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The Gary Elementary School Staff Handbook is designed to provide the teachers 

and staff at Gary Elementary School with the policies and procedures necessary 

for them to operate on a day-to-day basis. It does not override the policies and 

guidelines of the Gary Independent School District, nor does it supersede 

directives from the principal or superintendent. 

 

ABSENCES 

Should it become absolutely necessary for a teacher or staff member to be absent 

from school due to a family emergency or illness, please contact no later than 

6:30 AM on the day of absence. 

Whenever possible, please notify both the principal and the secretary prior to any 

planned absence as early as possible. Make sure that you receive prior approval 

for any such absences. Please do not request an absence for a high-demand 

substitute day.  

Please provide the Secretary with verification from Doctor/Dentist visits. 

Absence from Duty Requests must be turned in for principal approval whether for 

school business or for personal days. 

Mrs. Davis’s phone number: (903) 503-3082 

            Mrs. Bolton’s phone number:  (903) 263-8147 

 

ACCIDENTS 

All accidents are to be reported to the office on the day of occurrence. The staff 

member is to complete an accident form for each accident and return the form to 

the secretary. 

 

 



ACCOMMODATIONS FOR STUDENTS 

You will receive special education, 504, ESL, and RtI accommodations for some of 

your students. It is imperative and required by law that you review and 

implement these accommodations in your classroom. Please make sure that you 

are meeting the individual needs of your students. All special education, 504, ESL, 

and RtI documents are to be kept confidential. If you are unsure of an 

accommodation or modification please contact the special education teacher: 

dseals@garyisd.net, counselor: ldaniels@garyisd.net, or ESL teacher: 

tbrown@garyisd.net .  

 

ANNOUNCEMENTS 

Daily announcements will be made at the beginning of each day at 8:00. 

If you have an announcement, please turn it in to the office before 8:00. 

 

APPRAISALS 

The State Appraisal System requires at least one appraisal by one administrator 

annually and guarantees a second appraisal by a different appraiser if the teacher 

files such a request. 

Teachers should expect frequent “drop-by” and “walk-through” observations in 

addition to the formal 45-minute appraisal observation.  

Teachers will receive documentation of any walk-throughs or observations that 

may be used in their appraisal within ten school days of the administrator 

observation.  
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ARRIVAL and DEPARTURE TIME 

Teachers and staff should be at school no later than 7:30 AM each day and remain 

until at least 4:00 PM each afternoon. 

Teachers and staff that have morning duty should be at their appointed duty 

station at the appropriate time. Afternoon duty stations should be held until 

buses and vehicles are loaded and have left the campus.  

Remember we are a family here so everyone needs and should want to put their 

time in to help. We all work hard so no one should leave earlier than the rest of 

the family.  

 

BEHAVIOR MANAGEMENT 

The Campus Behavior Management Committee has instituted the following 

procedures: 

1. Class DoJo will be used for rewarding positive and negatives.  DoJo 

points will be used in EVERY grade level and shared with parents. A 

point will be taken every time a teacher takes a discipline measure. 

Points should also be rewarded ideally at a ratio of 4:1.  

2. C.H.A.M.P.S. will be used across the entire campus. Must be 

CONSISTENTLY taught to students for the first 2 weeks during EVERY 

transition. Please see the section titled C.H.A.M.P.S. 
3. No student may sit outside the classroom in the hallway for more 

than 1 minute. Some students may find the time as an escape from 

class and will continue to act disrupt. Also, students left unattended 

may result in further disciplinary concerns and possible parental 

outrage. 

 

 



C.H.A.M.P.S. 

In an effort to limit behavior concerns, the campus will use a common language 

for behavior expectations- C.H.A.M.P.S.  

