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ORANGE PUBLIC SCHOOLS
MISSION STATEMENT

	 

The Orange Public Schools will provide a safe and caring environment where each student will grow and succeed.  In collaboration with parents and the community, we are responsible for promoting the academic, social, emotional and personal success of all students. With a commitment to strong policies and procedures, the district gives teachers, parents, and administrators the tools needed for all students to reach their full potential.  We will serve all students in our schools, acknowledging their unique backgrounds and cultural perspectives.  We will provide learning experiences for our students in ways that address their unique learning styles.  We expect all students to actively participate in the learning process.  All students will achieve high standards of excellence, with a focus on academics.  Curiosity, discipline, integrity, responsibility and respect are necessary for success.  We seek to discover these qualities in all.  We pledge to include all community stakeholders in partnering with us as we prepare each and every student for a lifetime of learning, productive work and responsible citizenship in a competitive global community.


	


[image: image3.wmf]
ORANGE PREPARATORY ACADEMY

Student Pledge

I believe in myself and my ability to do my best and to represent my family, my community, and my school with honor and dignity.  I will take ownership for my own learning experiences and vow to be prepared for learning each day. I will be respectful of others and commit to do at least one good deed for myself and one other person each day.  I will take responsibility for the decisions I make and learn from my own missteps.  And so, I dedicate myself to study hard and take pride in myself and my school. This I pledge.   
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SCHOOL CALENDAR 2011-2012
All Faculty and Staff will be notified of Open House, Parent Meetings, and Conference dates

	September 1st  
	Thursday
	Superintendent's Forum

	September 2nd  
	Friday
	Professional Development- 12:30 Dismissal for staff

	September 5th
	Monday
	District Closed for Labor Day

	September 6th, 7th 
	Tues &Wed
	District Professional Development Day

	September 8th
	Thursday
	1st Day of School for Students

	September 28th  
	Wednesday
	Professional Development – 12:30 p.m. Dismissal for Students

	October 10th  
	Monday
	Columbus Day - District Closed

	October 28th  
	Friday
	OEA In-Service – 12:30 p.m. Dismissal for Students

	November 10th  & 11th   
	Thu & Fri
	NJEA Convention – District Closed

	November 23rd  
	Wednesday
	Thanksgiving Recess – 12:30 Dismissal

	November 30th 
	Wednesday
	Parent Conference - 12:30 p.m. Dismissal for students

	December 23rd 
	Friday
	Holiday Recess – 12:30 Dismissal

	December 26th- 30th  
	Mon-Fri 
	Holiday Recess – 12:30 Dismissal

	January 2nd 
	Monday
	District Reopens

	January 16th 
	Monday
	MLK Birthday – District Closed

	January 26th  
	Thursday
	District Professional Development – 12:30 Dismissal for Students

	January 27th


	Friday 
	District Professional Development – District Closed for Students

	February 20th
	Monday
	President’s Day- District Closed

	February 20th-24th
	Mon-Fri
	Winter Recess- District Closed

	March 22nd
	Thursday
	General OEA Meeting - 2:30 p.m. Dismissal For Students

	April 6th
	Friday
	Good Friday – District Closed

	April 9th-13th 
	Mon-Fri 
	Spring Recess – District Closed

	April 19th 
	Thursday
	Parent Conference – 12:30 p.m. Dismissal for Students

	May 3rd 
	Thursday
	Annual OEA Meeting – 2:30 p.m. Dismissal for Students

	May 28th
	Monday
	Memorial Day – District Closed

	June 4th
	Thursday
	Pre K-12 Articulation Day – 12:30 p.m. Dismissal for Students

	June 20th, 21st, 22nd
	Wed, Thu, Fri
	Half Day for Students

	June 22nd
	Friday
	Last Day of School for Staff and Students


ORANGE PREPARATORY ACADEMY

DAILY BELL SCHEDULE

School Hours:  8:20 AM-2:40 PM 

After School Activities:  2:45 PM- 4:00 PM

FULL DAY BELL SCHEDULE


Zero Period
7:30 – 8:15


Block 1               
8:20 – 9:50


Block 2               
9:53 –11:15


Block 3
  11:18 –1:15


   Lunch A
  11:18 –11:48


   Lunch B
  12:01 –12:31


   Lunch C
  12:45 – 1:15


Block 4
   1:18 – 2:40

HALF DAY BELL SCHEDULE


Zero Period
7:30 – 8:15

Block 1               
8:20 – 9:29

Block 2               
9:32 –10:33


Block 3
  10:36 –11:37

Block 4
  11:40 –12:30

FAMILY ADVOCACY BELL SCHEDULE (THURSDAYS)


Zero Period
7:30 – 8:15

Block 1               
8:20 – 9:38


Block 2               
9:41 –10:51


Block 3
  10:54 –12:41


   Lunch A
  10:54 –11:24


   Lunch B
  11:32 –12:02


   Lunch C
  12:11 –12:41


Block 4
  12:44 – 1:54


Family Advocacy 
    1:57 – 2:40
EMERGENCY CLOSINGS AND DELAYED OPENINGS

When school is closed or delayed due to inclement weather or any emergency, parents and/or guardians will receive notification via the Orange Township Public Schools automated phone service.  Parents are also asked to make certain that all data including current residence and current phone numbers have been updated with the school registrar to ensure proper and timely notification in the event of an emergency closing or delayed opening. Parents may also visit the district website at http//www.orange.k12.nj.us for information.  If weather conditions deteriorate after a delayed opening has been announced, the Superintendent of Schools may decide to close schools for the day.  This decision will be made no later than 8:00AM and notification will be provided via the district automated phone service to all students and staff members in addition to being posted on the district website.  
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ORANGE TOWNSHIP PUBLIC SCHOOLS

ORANGE MIDDLE SCHOOL
400 Central Avenue    New Jersey 07050

                                      Tel: (973) 677-4135                       Fax: (973) 677-2439
                                                          Website:http//www.orange.k12.nj.us                                                                                                             


                                                                                                                                           Mr. Ronald Lee

                                                                                        Superintendent of Schools


Mrs. Shelly Harper
    Mr.  Darrell Medley             Dr.  Patrick Howell              Mr.  Noel Cruz
     Principal                    Assistant Principal
         Assistant Principal          Assistant Principal 
Principal’s Letter to the Staff
Dear Staff:

I hope you are enjoying your summer break!  As we rapidly approach the 2011-2012 academic school year, I would like to take this opportunity to welcome our new staff members. 

I know you are all excited to return to Orange Preparatory Academy to continue the educational endeavors of increasing student achievement.  This year we will be extremely committed to working hard to ensure that our students are receiving a high quality education.    Starting a new year gives us the opportunity to make new plans, improve instructional strategies, and implement new ideas.  Often a new year brings new and innovative ideas in developing instructional lessons and activities.  Although many of your subjects will be the same, the students are new, and they will bring a new dynamic to your classroom, and I am confident they will benefit from all of the planning that you have done for them.   Whether one’s responsibility is administration, teaching, support staff, maintenance, or security, there is always room for improvement and for new ways to do a good job even better.  This year one of our goals will be to strive for academic excellence.  This will take a lot of hard work, dedication, and discipline; however, I am confident that we are all ready!

We will continue to employ the Small Learning Communities Educational Model.  This model empowers

students to begin to explore future career interests.  As you know our students are given the opportunity to select one of the four SLC’s, (Health Science, Law, Business/Technology, and The Arts) based on their individual interests.  The Small Learning Community model is also designed to foster improved learning through interdisciplinary theme-based projects and field trips that meet the New Jersey Core Curriculum Content Standards.  

Our second goal will be to continue to employ instructional strategies that include rigorous instruction and activities. Our educational plan will allow us to dig deeper in the instructional strategies of accountable talk, cooperative learning groups, differentiated instruction, and project-based learning.   These strategies are designed to cultivate independent learners and thinkers.  We are dedicated to increasing student achievement and raising the bar for academic excellence. 

Once again, thank you for your support; I look forward to seeing you soon.

Sincerely yours,

Mrs. Shelly Harper

Mrs. Shelly Harper

Principal

SCHOOL PHILOSOPHY

The Orange Preparatory Academy community is dedicated to providing and maintaining a safe and caring learning environment to meet the unique individual needs of the middle school-aged adolescent.  In this positive environment each individual student will be encouraged and supported to realize his/her full potential for both social and academic excellence.  To this end, students, teachers, staff, administrators and the community will work together in a spirit of mutual respect, cooperation, and commitment.  The Orange Preparatory Academy community further commits itself to the following:

· To creating a non-judgmental environment where there is positive feedback in order to correct critical errors as a valuable part of learning.

· To foster excitement and responsibility for independent learning and encourage students to share their knowledge by helping others. 

· To establish clear, consistent expectations and provide the necessary guidance so students will learn to be responsible and contributing members of the school community.

· To create an environment of mutual trust and respect that promotes self-esteem, dignity, cooperation and the ability to non-violently resolve conflicts.

· To recognize, respect and value the diversity of cultures, abilities and opinions within the community.

· To promote a professional climate which enhances respect for diverse teaching styles through communication, collegiality and staff development, yet keeps curriculum aligned with state standards.

· To support a variety of activities, which teach students the attitudes and skills necessary for life-long learning.

· To assess the effectiveness of these efforts on a regular basis using teacher generated, or standardized evaluations that uniformly follow the New Jersey Assessment of Skills and Knowledge (NJASK) Grade 8 format.

