wording or
drawings that could be considered offensive,
contain inappropriate double meanings,
advertising alcohol, drinking establishments,
tobacco or drugs is prohibited.  Dark glasses
are not to be worn in school unless prescribed
by an eye-care physician.  If staff believes
that a student is in violation of the dress code
they should send the student to the office.

STUDENT RECORDS

Each teacher is responsible for reviewing
student records, especially when a student is
doing poorly in class, when there are
discipline problems, or when referral for
testing for special education placement is
being considered.

STUDENT SCHEDULING

All students are scheduled for their academic
instruction by teams.  This means that a
group of teachers and students share the
same schedule. One language arts teacher,
one math teacher, one science teacher and
one social science teacher share
approximately the same students. The
instructional periods of these four teachers
are arranged so that they all have at least one
common plan period.  This common plan
period is used to meet with parents, students,
and/or the administrator; during these
meetings student concerns are discussed or
curriculum articulation occurs.
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Additionally, for the most part, students are
scheduled heterogeneously for academic
instruction.

STUDENT SERVICES TEAM (PPS)

The Student Services Team consists of the
building administrator, social worker, nurse, a
psychologist, and the Director of Special
Education.  The team meets every month to
discuss student concerns referred by the staff
via the SST referral form.  Before a referral is
made to the SST, it is expected that teachers
will have tried several interventions to resolve
the problem or concern.

Teacher interventions include, but are not
limited to, the following (not listed in any
particular order):

a) Parent contact
b) Review of student’s temporary file in the

vault
c) Student/teacher conference
d) Call a team meeting and contact student’s

special area teachers for input
e) Contact with previous teacher or teachers
f) Parent/Teacher conference
g) Positive interventions
h) Negative consequences
i) Consultation with administrator
j) Consultation with counselor/social

worker/psychologist
k) Consult Pre-intervention Manual for

specific solutions to problems.  The
manual is available from the counselor or
building principal.

After a teacher or team has implemented
several interventions and still is unable to
resolve the situation, a written referral to the
Student Services Team should be forwarded
to the counselor.  It should be noted that a

teacher may indicate his belief that a Case
Study Evaluation should be conducted.
Teachers who have submitted referrals may
present their concern at the SST meeting.

STUDENT TARDINESS

Students are expected to be on time for
school and class.  Students who arrive after
the 7:50 A.M. bell are to report to the office.
Students are expected to be in their seat
when it is time for the class to begin.

STUDY HALL PASS

Any student who needs to be in the Learning
Center during Study Hall MUST have a Study
Hall Pass.

STUDY HALL RULES

1. School tardiness
procedures will be in effect.

2. The number of students that will be
permitted to go to the Learning Center
each day will be determined by the
Learning Center Director or Aide.

3. In general, Study Halls should be quiet to
allow students to focus on their work.  The
students are responsible for bringing work
with them.

4. Students should remain in study hall
unless given a pass.  Passes to the
counselor or for phone calls are to be
used with discretion and only in an
emergency situation.

SUB FOLDERS

To call for sub:  Frontline App
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Each teacher is required to have a substitute
folder by the second Friday of the school year.
It is the teacher’s responsibility to update the
substitute folder on a quarterly basis.  The
substitute folder must contain the following
items:

a. Teacher schedule
b. Restroom procedures and location of

sign-out log
c. Safety drill instructions
d. Seating charts or class lists
e. Attendance procedures
f. Discipline procedures (sheets with rules,

consequences and necessary forms)
g. Two days of alternate lesson plans (must

be updated during the year if used).  The
following areas must have alternate
lesson plans which do not require the
substitute to supervise the use of
machinery, lab activities:  Life Skills,
Technology, Art and Science

h. Map with the location of the room
i. Location of the office call button
j. Substitute report form
k. Hall passes
l. Pride Program CICO sheets

SUICIDE

If any staff member has ANY suspicions
about a student being suicidal, contact the
counselor, psychologist, or social worker
IMMEDIATELY.  Listen carefully to what a
student says, observe his drawings and
responses to your learning activities, and
watch for clues in his writing.  District 424 has
an established procedure for dealing with
students that are at risk.  Upon a staff
member’s referral, the process is initiated by
the social worker, psychologist or counselor.

TEAM MEETINGS

Grade Level teams will meet daily during the
designated team planning time.  Team

planning is paramount in ensuring the
success of the middle school concept.  Teams
are required to plan, write, review curriculum,
manage discipline and maintain good
communication with parents. Teachers are
required to do their part on the team.

TEXTBOOKS/CHROMEBOOKS

Each teacher is to establish a system of
record-keeping to ensure the control of
textbooks and Chromebooks issued and to
maintain their condition.

TORNADO/SEVERE WEATHER
PROCEDURES

All teachers will be expected to post fire drill
and tornado/severe weather procedures and
route maps in their classrooms.  This
information is to be discussed at the
beginning of the school year with all classes
and reviewed periodically the remainder of the
year.  An announcement will be made over
the intercom if the school is notified to take
necessary precautions due to threatening
conditions.  The students will be directed to
move immediately to their designated area
and assume a protective position until an “all
clear” is announced.  Teachers will take
attendance using the Navigate Prepared App.

TORT LIABILITY

As a result of a Supreme Court decision,
individuals and schools can now be held liable
for injuries and damages resulting from
negligence on school grounds, in school
buildings, and in classrooms.  Teachers must
exercise their respective duties with diligence.

TRAVELING TEACHERS

All faculty and staff who travel between
buildings are required to check in and out at
each building.  This allows office personnel to
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more easily make contact when the need
arises.

VIDEOS: GUIDELINES FOR USE IN
THE CLASSROOM

1. All videos that are selected must relate to
the content and objectives of the course.

2. All videos must be previewed before
showing them to your classes.

3. Please confer with the principal before
showing any video.

4. The amount of instructional time utilized
for showing a video should be reasonable
and justifiable.

5. If a video is being shown as a reward, you
must inform the principal and gain
approval for its showing.

VISITORS

Children living outside the district or who are
not of school age are not permitted to visit
classes.

High school age students and ex-students
shall not enter the school during the school
day unless the school principal has granted
previous permission.

Parents and adult relatives are encouraged to
visit school at any time.

All visitors are expected to check in at the
school office before proceeding to their
destination.
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