C.H.A.M.P.S. outlines expectations for student Conversation, how to ask for Help, 

Activity or task objective, amount of Movement involved, and Participation 

standards to ensure Student Success. The campus behavior committee has 

determined that the entire campus will use the following guidelines in regards to 

the common areas: 

1. Hallway = ALWAYS MONITORED BY SOMEONE 

a. Communication=0 

b. Help= Raise Hand 

c. Activity= Walking in the Hallway 

d. Movement= Stay in Line on the Right Side 

e. Participation= Walk in Straight Line & Keep Hands to Yourself 

f. Success= Get to Where You Are Going  

 

2. Cafeteria = TEACHER COMES TO TABLES NOT LINE UP IN HALLWAY 

a. Communication=2  

b. Help= Raise Hand 

c. Activity= Eating  

d. Movement= Stay Seated at ALL times 

e. Participation= Eat your lunch & Keep area Clean 

f. Success= Good Job you have Energy for Rest of Your Day 

 

 

 

 

 

 

 

 



3. Library = TEACHER STAYS WITH CLASS  

a. Communication=0-1 

b. Help= Raise Hand 

c. Activity= Library  

d. Movement= Walk slowly & Stay Seated 

e. Participation= Check out books, return books, pick out a book, read 

silently at your seat 

f. Success= You Have a Wonderful New Book to Read 

 

4. Bathroom = BEFORE SPECIALS & LUNCH TIME 

a. Communication=0 

b. Help= Independent or go to closest classroom teacher if emergency  

c. Activity= Going to the bathroom 

d. Movement= Walk or wait in hallway with hallway procedures 

e. Participation= Use the restroom, flush the toilet, wash hands for 20 

seconds, use 1 paper towel, throw it in the trash, & return to class 

f. Success= Clean Hands & Ready to Learn  

 

CLASS ATTENDANCE 

Class attendance should be taken each day. Attendance is entered via Gradebook 

online and should be completed at 9:30 each day for grades PK-4th and every 

class period for grades 5th-6th. 

 

CLASSROOM MANAGEMENT 

An orderly classroom is of the utmost importance to ensure that learning is taking 

place. Classroom rules or policies should be clear and posted. Doors and windows 

should not block the view of the teacher or the students. The only time a 

passer-by should not be able to look into your classroom will be during a 

lockdown procedure.  



Teachers are expected to handle problems that arise in your classroom. If the 

problem persists and the student continues to be a distraction to the teaching 

and learning process, the next disciplinary step may be necessary. 

Campus Behavior Management Committee has formulated new methods for 

discipline management. Please see the Discipline Management Form.  

 

Communication is key to classroom management problems. Please make sure you 

are using multiple methods to communicate with parents about student behavior. 

All classes are expected to use Class DoJo as a means of positive reinforcement, 

behavior charting, and parent communication. Please do NOT give your personal 

cell phone number to a parent. 

 

COMPUTERS 

All staff and students are required to sign the Computer Use Agreement Form for 

Gary ISD. 

All computer requests and repairs should be sent by email to 

mbaisden@garyisd.net 

 

CUSTODIANS 

All custodial requests should be given to the campus secretary. The secretary will 

forward requests to the proper authority. 

 

DATA 

ALL Summative testing- weekly, unit, six weeks, benchmark, etc. - will be entered 

into DMAC. Data analysis is our friend and should be used to help drive our 

instruction.  
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DRESS 

Staff of Gary Elementary will be a business casual attire. This may include jeans 

with no rips or tears. As educators, we are models for our students. If you have to 

question whether an outfit is appropriate – then it probably is not! 

Exceptions: Due to specific attire for specific assignments and activities as 

approved by the Principal.  

 

DUTIES 

Duty schedules will be set for all before, during, and after school assignments. If 

you are unable to be at your duty station at the assigned time, it is your 

responsibility to have your duty covered by another staff member. 

General Education teachers will work afternoon car and bus duty with one team 

member taking students to the busses while the other team member takes car 

riders to the cafeteria and cars. 

 

E-MAILS 

E-Mail will be an easy and effective way of communicating with staff members. 

Please check your e-mail at least twice per day (morning and afternoon). 

 

FACILITIES 

All maintenance requests should be given to the campus secretary. The secretary 

will forward requests to the proper authority. 

Issues that involve the safety of staff or students should be communicated to the 

Principal / Secretary immediately. 

 



FIELD TRIPS 

Field Trip request forms can be found on the Gary Elementary Hub Site. Give the 

form to the campus secretary to receive approval from the campus principal prior 

to approval from other parties. Students who participate in school-sponsored 

trips shall be required to ride in transportation provided by the school to and 

from the event. 

All students must meet the requirements and guidelines for the trip and are 

subject to exclusion from participation at the discretion of the principal. 

 

EMERGENCY DRILLS 

Evacuation routes and instructions are to be posted in every classroom. Teachers 

are expected and required to discuss emergency procedures with the class 

throughout the year. 