MISSION STATEMENT 
Our students and teachers will embrace the “Small Learning Communities” (SLC’s) Educational Model.  The Four Small Learning Communities (Arts, Business Technology, Health/Science and Law) will function as high performing collaborative teams.  We will implement instructional strategies that are designed to enable all students to master the NJ Core Curriculum Content Standards.  The teachers of each SLC will strive to present interdisciplinary thematic instruction and project based learning in a nurturing environment that inspires students to engage in many of the challenges of the 21st century.
VISION STATEMENT
The administration, staff, and community of Orange Preparatory Academy believe that all children can learn if motivated and taught.  We accept the responsibility of providing an atmosphere whereby each student will be able to acquire the knowledge and social skills necessary to participate independently in a democratic society.  We will remain persistent in building student self-esteem while fostering academic achievement.  

THE STRUCTURE OF THE SMALL LEARNING COMMUNIITES MODEL

Students are members of one of the following thematic communities
Small Learning Communities 
In an effort to help students at all academic levels gain the skills to succeed in post-secondary education and career success, Orange Preparatory Academy has implemented (4) Theme Based Small Learning Communities.  Small Learning Communities (SLC) is a framework designed to strengthen relationships among students and adults.  Each student chooses a community based on his/her interests.  He/she remains with this community during his/her five years of schooling at Orange Preparatory Academy (Grades 8-9) and Orange High School (Grades 10-12). Students are permitted to change communities, although it is not encouraged.  The concept of “Continuity of Care” calls for the students to remain together for all four years of high school.  If a student wants to a change community, the student will be required to follow a process that the school has developed.  Communities are listed below:
	THEMATIC SMALL LEARNING COMMUNITIES

	ARTS
This community will develop creative talents in painting, drawing, sculpture, photography, music, drama, and dance.

	BUSINESS TECHNOLOGY

This community will focus on studying and mentoring in business, financial management, banking, accounting, marketing, information technology and related office work.
.


	HEALTH AND SCIENCES 

This community will explore the latest advances that improve the quality of human life and solve health problems.  Students interested in medicine, bio-technology, pharmaceuticals, agriculture, and genetics, as well as traditional health care and wellness related fields will benefit from this community.



	LAW

This community will focus on law in the judicial system, criminal justice, security and government.


Each SLC will afford students the opportunity to explore career options, while fulfilling all required Core Curriculum Content Standards.  All students will learn in smaller classroom settings with the same team of instructors throughout their two years at Orange Preparatory Academy.  The Family Advocacy Initiative is a central component of SLC Model, and it means assigned staff members will maintain monthly contact with students and meet parents twice per year.

ORANGE PREPARATORY ACADEMY
OFFICE STAFF

	Mrs. Shelly Harper - Principal
	973-677-4000 Ext. 5600

	Ms Salima Covington, Principal’s Secretary
	973-677-4135/ 677-4000 Ext. 5603

	Mr. Darrell Medley – Assistant Principal
	973-677-4000 Ext.5609

	Ms. Laverne Hayden, Assistant Principal’s Secretary
	973-677-4000 Ext. 5604

	Dr. Patrick Howell, Assistant Principal
	973-677-4000 Ext. 5602

	Mr. Noel Cruz, Assistant Principal
	973-677-4000 Ext. 5632

	Mr. Darryl Smith, Seventh Grade/Eighth Grade Guidance Counselor
	9730677-4000 Ext. 5611

	Mrs. Malika Berry, School Social Worker
	973-677-4000 Ext. 5621

	Mrs. Linda Epps, Technology Coordinator
	973-677-4000 Ext. 5682

	Mrs. Laura Sacks, School Nurse
	973-677-4000 Ext. 5607

	Mrs. Meg Azzolino, Mrs. Claudia Knierling, 

Ms. Cheryl Forbes, Child Study Team
	973- 677-  4000 Ext. 5685

	Ms. Deborah Moore, Attendance Officer
	973-677-4000 Ext. 5048

	Ms. Joyce Dindayal, Library/Media Center
	973-677-4000 Ext.5665

	Dr. Rosario Zambrano,  District Doctor
	973-874-1212

	Dr. Terri Russo, Master Teacher
	973-677-4000 x5610


Main Office:  Day to day operational needs, Principal’s Office
Office Room 111:  Attendance and Registration – 8th Grade Assistant Principal
Office Room 211:  Guidance – 9th Grade Assistant Principal

Office Room 317:  9th Grade Assistant Principal

First Week/ Month of School
1. Students will complete pre-test assessments in social studies and science.  Learnia assessments will be administered in mathematics and language arts.  District Reading Assessments (DRA) will be administered to a specific student population (students who scored below proficiency on the NJASK Language Arts assessment and District writing sample).

2. Explanation of the student handbook to all students.

3. Kick-off of the Positive Behavior Support (PBS).
4. Open House to be determined.
5. Set expectations for silence and appropriate behavior for hallways and other common areas.  Follow through, be consistent.

6. Set expectations for appropriate restroom behavior and schedule for proper usage.  
7. Make sure you and your students understand the need to be still and silent during any announcements, (intercom), whenever they are in the room, hall, cafeteria, office or media center.

8. Enforcement of the  Student Dress Code:




GIRLS  ---  White, blue, or gold collared shirts or blouse, khaki pants/skirt or 



                     blue plaid skirt.



BOYS  ---  White, blue or gold collared shirts, khaki pants, blue blazer or      




        sweater accessorized with a solid blue or blue/gold striped necktie.
ORANGE PREPATORY ACADEMY FACULTY CONTACT INFORMATION

Administrators

	Name
	Title 
	Room #
	Ext.

	Mrs. Shelly Harper
	Principal
	Main Office
	5600

	Mr. Darrell Medley 
	Assistant Principal
	211
	5609

	Dr. Patrick Howell
	Assistant Principal
	111
	5602

	Mr. Noel Cruz
	Assistant Principal
	317
	5632


Supervisors and Assistant Directors

	Mrs. Fay Polefka, Supervisor of Funded Programs
	973-677-4015 x6076

	Mrs. Sandra Martinez-Preyor, Supervisor of Bilingual/ESL
	973-677-4015 x6077

	Staci A. Beegle, Supervisor of Special Services
	973-677-4000 x6032

	Mrs. Jacqueline Molé-Hsieh, Supervisor of World Cultures K-12
	973-677-4015 x6080

	Mr. Peter Crosta, Assistant Director for Special Projects K-12
	973-677-4050 x6091

	Ms. Candice Wallace, Dir. of Curriculum & Instructional Services
	973-677-4000 x6085

	Mrs. Kathryn Carter, Assistant  Director Testing K-8, Language Arts K-6, Professional Development k-6
	973-677-4000x6087


	Mr. Darryl Smith, Guidance
	9th Grade Students
	973-677-4135  x 5611

	Mrs. Beth Mohr
	8th Grade students
	973-677-4135  x 5601

	Mrs. Malika Berry, Social Worker
	Social Worker, OMS
	973-677-4135 x 5657

	Mrs. Laura Sacks, School Nurse
	Office 113
	973-677-4000 x 5607

	Ms. Brandy Baucom, Coordinator
	SPACE

(School Based Youth Services)
	973-677-4050 x5016/5019

	Mr. Jacob Martin, Guidance
	Substance Abuse Coordinator
	973-677-4050 x 5006

	Ms. Pia Frazier, District Registrar
	Office #102
	973-677-4050 x 5038

	Ms. Deborah Moore, Registrar
	Office #102
	973-677-4050 x 5048

	
	
	

	
	
	

	
	
	

	
	
	


Guidance and Student Assistance Staff
FACULTY AND STAFF EXPECTATIONS

· Fulfill District’s instructional strategies and techniques.

· Set high expectations and goals for your students.

· Maintain a positive and encouraging environment

· Make a positive difference in the lives of our students.

· Be firm, fair, consistent and loving with your students.  Care about each one and 


ensure that they know you care.
· Confer discretely with students when disciplining.

· Empower students to become independent learning.

· Be creative.

· Maximize your prep time with effective planning.

· Maintain consistent and effective communication with parents.

· Be familiar with the faculty and student handbooks.

· Be professional in your actions and appearance.

· Respect your colleagues.

· Be on time.

· Miss as few days as possible.

· Fulfill all professional responsibilities assigned by administration.

· Be a superior teacher to the one you were the previous year.

PROFESSIONAL EXPECTATIONS

· All staff and programs must be evaluated annually to ensure accountability.

· All students must develop proficiency in math, writing, reading and other subjects across the 

      content areas and monitored on an ongoing basis.

· All students must experience a variety of opportunities to acquire and use “high order

      thinking skills” in all academic content areas.

· All staff (certified and non-certified) must engage in professional development opportunities designed to enhance and upgrade skills that promote and nurture Academic Excellence for all students and staff.

· Our goal is to promote and support collaborative writing between the interdisciplinary teams and content areas.  We expect you to work together during the respective team meetings to incorporate best practices and interdisciplinary activities that are consistent among the teams and the content area.

TEXTBOOK POLICIES AND PROCEDURES 

Each department is responsible for establishing its own policies and procedures relating to textbooks and equipment. Departments maintain their own books. Class sets of books are ordered by and returned to the department.  It is imperative that teachers maintain records for textbooks and equipment distributed to students.  Students who loose books or equipment are required to pay the appropriate fee for replacement.  It is imperative that teachers make every effort to collect textbooks from students.   

At the end of each semester, teachers are asked to indicate the names of all students who have not returned the textbooks issued to them. This information is recorded by the Administrator overseeing the department. The library staff is asked to forward, to the administration and staff, the names of students who have outstanding book obligations and/or fines.  The assigned administrator will provide information to the principal to review procedures for:

A. Collecting funds for replacement of lost books 

B. Purchase of future textbooks
C. Recording and submitting fine money
CELLULAR TELEPHONES AND ELECTRONIC DEVICES
The radio and electronic policy at Orange Preparatory Academy has been established upon the recommendation of the Board of Education which has determined that they are a safety hazard and a deterrent to learning. All devices, visible or in use, including the "walkman" type, iPods, MP3/MP4 music and video players and cellular telephones will be confiscated at the first offense and returned to the parent or guardian only after an administrative conference.  Upon the second violation, the electronic device will be confiscated by building administration and returned at the end of the school year.   Students and parents will be notified of this policy at the beginning of the fall term.  This policy will be strictly enforced.  

