STAFF FACT SHEET
1.
SICK DAYS:  Call Renee at 608-312-8493 by 6:00 a.m. on days you will not be able to come in or before 9:00 p.m. the night before.  No early morning texts, a phone call needs to be made when calling in.  A 6:00 a.m. call enables us to get a sub more easily.

2.
SUBSTITUTE FOLDERS:  To be updated as necessary during the school year.  Old sub folders are in the top drawer of the middle (tan) file cabinet on the south wall in the Office.  If you would like a new sub folder, please ask a staff member in the Office.  Sub folders should be completed and returned to the sub file by Monday, September 10, 2018.

Each teacher must have a folder prepared for substitutes that minimally includes . . . 
Current class list – update as necessary

Current schedule – update as necessary

Identification of instructional groups

Behavior plan for class
Directions regarding students with health/special needs
Extra duty responsibilities (lunch/recess duties, etc.)

Instructions for taking attendance on the Skyward program

Special instructions, i.e. behavior charts, behavior programs, special health or instructional information

LD/BD schedule for children if different
Seating chart

Any other information you may feel will better prepare a substitute to work with your particular class

(Daily lesson plans must be in sufficient order and detail to allow a substitute teacher to appropriately manage the classroom and instruct the class.  It is not the responsibility of the Office to have to retrieve your lesson plans from e-mail.
3.
PARKING:  All staff parking is at the south and east side of the building.  Please do not drive or park on or over sidewalks.  

4. 
ADULT LUNCH/MILK/BREAKFAST:  Lunch $3.20 per day – Salad $3.20 per day - Breakfast $2.15 per day – Money should be paid into your lunch/breakfast account in the Office – You will be assigned a PIN number - Extra milk is $ .25 per carton.  All staff members, other than classroom teachers, please notify the Office before 8:30 a.m. if you intend to have hot lunch or a salad.

5. 
PERSONAL PHONE CALLS:  No personal long distance phone calls are to be made from classroom/school phones.  Sharon, Walworth, Fontana and Harvard calls are free from Sharon.  You may make long distance calls related to Sharon School business by utilizing your individual code number.  These calls will be verified.

6. 
PERSONAL COPIES/FAX:  $ .25 each payable same day in office.

     
LAMINATED COPIES:  $ .25 each payable same day in office.

7.
COPY MACHINE DIRECTIONS:  


A.   No students are ever allowed to use the copy machines. 
B.   If the copy machine is not working properly, please notify the Office.  Please DO NOT attempt to fix on your own.
C. Please see the Office if you need assistance with the laminator.

8.
JK-5 MILK:  You will receive a list of students who should receive milk.  We will be participating in the Wisconsin School Milk Day Program.  Teachers will need to record the milk on a daily point-of-service participation record provided monthly by the Office.

9. 
LUNCH COUNT DIRECTIONS:  Teachers should input information for lunch count and attendance by 8:15 a.m. All breakfast and lunch fees should be paid directly to the Office.
10. 
ATTENDANCE DIRECTIONS;  

A. Take attendance as early in the a.m. as possible, no later than 8:15 a.m., and first thing after lunch for K-5.  Attendance should be taken every period for grades 6-8.


B. All students arriving late for school will receive a tardy slip from the Office.  Any student not in the classroom by 7:50 a.m. for grades JK-5 and 7:45 a.m. for grades 6-8 will be considered tardy.

C. Students leaving for or returning from appointments etc. need passes to leave and passes to return to class.

D. If a child arrives in your room without a tardy slip after that child has been marked absent, we need to know he/she has arrived, BEFORE we call the home.
E.   All entrances will be locked with the exception of the doors by the Main Office.  All
       students coming in after 8:00 a.m. or leaving during the school day and/or returning 

       to school will be required to sign in and sign out in the Office.                                                        
11.
PRE-ARRANGED ABSENCES FOR STUDENTS:  All arrangements need to be made in the Office, in advance, not just with teachers.  We need written excuses/notes regarding attendance in the office, please.  If you know why a student is absent, please inform the Office.  Don’t assume that they have already told us.

12.
PURCHASING:  All purchases require a purchase order and approval by the Administrator.

13.
REIMBURSEMENT OF SUPPLIES:  Receipts for supplies purchased with prior approval must be turned in to the Office with your name and where reimbursement is coming from (ex: classroom account, TPA, etc.) in order to receive reimbursement.  Reimbursement will be made only by check.  We are not able to reimburse sales tax.

14.
OFFICE PROCEDURES:
A. Mailboxes are organized alphabetically in the Teacher’s Workroom.

B. Duplicate report cards for 2nd families are automatically generated and printed out by Skyward.

C. Cum folders are located in the tan file cabinet in the Office and are filed alphabetically by grade.  The Office will place a copy of the student’s final report card into the cum folder.  Individual picture proofs are given to homeroom teachers.  One of these pictures is to be placed on the back of the cum file folder before the end of the school year.

15.
PICTURE RETAKE DAY:  All staff members (teachers, support staff, hourly) are able to have their pictures taken on Picture Retake Day and they will receive a basic package at no charge.

16.
TORNADO DRILL/FIRE DRILL PROCEDURES:  Be sure you know where to go and what to do.  A fire or tornado drill will be held monthly throughout the year.

17.
FIELD TRIPS:  Forms are in the Teacher App on your computer or on the school website.  All fieldtrip fees should be paid directly to the office. 
18.
CASH BOX:  If you will need a Cash Box for any reason, please let the Office know at least a week in advance.
19.
KEYS AND SWIPE PASSES:  Issued at the beginning of the school year.  In the event of a lost key, please report the loss to the District Administrator immediately.  A lock change will require a $25 minimum core change fee with the maximum being $100.  If you lose your swipe pass, please notify the Office immediately so that it can be deactivated.  The cost of replacing a swipe card will be the responsibility of the card holder in the amount of $5.00 per card. 
20.
TECHNOLOGY SUPPORT:  For technology support, complete and submit a staff tech support request on the school website.  Remember to log into the web page to access all teacher resources.
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