Emergency drills and evacuation procedures will be conducted as required by 

federal law. 

 

GRADES 

Six Weeks grades and Semester grades will be calculated in accordance with the 

policies and guidelines of the Gary Elementary School Grading and Reporting 

Guidelines. Grades should be updated by every Monday morning so that no 

student will have a blank grade average for any cycle at any time. 

 

LEAVING CAMPUS 

Please notify the campus secretary if you are leaving and when you return to 

campus. This is in case there is an emergency or a person is trying to locate you.  

 



LESSON PLANS 

Lesson plans are due to the principal by 4:00 pm every Friday via Google 

Classroom using the preferred template. 

 

MAIL 

Mail for other campuses/buildings need to be dropped off with the campus 

secretary. Mail that will be sent outside of the district needs to be taken to the 

administration building and given to Mrs. O’Neal.  

 

MEETINGS 

● Faculty meetings: These will take place on the second Tuesday of every 

month immediately after school in the library unless otherwise noted by 

the principal. 

● Vertical alignment meetings: Teachers will meet by grade level once every 

six weeks to discuss alignment of Reading and Math. These meetings will be 

held with Pre-K-2nd and 3rd-5th. Any concerns that may come forward 

requiring group discussions will be held at the following faculty meeting.  

● 504/ARD meetings: These meetings will most likely be held during your 

conference times on an annual and as needed basis. If you find that you are 

missing too many conferences or would prefer to have a specific meeting at 

another time, please contact the principal. 

● RTI meetings: These meetings will take place every six weeks during your 

conference time. If you find that you are missing too many conferences or 

would prefer to have this meeting after school, please contact the principal 

so arrangements can be made. 

● Parent-Teacher meetings: These meetings will take place on campus with 

both team members present. No one should hold a parent meeting alone 

without their partner teacher. If you feel an administrator should be 

present, please contact the principal in advance.  



PARENT-TEACHER COMMUNICATION 

All parent-teacher conferences and contacts, whether by telephone or in person, 

need to be documented and recorded on a Parent Contact Log. 

An effective two-way communication between parents, school, and community is 

essential to student success and to the success of our school. 

Initial, positive contacts will be made from the teachers to the home within the 

first three weeks of school.  

Methods of communication should include a variety of avenues including: email, 

phone calls, Remind101, ClassDoJo, and even letters sent home. However, please 

do NOT send out your personal phone number.  

 

PARENT VISITS 

Parents are welcome and encouraged to visit our campus at any time. We ask that 

they comply with the following guidelines: 

*Sign in and out through the main office. 

*Wear a “Visitor” badge at all times. 

*When parents need to visit with the teacher – the parent should contact 

the teacher and schedule an appointment during the teacher’s 

conference period. 

*Teachers – please inform the main office if you plan to have a scheduled 

visitor. 

 

 

 

 

 



PARTIES 

We may only have two classroom parties a year. These need to be campus-wide 

on the same day so as to prevent multiple days of mass visitors.  

Birthday Celebrations- Parents may bring any store bought food for the class. 

These celebrations need to be after lunch only. Please get with your parents to 

share food allergies and schedule the preferred time after lunch.  

 

PROFESSIONAL ORGANIZATIONS 

Teachers are welcome and encouraged to join and participate in professional 

organizations on the local, state, and national level. 

 

REQUISITIONS 

All requisitions and purchase orders should be submitted to the campus secretary 

and forwarded to the principal for approval. 

 

All purchases must have prior approval as reimbursements will not be made. 

 

 

 

 

 

 

 

 



SUB-FOLDERS 

Emergency sub folders should be prepared and left within the classroom in a 

predetermined and team acknowledged place. This folder should include the 

following: 

*Schedule for the day 

*Classroom policies, rules, and guidelines 

*Class rosters 

*Seating charts 

*Copy of Lesson Plans for the Week 

 *Emergency Lesson Plans 

Whenever the absence is planned and calls for a substitute to be in your 

classroom, there should be plenty of relevant and productive work left for the 

students. 

 

TEXTBOOKS 

Textbooks will be checked out through the textbook coordinator. Email all 

requests textbook related questions to the coordinator: tbrown@garyisd.net 

 

VIDEOS 

Videos and footage can be effectively used in the instructional process. All videos 

shown in the classroom must be appropriate for the classroom and be listed on 

lesson plans.  
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