· Cell Phones – Teacher Use

Cell phones are not to be used during instructional time or in instructional areas.  Cellular telephones may not be used in the hallways or common areas.  Teachers should model the desired behavior for students.  Cellular telephones may be used in staff offices only. Bluetooth headsets are not to be worn in the school building during the instructional day.

STAFF TELEPHONE USE

Staff may use the telephone in the faculty room during planning time for school business or emergency personal business.  All telephone calls should be brief and limited to 5 minutes or less.  Use of telephones in the main office is for emergency calls only.  Please Confer with Ms. Covington prior using telephones in the main office.

COMMON PLANNING TIME (CPT)

Teachers are contractually required to meet during a designated block twice a week as determined by their schedule.  During common planning time, two-thirds (2/3) of the time is to be spent discussing instructional items. The remaining one-third (1/3) is to be used to review student issues and concerns.  Common Planning time is a collaborative effort amongst teachers.  Teachers are expected to engage in meaningful discussions regarding student achievement and instruction. Teachers are not excused during this time.  In the event of an emergency, teachers must seek permission from their designated Administrator if they can not attend a Common Planning Time meeting.  Coordinators will take attendance at all meetings and attendance sheets will be given to the building principal. Common Planning Time should not be used for personal/clerical work and grading papers.

COMPUTER POLICIES
Computers are available for three primary uses: (1) computers for classroom instruction.                       (2) computers for administrative purposes, and (3) computers as a resource for teachers. Computers are available in classrooms and designated areas. Ms. Epps is the technology coordinator and may be contacted for instructional use of computers.  Ms. Epps is the building contact person.

Information relating to administrative use of computers should be directed to Mr. Rodney West at the Board of Education Offices.  Administrative use of computers includes student transcripts, grade and attendance reporting, biographical profiles, programming and other statistical data.  Staff may not use computers for inappropriate activities such as personal web surfing, personal email, shopping, or visiting websites that contain non-educational sexual content.  Staff may not add software nor download non-educational materials without the approval of the technology coordinator.

CONFISCATION OF STUDENT PROPERTY
Video recordings, ipods, MP3/MP4 music and video players, cellular telephones, electronic games and radios are unnecessary item for students to possess.  Collect these items and put the student’s name and date on them and send these items to the proper grade level administrator.  They will be secured and kept in the office and returned to the student(s) at the conclusion of the school day or until a parent comes to claim the items following an administrative conference.

FACULTY AND DEPARTMENT CONFERNENCES
Orange Preparatory Academy will conduct three (3) faculty and/or professional meetings per month (Mondays).  The meetings will be conducted for seventy-five (75) minutes.  All faculty members are expected to report to the meetings on time.  In the event any faculty member cannot attend a meeting, administration should be notified for approval.  All faculty members taking classes on Mondays and need to be exempt from meetings must meet with the building principal for approval.
INGREDIENTS FOR A SUCCESSFUL CONFERENCE

This information can apply to our regular parent conferences as well as any other conferences

during the year.

A. Beginning the Conference

1. Be pleasant and make the parent feel at ease

2. Begin (and end) the conference with some positive comment about the student

3. Have the rank/grade book during the conference as well as any other information

    
    relative to the student being discussed

B. During the Conference

1. Try to put yourself in the parents’ position and imagine the effects your remarks may

    
    have.
2. Be honest, but tactful.
3. Be a good listener.
4. Avoid arguments. It is usually possible to evaluate a student’s progress without being

   
    critical

5. When you offer suggestions, try to offer alternatives.
6. If a parent tells you why he thinks his child is acting in a certain way, accept it, but

   
   direct the conversation to other possible causes. As you know, many parents have no

   
   idea that their child presents a certain image away from home.

7. You may get an unflattering comment about a past teacher. At this point, remember

        
    your professional ethics.
DISCIPLINARY INFRACTIONS

Disciplinary infractions in and outside of the classroom that require intervention are to be reported to security personnel and the grade level administrator.  This office will investigate and communicate the results of the investigation.  Engaging students in ongoing, meaningful instruction is the best way to prevent discipline problems.  However, in the event a student misbehaves in a class, it is best handled by the teacher.  When students are late, talkative, or create minor classroom disruptions, it is best resolved through the classroom teacher.  Teachers are required to use the following ladder of referral.

· Student/Teacher Conference

· Parent/Teacher Conference

· Parent/Student and Teacher/Vice Principal Conference

· Parent/Student and Principal conference

· Guidance staff should be utilized at each level
Outcomes may include:

· Removal from activity/classroom (temporary or permanent)

· Exclusion from future activities

· Suspension from school

· Expulsion
ADDRESSING A MINOR DISCIPLINARY OFFENSE
	First Offense
	Teacher determines action taken
	Fill out Office Discipline Referral (ODR) have student initial, retain in personal file

	Second Offense
	Teacher determines action taken according to the action taken outlined on the ODR form
	Fill out ODR have student initial, retain in personal file.

	Third Offense
	Fill out ODR, bring to the Assistant Principal

· Mr. Cruz  9th (Rm. 317)

· Dr. Howell  8th (Rm. 111)
	Review situation with Assistant Principal to determine action to be taken.


Major Offense

· Fill out ODR and send to Assistant Principal.  If student is immediately sent to the Assistant Principal’s office, the ODR must accompany or follow.

· The Assistant Principal will determine action taken.

Contact the principal if any of the following occurs:  Police, Ambulance, Hospital, Drugs, Alcohol, Assault on staff, or weapons are involved. 

Teachers who need assistance with classroom management skills are strongly urged to seek collegial assistance along with help from school administrators.

DUTY AND SPECIAL ASSIGNMENTS

Teacher duty assignments will be determined by the building Assistant Principal. A duty roster will be given to each teacher and one will be posted in the main office. Duty assignment is a vital part of every teacher's responsibility. It is imperative that each teacher assumes his/her share of the responsibility of a given assignment. Each teacher on duty is responsible for proper student conduct in and around his/her duty station; therefore, close observation is necessary. 

EMERGENCIES

A variety of emergencies are possible and teachers should be prepared to execute the procedures for each emergency. Examples of such emergencies include fire drills, shelter drills, evacuation emergencies, and snow emergencies, custodial and traumatic emergencies. The School Safety Plan (see page 50) describes actions to be taken in the above situations and copies are available from Ms. Covington in the main office.   
HALLWAY PASSES

While class emergencies arise (such as medical or documented health concerns) the use of    Hallway Passes must be limited.  Hallway passes should never be issued the first 10 or last ten minutes of class.  Hallway passes expire after eight (8) minutes and should not be accepted.

IMMUNIZATION
All students are required to submit documentation of updated immunization requirements to the school nurse. The school nurse is located on the first floor in room 113.  The nurse may be reached at extension 5607 if needed.  State and court mandates require the exclusion from school of any student who does not produce this documentation at the outset of the year.
for instructions.


LIBRARY/MEDIA CENTER
The school library is located in the center section of the 2nd floor room.  The library is open from 8:25 a.m. – 2:40 p.m. You can reach the library on extension 5665.  Students are required to have a pass when entering the library.  Teachers are strongly encouraged to contact the librarian to schedule their classes for library time.

MAIL BOXES
Each Teacher has a mailbox located in the main office.  Teachers are advised to check their box at least two (2) times a day.  It is suggested that this is done in the morning after signing in and/or when signing out at the end of the school day.

MEETINGS REQUIRING CLASSROOM COVERAGE

Official notification in writing to attend meetings is to be brought to the attention of the Principal no later than two (2) days before the scheduled meeting in order that coverage may be arranged.  Teachers may not attend conferences/meetings outside of the building without prior written approval from the building principal. Teachers must contact the Substitute Service and request coverage for their classes.  Teachers may not independently arrange for class coverage.

OBSERVATIONS/EVALUATIONS

Observations and feedback are necessary to evaluate and improve instruction.  All teachers will be observed each school year.  The district/state requires that all non tenured teachers be observed a minimum of three times during the year and receive a yearly summative evaluation.  All tenured teachers are observed minimally once during the year and receive a yearly summative evaluation.  In addition to these formal evaluations, teachers are encouraged to invite colleagues, supervisors, administrators and others to observe innovative lessons.  Staff may be observed at any time during the school year.  There is no maximum number of observations, formal or informal.

PROFESSIONAL ASSIGNMENTS/DEVELOPMENT
Professional activity assignments are required of all teachers.  Teachers should plan professional learning activities based on professional, department and school needs.  All professional assignments and or development activities must be approved by the curriculum supervisor.  
REPORT CARDS AND PROGRESS REPORTS
Report cards are computer generated and are issued four times each year. Instructions for entering grades, comments, and attendance in the Genesis database are distributed to each teacher prior to the end of each marking period. Inquiries may be directed to Mr. Medley at extension 5609. All teachers are required to submit electronic comments on progress reports.

CLASSROOMS
Rooms are to be locked and windows closed when not in use. Students are not permitted access to an empty room when not supervised.  Teachers are required to keep rooms neat and orderly.
SAFTEY PLAN 
The School Safety Plan (see page 50) is reviewed and subject to modification each year by representatives of the administration, the OEA, and the PTO. Copies of the plan are available in the main office.
ORIENTATION
An orientation for students new to Orange Preparatory Academy will be scheduled during the months of August-September prior to their first official days. Newly assigned teachers may be provided an orientation by staff or a workshop provided by the administration. 
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PARKING
A parking lot has been provided for faculty and staff. All personnel are to park in the rear of the building.  The front parking lot is designated for specific personnel.  Staff is encouraged to be courteous and respectful of all vehicles in the lot.  Please park properly between the lines and do not block other cars and/or loading zones.
INCIDENT/ACCIDENT REPORTS
All incidents of any nature are to be reported as promptly as possible to Security Personnel or an Administrator.  An incident Report is to be filed together with any signed statements by witnesses. It may also be necessary to file a Comprehensive Accident Report depending upon the nature of the incident. Incident reports are located in the main office.  

NURSES OFFICE/INFIRMARY
The school nurse is located on the first floor in room 113.  The nurse may be reached at extension 5067.  Discretion should be used when issuing a pass for a student to go to the nurse’s office.  

SEXUAL HARASSMENT/SEXUAL ABUSE

It is the official policy of this school district that students and employees should be treated honorably and with respect at all times.  Students and employees should conduct themselves in a manner that encourages and promotes positive, wholesome relationships with others.  The Orange Board of Education recognizes that all persons should be free from unwelcome, offensive or otherwise inappropriate sexual advances.  Sexual advances, suggestive sexual remarks or lewd conduct are not appropriate in an educational environment and the Orange Township Board of Education will not tolerate sexual harassment or sexual abuse of students or employees.  If an administrator learns of inappropriate sexual behavior by either students or employees toward others, the administrator shall take immediate appropriate action to address the matter.  Employees who sexually harass or abuse students or other employees are subject to appropriate disciplinary measures, including termination from employment.  Students who sexually harass or abuse employees or other students will be disciplined according to the school district's discipline code.  Incidents of faculty sexual harassment must be reported to the Principal.  Incidents of student sexual harassment must be reported to a school administrator.  The administrator will collaborate with the guidance department to address matters involving students in incidents of sexual harassment.

END OF TERM PROCEDURES
End of term procedures are as follows:

· Teachers are responsible for submitting their Professional Improvement Plans (P.I.P.) prior to the last day of school. 

· Teachers are expected to collect all textbooks and materials from students.  Any textbook fine should be collected and given to the appropriate administrator.  Students must be issued a receipt.

· If you were an advisor for any clubs, monies that have been raised or collected must also be submitted to Mrs. Covington prior to the last day of school.  (Note: Advisors are required to submit funding on a regular basis throughout the year.)

· Obligation cards/lost book forms for monies not collected by the end of the school year should be given to your department supervisor.   

· All students must pay fines prior to the last day of school, as they will not receive a report carts or promotion certificates until outstanding fees are collected. 

· Teachers must adhere to procedures and deadlines for submitting grades and verification sheets to the Supervisor of Guidance. 

· Grade books and all building keys will be collected following the end of school faculty meeting. 
· Classrooms are to be cleared, organized and inspected by an administrator as part of the end of year sign out process.
· Payroll checks will be issued immediately following the meeting for those teachers that have met all end of year requirements.

· Any questions should be forwarded to a school administrator.
Howard Miller, Associate Professor of Education at Lincoln University (Jefferson City, Missouri) suggests 12 steps teachers can take at the beginning of the year to promote effective classroom management.

1. Develop a set of written expectations you can live with and enforce.

2. Be consistent, be consistent, be consistent.
3. Be patient with yourself and with your students.

4. Make parents your allies.  Call early and often.  Use the word “concerned.”  When communicating a concern, be specific and descriptive.

5. Whole group instruction should be brief, then get the kids working..
6. Break the class period into two or three different activities.  Be sure each activity segues smoothly into the next.

7. Begin at the very beginning of each class period and end at the very end.
8. Don’t roll call.  Take the roll with your seating chart while students are working.

9. Keep all students actively involved.  For example, while a student does a presentation, involve the other students in evaluating it.

10. Discipline individual students quietly and privately.  Never engage in a disciplinary conversation across the room.

11. Keep your sense of perspective and your sense of humor.

12. Know when to ask for help.

REPORTING TIME

The contract between the Orange Public Schools and the Orange Education Association Article VI defines the length of the school day for instructional staff.

1. The length of the teaching day shall be of a time necessary for professional employees to meet their responsibilities.

2. Teachers shall be on duty fifteen (15) minutes before school begins and remain after the dismissal of their classes, as the discharge of their professional responsibilities requires.

3. Failure to meet these simple obligations will require a written explanation.

4. Administrative sanctions and other punitive actions may be necessary.

Therefore, teachers are to be at their assigned post at 8:05 a.m. ready to receive their students and monitor the behavior in the halls. THIS POLICY WILL BE STRICTLY ENFORCED.

ABBREVIATED LIST OF SCHOOL POLICIES

1. Students discipline is the responsibility of the classroom teacher.  Students should not be referred to the office unless the teacher has exhausted all avenues to address the disruptive behavior, as outlined on the PBS discipline referral form.

2. At no time should the classroom teacher leave his or her students unsupervised.

3. No student should be placed in the corridor to sit or to stand as a corrective/punitive remediation.

4. Neither hats, scarves, nor do-rags may be worn in class, except for religious observance.

5. Items such as, but not limited to, radios, compact disc players, MP3/MP4 music and/or video players, cellular telephones, cameras, games or toys are not permitted in school.  They can become a distraction to instruction and may become lost or stolen. All devices, visible or in use, including the "walkman" type, iPods, MP3/MP4 music and video players and cellular telephones will be confiscated at the first offense and returned to the parent or guardian only after an administrative conference.  Upon the second violation, the electronic device will be confiscated by building administration and returned at the end of the school year.   Students and parents will be notified of this policy at the beginning of the fall term.  This policy will be strictly enforced.
6. Eating food, candy or chewing gum is not permitted in the building or in the classroom.

7. State law and district policy prohibits smoking on school property.

8. The supervision of students is the responsibility of every certified and non-certified employee of the Orange Board of Education.

9. During the transition between classes, teachers are to be visible in the corridors, moving students through the building quietly and quickly.

10. Staff members are to dress in professional attire, regardless of weather conditions outside of the school building.  Wearing items such as but not limited to blue jeans, polo shirts without jackets and t-shirts are unacceptable attire, except for Physical Education teachers.

11. Planning of daily lessons is required of each teacher regardless of the course subject being taught. Any subject or activity can be taught more effectively where careful planning has been done prior to the instructional lesson.  Lesson plan ideas can be shared during common planning time in collaboration with all teachers within a given department.  All guest speakers must be approved by the supervisor or principal and noted in the weekly lesson plan.  Individual plans for daily lessons will 
be completed by each teacher and submitted to the appropriate administrator on a biweekly basis.  Current lesson plans are to be in the classroom and available for administrative review at all times during instruction.
12. Substitute lesson plans are due September 14, 2011.  The sub plans should not be busy work and should incorporate the current lesson objective.  Plans should be written to cover two times the number of days that you expect to be absent and should not consist of worksheets.  It is your responsibility to make sure that your plans are updated either once you have completed the objective or once you have been absent and the work has been completed.

13. Daily attendance will be collected during the block 1 class attendance.  All teachers are required to post class attendance at the beginning of every block (no exceptions).  In the event that the Genesis Student Information System in unavailable, block 1 teachers are to utilize the paper attendance forms for student absences.  Forms are available in the main office or room 111.
14. Paper attendance forms must be completed and delivered to Ms. Buchanan in room 111 by 9:30 a.m. daily when they are in use.  There can be no exceptions.

EMERGENCY SUBSTITUTE PLANS
The following must be included in your substitute lesson folder, which is to be submitted to the main office no later than September 12, 2011:

· Class List

· Schedule

· Seating Chart

· Procedures for the substitute to follow

· A minimum of three emergency plans

Plans must be updated according to the policy described in Number 12 above
ABSENCES

SICK CALLS ARE TO BE MADE BEFORE 6:30 A.M. UTILIZING THE SUBSTITUTE SERVICE AT 908-850-1262.  ALL STAFF SHOULD UTILIZE THE SUBSTITUTE SERVICE USA.COM TO LOG IN FOR AN ABSENCE.  
EXITING THE BUILDING DURING THE INSTRUCTIONAL DAY
Staff members are to notify the assigned building administrator whenever that staff member leaves the building during the instructional day.   You must sign out for the time absent from the building and sign in upon your return.   This includes lunchtime, preparation time periods and unassigned duty periods.
ORANGE PREPARATORY ACADEMY INSTRUCTIONAL PRACTICES
BLOOM’S TAXONOMY

Benjamin Bloom created this taxonomy for categorizing level of abstraction of questions that commonly occur in educational settings.  Lesson plans require objectives that are written utilizing higher order thinking skills (HOTS).  Therefore, well written lesson plans use the question cues found in Analysis, synthesis, and Evaluation.

	Competence
	
	Skills Demonstrated

	Knowledge:
	
	· Observation and recall of information

· Knowledge of dates, events, places

· Knowledge of major ideas

· Mastery of subject matter

· Question Cues:

list, define, tell, describe, identify, show, label, 

collect, examine, tabulate, quote, name, who, when, where, etc.



	Comprehension:
	
	· Understanding information

· Grasp meaning

· Translate knowledge into new context

· Interpret facts, compare, contrast

· Order, group, infer causes

· Predict consequences

· Question Cues:

summarize, describe, interpret, contrast, predict, associate, distinguish, estimate, differentiate, 

discuss, extend

	Application:
	
	· Use information

· Use methods, concepts, theories in new situations

· Solve problems using required skills or knowledge

· Question Cues:

apply, demonstrate, calculate, complete, illustrate, 

show, solve, examine, modify, relate, change, classify,

experiment, discover

	Analysis:
	
	· Seeing patterns

· Organization of parts

· Recognition of hidden meanings

· Identification of components

· Question Cues:

analyze, separate, order, explain, connect, classify,

arrange, divide, compare, select, explain, infer

   

	Synthesis:
	
	· Use of old ideas to create new ones

· Generalize from given facts

· Relate knowledge from several areas

· Predict, draw conclusions

· Question Cues:

combine, integrate, modify, rearrange, substitute, 

plan, create, design, invent, compose, formulate,

prepare, generalize, rewrite

	Evaluation:
	
	· Compare and discriminate between ideas

· Assess value of theories, presentations

· Make choices based on reasoned argument

· Verify value of evidence

· Recognize subjectivity

· Question Cues:

assess, decide, rank, grade,  test, measure, 

recommend, convince, select, judge, explain, discriminate, support, conclude, compare, 

summarize


For more information, visit http://www/nwlink.com/~donclark/hrd/bloom.html
STUDENT PORTFOLIO
WHAT IS A PORTFOLIO?

Definition:  “A purposeful collection of student work that exhibits the student’s efforts, progress and achievements in one or more areas.  The collection must include student participation in selecting contents, the criteria for selection, the criteria for judging merit 

and evidence of student self-reflection”   (Paulson, Paulson, Meyer 1991)

In this way a portfolio is a living, growing collection of a student’s work – each addition is carefully selected by the student for a specific reason which s/he will explain.  The overall purpose of the portfolio is to enable the student to demonstrate to others learning and progress.  The greatest value of portfolios is that, in building them, students become active participants in the learning process and its assessment.

Key Characteristics of Portfolio Assessment
1. A portfolio is a form of assessment that students do together with their teachers.

2. A portfolio is not just a collection of student work but a selection – the student must be involved in choosing and justifying the pieces to be included.
3. A portfolio provides samples of the student’s work which show growth over time.  By reflecting on their own learning (self-assessment), students begin to identify the strengths and weaknesses in their work.  These weaknesses then become improvement goals.
4. The criteria for selecting and assessing the portfolio contents must be clear to the teacher and the students at the outset of the process.

Assessment Rubrics

A rubric is an authentic assessment tool used to measure students’ work.  It is a scoring guide that seeks to evaluate a student’s performance based on the sum of a full range of criteria rather than a single numerical score.  A rubric is a working guide for students and teachers, usually 
handed out before the assignment begins in order to get students to think about the criteria on which their work will be judged.  Rubrics can be analytic or holistic –

· Analytic rubrics identify and assess components of a finished product

· Holistic rubrics assess student work as a whole

and they can be created for any content area including math, science, history, writing, foreign languages, drama, art, music, etc…

The rubric is one authentic assessment tool that is designed to simulate real life activity where students are engaged in solving real-life problems.  It is a formative type of assessment because it becomes an ongoing part of the whole teaching and learning process.  Students themselves are involved in the assessment process through both peer and self-assessment.  As students become familiar with rubrics, they can assist in the rubric design process.  This involvement empowers the students and as a result, their learning becomes more focused and self-directed.  Authentic assessment, therefore, blurs the lines between teaching, learning and assessment (Pickett and Dodge).


Three Common Features:
Rubrics can be created in a variety of forms and levels of complexity, however, they all contain three common features which:

· focus on measuring a stated objective (performance, behavior, or quality).

· use a range to rate performance.

· contain specific performance characteristics arranged in levels indicating the degree to which a standard has been met (Pickett and Dodge).

http://teach-nology.com/web_tools/rubrics/math/
http://rubistar.4teachers.org/index.php
http://myt4l.com/index.php?v=pl&page_ac=view&type=tools&tool=rubricmaker
MINIMUM CREDIT AND COURSE REQUIREMENTS

To receive a New Jersey State endorsed diploma from Orange High School, each student must earn a minimum of 125 credits.  In addition, students must demonstrate proficiency on the math and language arts sections of the High School Proficiency Assessment (HSPA) or its equivalent.  Minimum passing scores are set by the New Jersey State Department of Education.  Each year, students in grades nine, ten, and eleven must be enrolled in a program of at least 35 credits.

Students must maintain a yearly minimum workload of 35 credits when academic scheduling permits.  A student in grades 9, 10 or 11 who has not passed a subject, may not “double up” in that subject before grade 12.  The student may take the course in an approved summer school program or “double up” in grade 12.
	Subject Area
	# of years
	
	Credits
	
	Total # of Credits

	English
	4
	X
	5
	=
	20

	Physical Education
	4
	X
	4
	=
	16

	Health I, II, Safety, First Aid*
	4 
	X
	1
	=
	4

	Social Studies
	3
	X
	5
	=
	15

	Mathematics
	3
	X
	5
	=
	15

	Science
	3
	X
	5
	=
	15

	Visual, Performing Arts
	1
	X
	5
	=
	5

	Career Education and Consumer, Family, and Life Skills or Vocational Technical Education
	1
	X
	5
	=
	5

	World Language
	2
	X
	5
	=
	10

	Vocational Education
	1
	X
	5
	=
	5

	**Economics

(financial, economics, business, and entrepreneurial literacy)
	1/2
	X 
	2.5
	=
	2.5

	Test Preparation (11th grade)
	1/2
	X
	2.5
	=
	2.5


* Students must take one year of Health and Physical Education for every year enrolled

**Effective with the 2011-2012 9th grade class
Grade                            Status                           Credits

9th                               Freshman                          0

10th                             Sophomore                       35

11th                                Junior                            70

12th                                Senior                           105
COMMUNITY SERVICE
Students are required to complete and log a minimum of 15 hours per year of community service as a part of their graduation requirement of 60 total hours.  Students at all grade levels are encouraged and motivated to engage in an extensive volunteer program providing assistance, lending their talents, skills, time, energy, and positive attitudes to a diverse community population.    Through the office of the Mayor of Orange and the Municipal Alliance, students may acquire information about a variety of civic organizations that welcome the expertise and assistance of high school students.  Students may arrange with middle, elementary, and high school principals to volunteer as mentors, tutors, and other practical and meaningful capacities.  Religious and non-secular organizations are additional organizations through which students may devote their services to others.  Community service hours will be indicated on official transcript with a grade of Pass or Fail.
FOUR-YEAR ACADEMIC PLANNING GUIDE

The purpose of this guide is to help the student plan a typical four-year academic program.  It should be used after carefully reviewing graduation requirements and course descriptions, and consulting with the student’s assigned counselor.

	9TH GRADE
	10TH GRADE

	COURSES
	CREDITS
	COURSES
	CREDITS

	1) English I
	5
	1) English II
	5

	2) Physical Ed/Health I
	5
	2) Physical Ed/Family Living
	5

	3) Algebra I
	5
	3) Geometry
	5

	4) Biology
	5
	4) Chemistry
	5

	5) World History
	5
	5) US History I
	5

	6) World Language
	5
	6) World Language
	5

	7) Visual and Performing Arts
	5
	7) 21st Century Life and Career-Technical Education
	5


	11TH GRADE
	12TH GRADE

	COURSES
	CREDITS
	COURSES
	CREDITS

	1) English III
	5
	1) English IV
	5

	2) Physical Ed/Safety
	5
	2) Physical Ed/First Aid
	5

	3) Algebra II
	5
	3) Math Elective
	5

	4) Science (Physics)
	5
	4) Science (Elective)
	5

	5) US History II
	5
	5) Elective
	15

	6) HSPA/SAT Test Prep
	2.5
	
	

	7) Elective
	5
	
	


· 125 credits minimum required to meet graduation requirements

· Demonstration of proficiency on the Math and Language Arts sections of the HSPA is required to meet graduation requirements

· 15 hours of Community Service must be completed each year to meet graduation requirement of 60 hours
GRADE REPORTING – REPORT CARDS
Grade reporting to students and parents is an important responsibility of all teachers.  Extreme care must be given to the following established procedures and maintaining accuracy.  The teacher’s grade book is an official document; which will be reviewed on week prior to the end of each marking cycle.  The teacher is responsible for keeping it current and accurate, storing it securely at all times and submitting it to the main office at the end of the school year.  Please be advised that all teachers will be required to maintain an up to date electronic grade book utilizing the Genesis Student Information System.
GRADING SYSTEM

Grading Policy:  The Orange Preparatory Academy grading policy as approved by the Orange Board of Education is as follows,
	Alpha
	Numeric
	College Preparatory
	Honors
	Advanced Placement

	A+
	97-100
	4.3
	4.8
	5.3

	A
	90-96
	4.0
	4.5
	5.0

	B+
	87-89
	3.5
	4.0
	4.5

	B
	80-86
	3.0
	3.5
	4.0

	C+
	77-79
	2.5
	3.0
	3.5

	C
	70-76
	2.0
	2.5
	3.0

	D+
	67-69
	1.5
	2.0
	2.5

	D
	65-66
	1.0
	1.5
	2.0

	F
	<65
	0.0
	0.00
	0.00


30% 
Tests and quizzes (In some cases mid-term and final examinations)

15%
Class participation (questioning, discussion and problem solving)

20%
Class work (Journals, logs, assignments, tasks and demonstrations)

15%
Authentic Assessments (Portfolios, performance assessments, projects, with a focus on 


21st century real world experiences)

10%
Homework (Including long term projects i.e. essays, research and 20 to 60 minute nightly

reading depending on grade level)

100%
Total

NC   No Credit due to poor attendance*

  I     Incomplete grade to be made up within 10 school days or grade will become an F

ME Medical excuse where student must make up work within 10 school days

 EL Entered late, usually transfer student who enter from outside of the state/country

* Students will lose credit in a course, regardless of current grade, by exceeding 18 absences in a full year course or 9 absences in a semester course.  Parent/guardian will be notified according to the following schedule:  

Full year course: Parents will be notified after 5, 10, and 15 absences

Semester course: Parents will be notified after 3, 6, and 9 absences
REPORT CARDS, PARENT RESOURCES AND GRADE REPORTS
Students receive report cards at the end of each of the four marking periods.  Report cards will be mailed home for parent review.  Parents are also encouraged to log onto the Genesis Parent Portal to view the posting of student grades during a given marking period. Students will receive a Progress/Interim Report after the midpoint of each marking period reflecting significant progress, problems, achievement, and/or improvement.
HONOR ROLL REQUIREMENTS
Principal’s Academic Honor Roll, 97% - 100% in all subjects

High Honors 90% - 96% in all subjects

Honor Roll 80% - 89% in all subjects
Improved Performer (Recognition of students making significant progress in a marking period, but not on honor roll).
Citizenship Honor Laureate, Student has not infractions; student has show outstanding acts of kindness and/or citizenship coverage.

Citizenship Honor Roll – No infractions

Attendance (No absences or tardiness during the marking period)

CLASS RANK

The Board of Education acknowledges the usefulness of a system of computing grade point averages and class ranking for secondary school graduates, both to inform pupils of their relative academic placement among their peers and to provide pupils, prospective employers, and institutions of higher learning with a predictive device so that each pupil is more likely to be placed in an environment conducive to success.  The Board authorizes a system of class ranking, by grade point average, for pupils in grades nine through twelve.  All pupils shall be ranked together.   At the end of each year, the guidance department computes the grade point averages for the year.  Senior class rank is a listing of all seniors by grade point average.  Rank calculations determine highest grade point average (valedictorian), second highest grade point average (salutatorian), as well as the grade point average of the remaining graduation class in descending order.  Senior class rank is determined at the end of the junior year. The district’s ranking system is as follows:

Class rank will be calculated by the final grade in all subjects, except those subjects for which no credit is awarded, and will not include failing grades.  Weighted credit will be calculated for grades earned in an honors course, a course of independent study, and community service.  The class ranking of a pupil who has transferred to this district will include the grades earned in the regular program of the prior school. Grades earned in private summer school programs will not be included in the calculation of class rank.  Any two or more pupils whose computed grade point averages are identical will be given the same rank.  The rank of the pupil who immediately follows a tied position will be determined by the total number of all preceding pupils not by the rank of the immediately preceding pupil.  A pupil's grade point average and rank in class will be entered on the pupil's record and will be subject to Board Policy on the release of pupil records.

STUDENT PROMOTION AND RETENTION

The administrative staff of Orange Preparatory Academy acknowledges that personal, social, physical and educational growth of students will vary and that children should be positioned in the instructional environment which is most beneficial in meeting their educational needs.  At the start of each school year, parents, guardians and students are informed of promotion requirements, goals and overall academic expectations for the school year.  All parents, guardians and students will be made aware of student progress in meeting all standards for promotion and remediation.  Report cards will be issued four times during the school year.  All parents and guardians will receive a Student Progress/Interim Report at the midpoint of each quarterly grading cycle, i.e., every 5th week.
Student placement for grades eight and nine will be based on the following criteria; student performance and achievement with respect to the standards established by New Jersey Department of Education and the Orange Township Board of Education, physical, emotional, intellectual and social maturity as well as chronological age.  The students who have demonstrated an acceptable level of proficiency in basic skills and appropriate mastery of completed course disciplines in accordance with state and district goals are to be promoted to the next grade level. 

Students who fail two or more core subjects (Mathematics, Language Arts, Science, Social Studies and Physical Education) may be retained at the present grade level for the following academic school year.

At the conclusion of each quarterly grading cycle, the Administrative and Guidance teams will identify those students who may be in danger of being retained.  The parents/guardians will be required to meet with the Principal and/or grade level Assistant Principal, as well as pertinent subject area teachers to discuss specific areas of concern regarding academic progress, needed improvements in student performance and the 
organization of an action plan to monitor and facilitate academic improvement.  A timetable will also be established to ascertain whether adequate progress is being made or if there has been regression and the remedies to address such concerns.

A student, whose cumulative average fails to meet the required standard for academic proficiency, may be retained in accordance with district policy.  The decision to retain an individual student shall be based on recommendations of the principal, instructional staff, guidance staff, parental input and the evaluation of student progress in all Core disciplines.  Parents/guardians will receive written notification of a student’s retention.  

POLICY FOR INCOMPLETES

Students who have attended classes for more than two weeks MUST receive a grade based upon work produced during that period.

Teachers submit grades for their students at the end of each marking period.  Students are responsible for completing the required work according to the time lines listed below.  Special circumstances may warrant an extension of these procedures, but must be approved in advance by the dean of students.  It is the responsibility of the student to make up incomplete work.  
INCOMPLETES FOR THE 1st, 2nd, AND 3rd, QUARTER
The completion of make-up work should be done according to the regular excused absence policy. A maximum of ten (10) school days will be extended to students with incompletes to finish required work.  Ten (10) days into the following marking period all remaining incompletes must be resolved. If the student does not complete the required work within the (10) ten days they will receive a grade of “F” in the subject/course.

INCOMPLETES FOR THE 4th QUARTER AND FINAL EXAM
Students with an excused absence for a scheduled final exam may make arrangements with the school to take make-up final exams at an alternate date/time. 
All course work for the 4th quarter must be completed prior to the end of the quarter. A grade of incomplete will not be issued to students, other than those with documented reasons beyond the student’s control, such as a disability. 

LOSS OF COURSE CREDIT

A student absent without excuse for 18 or more days in a school year, accumulates 9 or more absences in a two marking cycle course, 4 or more absences in a one marking cycle course shall not receive credit for that course.
NOTIFICATION PROCESS
A) Warning Letter

The classroom teacher will generate a form letter (Notice of Concern) that will be mailed to the home of the student informing the parent/guardian that because of excessive absences, their son/daughter is in danger of being denied course credit. A copy of the letter will also be sent to the student’s guidance counselor/case worker. This letter will be generated at the third absence per four cycle course.
B) Phone Call to Parent/Guardian

A phone call will be made to the parent/guardian of the student alerting them that because of the child’s excessive absences, he/she is in danger of being denied course credit. The call will be made by the teacher at the sixth absence per four cycle course.

       C) Notice of Concern Letter

Once a student has exceeded the allowable number of absences for a course, the designated administrator will send to the home of the student a certified “Notice of Concern” letter for excessive absences in a course. This letter will be generated when absences reach 9 days per four cycle course. Copies of the letter will be sent to the teacher and the supervisor of guidance. 
THE APPEALS PROCESS
The parent/guardian of the student who believes that there is a valid reason to have course credit reinstated can make a formal written request for a hearing before the appeals committee:

1. Upon receipt of the Notice of Concern letter, the parent/guardian of the student must notify the administration in writing within five school days of receipt of the letter for the intent to petition the appeals committee for credit reinstatement.

2. A hearing before the appeals committee is scheduled by the administration.

3. The appeals committee will render a decision by majority opinion and will notify the parent/guardian by certified mail.

4. The appeals committee will render a decision within five school days. The committee chair will send written notification of the committee’s decision by certified mail to the parent. Copies will be sent to the teacher, guidance counselor/case manager and committee members.

Within five (5) school days of any decision, an administrator responsible for discipline will automatically review all decisions adverse to the student. If a student, parent or guardian wishes to be interviewed and/or to provide additional information to the administrator, they must arrange for such an interview and/or to provide such information within this five (5) day period. The parent/guardian and student will be notified by certified mail of the decision of the administrator. The parent/guardian and student who believes there is a valid reason to appeal the decision of the 
administrator can appeal to the superintendent of schools in writing within five (5) school days after receiving the administrator’s decision. As permitted by law, an aggrieved student, parent/guardian may appeal the decision of the superintendent to the Orange Board of Education.
STUDENT RECORDS

Every school system collects and maintains a system of records on the students enrolled in its schools. A student’s school record generally contains information about the student’s academic and personal progress through the school system.
CONFIDENTIALITY
No one may see a student’s school record without the permission of the student’s parent, except certain certified school personnel, secretarial, and clerical personnel acting under their direct supervision.  Accrediting organizations, staff of the State Department of Education, state protective services agencies and bona fide researchers who have provided the chief school Administrator with prior written assurance that the records will be used under strict conditions of anonymity and confidentiality are also permitted access.
FERPA

The Family Education Rights and Privacy Act of 1974, commonly known as FERPA, is a federal law that protects the privacy of student education records.  Students have specific, protected rights regarding the release of such records and FERPA requires that institutions adhere strictly to these guidelines.  Therefore, it is imperative that the faculty and staff have a working knowledge of FERPA guidelines before releasing educational records.

Educational Records
FERPA gives students the following rights regarding educational records: 

· The right to access educational records kept by the school; 

· The right to demand educational records be disclosed only with student consent; 

· The right to amend educational records; 

· The right to file complaints against the school for disclosing educational records in violation of FERPA. 
Students have a right to know about the purpose, content, and location of information kept as a part of their educational records.  They also have a right to expect that information in their educational records will be kept confidential unless they give permission to the school to disclose such information.  Therefore, it is important to understand how educational records are defined under FERPA.  Educational records are defined by FERPA as: 

Records that directly relate to a student and that are maintained by an educational agency or institution or by a party acting for the agency or institution. 
  
Educational records are directly related to the student and are either maintained by the school or by a party or organization acting on behalf of the school.  Such records may include: 
· Written documents; (including student advising folders); 

· Computer media; 

· Microfilm and microfiche; 

· Video or audio tapes or CDs; 

· Film; 

· Photographs.
Any record that contains personally identifiable information that is directly related to the student is an educational record under FERPA.  This information can also include records kept by the school in the form of student files, student system databases kept in storage devices such as servers, or recordings or broadcasts which may include student projects.
HOMEWORK POLICY

Homework is an extension of the school day and an integral part of the school’s academic program.  Teachers are expected to give homework assignments daily.  Homework is to be checked and graded upon its submission and returned quickly to students. 

Homework provides a student with additional practice and exposure to similar or new materials.  It reinforces what was learned in the classroom and helps develop positive study habits.

It is the student’s responsibility to complete all homework assignments.  Teachers will notify parent (s)/guardian(s) whenever a student repeatedly fails to do his/her homework.  Repeated failure to complete homework assignments will result in a deduction of points as well as a poor or failing grade.
AMOUNT OF HOMEWORK
The amount of time which students should spend on homework will vary due to individual differences and the homework assignment.  Students should be prepared to spend an average of 30 - 45 minutes on each academic subject daily.  Periodically students will need to spend 2 ½-3 ½ hours on an assignment. 
PURPOSE OF HOMEWORK
Some of the purposes of homework assignments are to:

1. Strengthen academic skills. 

2. Extend classroom learning.
3. Stimulate further interest in a subject area. 

4. Reinforce independent study skill and habits. 

5. Develop initiative, responsibility and self-direction.
6. Stimulate worthwhile use of leisure time. 

7. Acquaint parents with schoolwork.
HOMEWORK DURING ABSENCES
All class work and homework assignments missed due to absences are to be made up within the time period specified in the Attendance Policy.  The student is expected to show initiative in seeking out a teacher to determine what assignments were missed and when they will be due.  Work may be sent home to any student involved in an extended absence due to illness.
HOMEWORK/STUDY TIPS

Studying is one of the biggest issues for students.  If a student does not know how to study, than the results will inevitably be poor grades and a loss of confidence within the student for their academic abilities.  Here are a few homework and study tips that can really benefit at all levels of education.  Most of these tips are plain common sense, tried and supported by students and teacher:

· Find a quiet spot at home with minimum disruption and good light where you can concentrate on what you are doing.
· Make a schedule of when to study, include how long to study each time, when to take breaks and for how long, and what to study.  Test it for one week; make necessary revisions, then stick to your schedule.

· Don’t allow yourself to fall behind in your studies.
· Keep good notes.  Organize them immediately following class, while ideas are still fresh in your head and review them that night.

· Information is remembered best if recalled within twenty-four (24) hours, according to psychologists.  Be sure to review frequently.

· Prepare for tests and examinations in advance.  Start with a review of notes, set up a study schedule, listen for teacher tips on what to cover, ask what type of exam is expected essay questions, true/false, multiple choice, short answer, oral, presentation, etc.

Learning to study takes time.  Studying is a combination of being a good listener in class, asking the right questions on material not understood, doing homework and assigned studies, and reviewing regularly.
NEW JERSEY STATE ASSESSMENTS

NEW JERSEY ASSESSMENT OF SKILLS AND KNOWLEDGE (NJ ASK)

The New Jersey Assessment of Skills and Knowledge (NJ ASK - 8) is the state test for 

eighth-grade students.  It is designed to give you and your school information about each student’s achievement in the areas of Language Arts, Mathematics and Science as required by New Jersey’s Core Curriculum Content Standards (NJ CCCS).

Additional information regarding New Jersey statewide assessments can be found on the NJDOE website at

http://www.state.nj.us/education/assessment
PRELIMINARY SCHOLASTIC APTITUDE TEST (P.S.A.T.)

The administration has determined that there is great value in providing eighth and ninth grade students with the opportunity to take the Preliminary Scholastic Aptitude test (P.S.A.T.).  The guidance department will provide all faculty and staff members with a schedule for testing. The P.S.A.T administration date will be determined and additional information will be provided to all instructional and support staff at the appropriate time.

PARTICIPATION IN EXTRACURRICULAR ACTIVITIES

Extra curricular activities are those sponsored and sanctioned by the Orange Board of Education, but do not offer credit toward promotion or graduation.  Extracurricular activities will take place following the conclusion of the regular school day and are open to individual students who voluntarily choose to and are qualified to take part in those activities.

Students who choose to take part in extracurricular activities must meet the following criteria in order to be eligible to participate:  

1.  Must been in compliance with all academic responsibilities.

2.  Must be aware of the proper location and report to the extracurricular  

      activity or event on time.                                                         

3. Student(s) must be present in school on the day(s) an activity/event is to 

take place.
          4.    Must not be suspended or assigned detention.

          5.    Must conduct themselves with dignity and respect and are expected to 



    treat others accordingly.   
Teacher’s Comments

Report Card and Progress Reports

1. Excellent Progress
2. Enthusiastic, Cooperative, Actively Contributing
3. Improving
4. Meeting Course Requirements
5. Unprepared for class
6. In danger of failing
7. Inattentive in class
8. Inappropriate behavior, disruptive
9. Poor attitude
10. Lack of participation
11. Use of profanity
12. Excessive absences/tardiness
13. Incomplete assignments/no homework
14. Not working up to ability
15. Need to report for extra help
16. Poor test grades
17. Outstanding obligations
18. Poor quality of work, assignments, tests, etc.
19. Mandatory conference, contact guidance office
· Progress reports will be administered mid-point during marking cycles, one, two,


 three and four.  There must be at least two comments per subject.

· All students who are absent for any reason should be allowed to make up missed work.

· At least one open-ended question must be included on every announced test. 

A CLOSER LOOK AT THE FAMILY ADVOCATE SYSTEM

Meeting Times:    Thursdays, 2:00 pm to 2:40 pm 
The Family Advocate System helps small learning communities achieve their ultimate goal of improved student performance.  As a family advocate, you take special responsibility to help a manageable number of students succeed in school and to engage their families in working toward that same goal.

To students, having a family advocate means having someone in their corner, day after day, no matter what challenges present themselves.  To teachers, being a family advocate means building strong and lasting relationships that will cheer on successful students and put floundering students back on course.  It means making sure that every student is known – and watched over – by someone in the school who cares about that particular young person.

In most secondary schools today, sheer numbers make it hard to form close relationships.  With so many students across multiple classes, teachers’ interactions with families tend to be geared toward rules and problems rather than constructive and positive teamwork in support of their child’s education.  Experienced family advocates find that building a personal relationship with a small group of students and their families is highly rewarding.  At the same time, they have assurance that all students will have someone who advocates for them within their SLC.

SUMMARY OF A FAMILY ADVOCATE’S RESPONSIBILITIES

·  
Meet with students assigned to your advocacy group at the beginning of the school year, get to know them as individuals and meet with the group at least weekly during the family advocacy period;
· 
Maintain personal contact with each student in your group throughout the year with at least a five-minute, weekly check-in;
· 
Contact the families of your students at least once a month;
· 
Hold at least two family conferences (one a semester) with students and their families together during the school year;
· 
Meet regularly with your SLC colleagues to share information and monitor students’ academic and behavioral progress; and
·    Act as an advocate for your students within the school; 
·    Refer students and/.or family members to the support services they need in the school or the community.
POSITIVE BEHAVIOR SUPPORT (PBS)
The goals of the PBS is to educate our students and develop Positive Behavior Support in our school by creating an environment that encourages and support pro-social student behavior at school, classroom, and individual student levels using current, research validated practices in a positive behavior support.

Orange Preparatory Academy will begin the school year with the program being introduced immediately.  This will be done in the following manner.

1. 
Teachers will be introduced to the Office Discipline Referral (ODR) which is the discipline form sheet that will be kept by the teacher and all infractions will be recorded.  This form will later be shared within the Small Learning Community and with administrators.   Further instruction will follow.

2.    Recognition to students will be shown as a School Wide Program.  Slips/Tickets will be given to any student by any adult for any positive behavior shown.  Recognition is for any student just following the rules, showing respect to others and making a difference at Orange Preparatory Academy. 

3.    Drawings will be done monthly.  Two students from each Small Learning Community and an additional two for both 8th and 9th graders will be drawn, total fourteen (14) per month

4.    We are trying to configure a reward system for those students who have never had an ODR written.  This special drawing will be later discussed when all the recognition drawings are in place.

5.    Students who do not comply to the Positive Behavior model will be written up in the Orange Preparatory Academy’s Office Discipline Referral (ODR) form, indicating the minor/and or major infractions.

ORANGE PREPARATORY ACADEMY
PROCEDURES FOR FIELD TRIPS

Staff members will have all of the following completed a minimum of sixty (60) days prior to the trip date:
1. After determining the date, price, and trip participants, fill out the following forms:

· 2 page Field Trip Request form

· Bus Request Form

· Requisitions for each check needed

· Student information sheet

· Master permission slip

2. Turn in Field Trip Request form, bus form with prices, requisitions, and student information sheet to the Facilitator. 

3. Distribute permission slips to students, and collect student fees, if any

4. Facilitator will code in requisitions and complete budget summary section at the bottom of page 1 of the Field Trip Request form.
5. Facilitator forwards forms to Principal for signatures.
6. Principal approves or returns forms to staff member who generated them.  If approved, Principal signs and forwards all forms to the Main Office secretary.
7. Main Office secretary inputs budget information and secures a purchase order number.  Paperwork is copied and forwarded to the Director of Curriculum and Testing’s secretary to be placed on the Board agenda.
8. The Director approves, signs, and forwards to the Assistant Superintendent or disapproves and returns forms to staff member.
9. Assistant Superintendent approves, signs, and forwards to the Superintendent or disapproves and returns forms to staff member.
10. Superintendent approves, signs, and forwards to the Business Administrator or disapproves and returns forms to the staff member.
11. The Board passes a resolution to approve and returns forms to the business office for check distribution or disapproves and returns forms to staff member.
12. Business office sends out payments for entrance fees and transportation, and sends completely signed form to the involved school.
13. Staff member who started this process collects money, permission slips, chaperones, and students and off they go!  It is the responsibility of the staff member who started this process to ensure that all teacher chaperones have coverage.  No students may be left behind without meaningful work and a substitute.

Your need to speed up this process, for whatever reason, will greatly affect every one of the 13 steps.  Please plan accordingly.
ORANGE PREPARATORY ACADEMY WELLNESS PROGRAM

The Child Reauthorization Act of 2004 required that every United States school district participating in the National School Lunch and/or Breakfast Program develop and implement a local “wellness policy.”  The Orange Public Schools implemented such a policy during the 2006-2007 academic school year that reflected the policies of the Alliance for a Healthier Generation in association with the American Heart Association and the William J. Clinton Foundation.  “The Orange Board of Education is committed to promoting “Wellness” throughout the district.  The Board of Education seeks to improve students’ nutrition and physical activity in schools by collaborating with diverse stakeholders.  The Board of Education recognizes that students need access to healthful foods, quality nutrition education and opportunities to be physically active during the regular school and extended day.  Furthermore, the district will plan and implement a staff wellness program that addresses employee health and fitness needs.
PERMANENT RECORDS
Block 1 A-Day teachers are responsible for the accuracy and maintenance of the DR records.  All final grades and NJASK Assessments must be added to the file at the end of the school year by the Block 1 A-Day teacher.  A permanent file should never be taken from the school building.

STUDENT SUPPORT TEAM
Students who are failing, exhibiting emotional or severe behavior problems, excessive tardiness or absences and physical challenges should be referred by the teacher and or SLC team or the SSST team.  An outlined action plan and possible modifications should be outlined for the student.  A parent conference is essential.  Remember the SSST process is intended to help teachers identify strategies to help struggling students.  It may or may not lead to a special education referral.
MODIFICATION RECOMMENDATIONS
1. Use a checklist for assignments.

2. Use a behavior contract.

3. Use a timer to encourage more efficient work habits.

4. Organize assignments into short, structured units to increase on-task 


behavior.

5. When marking papers, identify items done correctly as opposed to items 


done incorrectly.
6. Institute a consistent feedback program between school and home.

7. Stress responsibility for own behavior.

8. Encourage student to draw or act out different emotions in a supervised 


activity.
9. Encourage successful participation in small groups of classmates (a project, 


play, sports, etc.) by carefully assigning responsibilities.

10. Pair the student with another child and engage them in an activity that 


requires cooperation between the two to achieve a common goal.

11. Involve student actively in class discussions, projects and daily work rather 


than letting him/her be isolated.

12. Consider a seating arrangement that maximizes class participation.
13. Referrals to counseling and/or tutoring.
Student Support Services Team/Intervention & Referral Service Process

1. The referring teacher must complete and return the Initial Request for Assistance Form to the Chairperson of the SSST/IR&S.  The form can be obtained from the school Social worker or Guidance Counselor.

2. The Chairperson and the team will review the Initial Request for Assistance Form for the referred student and assign a Case Coordinator.

3. Each teacher who teaches the referred student will receive a Teacher Information Form from the Case Coordinator.  It must be complete and return to the Case Coordinator.

4. The teacher who made the initial referral will receive a Primary Teacher Information Collection Form from the Case Coordinator.  It must be complete and return to the Case Coordinator.

5. The Case Coordinator will have a brief meeting with teachers to discuss the detail characteristics of the referred students (i.e., strengths, academics, behavioral, emotional, etc.) 

6. The school Nurse and Guidance Counselor will receive Health and Counseling Forms respectively.  It must be complete and return to the Case Coordinator.

7. SSST/I&RS will evaluate the data that has been collected to determine an Action Plan for student success.  A recommended Action Plan will be given to the Case Coordinator.

8. The Case Coordinator will schedule a meeting with the teachers, parent(s)/guardian(s) and the referred student to discuss a plausible Action Plan that includes an appropriate timeline to achieve goals and objectives.

9. The Case Coordinator will follow-up on the Action Plan with the teachers, parent(s)/ guardian(s) and the referred student to determine if additional modifications are needed.

10. Chairperson will send a notification to the referring teacher that the student’s case has been closed or referred for additional supportive services.
Lesson Plan Due Dates

Orange Preparatory Academy
2011 - 2012
	Due Dates 
	Includes

	September 12 2011
	 September 8-23, 2011

	September 26, 2011
	September 26 - October 7, 2011

	October 10  2011
	October 10 -October 21, 2011

	October 24, 2011
	October 24- November 4, 2011

	November 7, 2011
	November 7 -November 18, 2011

	November 21,2011
	November 21- December 2, 2011

	December 5, 2011
	December 5 - December 16, 2011

	December 19, 2011
	December 19,  2011 –

December 23, 2011 

	January 09, 2012
	January 9, 2011- January 21, 2012

	January 23, 2012
	January 23, 2011- February 3, 2012

	February 6,2012
	February 6, 2012- February 17, 2012

	February 27, 2012
	February 27, 2012- March 09, 2012

	March 12, 2012
	March 12, 2012- March 23, 2012

	March 26, 2012
	March 26, 2012 - April 6, 2012

	April 16, 2012
	April 16, 2012 - April 27, 2012

	April 30, 2012
	May 1, 2012 - May 11, 2012

	May 14, 2012
	May 14, 2011 - May 25, 2011

	May 29, 2012
	May 29,2011- June 8, 2012

	June 11, 2012
	June 11 – 22, 2012


Minor Offense
	First Offense
	Teacher determines action taken
	Fill out Office Discipline Referral (ODR) have student initial, retain in personal file

	Second Offense
	Teacher determines action taken according to the action taken outlined on the ODR form
	Fill out ODR have student initial, retain in personal file.

	Third Offense
	Fill out ODR, bring to the Assistant Principal

· Mr. Medley 9th (Rm 211)

·  8th (Rm 111)
	Review situation with Assistant Principal to determine action to be taken.


Major Offense

· Fill out ODR and send to Assistant Principal.  If student is immediately sent to the Assistant Principal’s office, the ODR must accompany or follow.

· The assistant principal will determine action taken.

Contact the principal if any of the following occurs:  Police, ambulance, hospital, drugs, alcohol, assault on staff, or weapons are involved. 

SMALL LEARNING COMMUNITIES

COMMON PLANNING TIME(S)
Meeting Schedule
	SLC
	Block Schedule

for

Common Planning


	Meeting Days
	Location
	Start Time

	Health Science
	Block 2
	Tuesday and Wednesday
	Attic


	10:15

	Law
	Block 4
	A Days

(except Fridays)
	Attic


	1:30

	Business Tech.
	Block 1
	Tuesday and Wednesday
	Attic


	8:30

	Arts
	Block 3
	A Days

(except Mondays)
	Attic


	11:30


DAILY ANNOUNCEMENTS

SMALL LEARNING COMMUNITIES 
Monthly Morning Announcement Schedule

SLC                                                   Month

	ARTS

	September, January,      May

2011           2012           2012

	BUSINESS TECHNOLOGY

	October,    February,       June

2011          2012              2012

	HEALTH SCIENCE

	November, March

2011           2012

	LAW

	December, April

2011          2012


SMALL LEARNING COMMUNITIES PLANNING LANES
	BUSINESS TECHNOLOGY

	BLOCK 1

	HEALTH SCIENCE

	BLOCK 2

	ARTS

	BLOCK 3

	LAW


	BLOCK 4


Please send all notices to the main office the day before if you wish to include them in the morning announcements.  Each SLC will be responsible for monthly morning announcements.

Orange Preparatory Academy
Bulletin Board Schedule

2011-2012
	Location
	First Floor Display Cases
	Bulletin Board Across from the  Main Office
	Cafeteria Bulletin Board
	Science Alcove Display Cabinets
	Third Floor by 312

	September

2011
	Summer Thematic Unit
	Summer Thematic Unit
	LAL-Word of the Week
	Health Science SLC Welcome
	Special Ed. Dept.

Welcome

	October

2011
	Business Technology

SLC
	Arts 
SLC
	LAL- Word of the Week
	Law 
SLC
	Mathematics

	November

2011
	Science Dept.
	ESL/Bilingual
	LAL- Word of the Week
	Health Science SLC
	Social Studies

	December

2011
	Business Technology SLC
	Physical Ed. Dept.
	LAL- Word of the Week
	Arts
 SLC
	Unified Arts

	January

2012
	Unified Arts
	Law
 SLC
	LAL- Word of the Week
	Health Science SLC
	LAL

	February

2012
	Social Studies-Black History Month
	Science- Black History Month
	LAL- Word of the Week
	Business Technology SLC
	Special Ed. Dept-Black History Month

	March

2012
	Arts- Music in Our Schools Month
	Social Studies Department- Women in History
	LAL- Word of the Week
	Law 
SLC
	World Languages SLC

	April

2012
	Law 
SLC-Poetry Month
	LAL-Poetry Month
	LAL- Word of the Week
	Health Science SLC
	Mathematics

	May

2012
	ESL/World Languages

Cinco de Mayo
	Mathematics
	LAL- Word of the Week
	Arts 
SLC
	Social Studies

	June

2012
	Health Science SLC

Year in Review
	Arts- Year in Review
	LAL- Word of the Week
	Business Technology SLC
	LAL- Year in Review


SCHOOL SAFETY EMERGENCY PLAN
FIRE DRILL INSTRUCTIONS
1. Classes will walk out of rooms in single file.
2. No running or talking will be permitted during the fire drill in order that all students may hear instructions at all times.
3. Teachers will see that all doors are closed after verifying that all students are out of the classroom.
4. In the case where the designated exit is blocked, the teacher will select another exit.
5. Instruct students, who may find themselves out of the room during the fire alarm, to leave the building immediately by the nearest exit and report to their class or stay with the class nearest to them.  Teachers must keep sign out log during fire drills to ensure the safety and location of the student that is not present.

6. Each teacher must check the roll book and report immediately any person absent that should be present.  Report those absences to your assigned assistant principal.  Please note that the class roll book and attendance cards must be in the hands of the teacher.

7. Classes will be held together on the grounds and teachers will ensure that students are silent at this time.  Teachers who are in prep at this time should assist other teachers.  This should not be used as a social moment.  Each teacher is to direct his or her class back at the end of the drill, observing good order and silence.

ORANGE PREPARATORY ACADEMY LOCKDOWN PROCEDURES

1. Lockdown with Warning Procedures 

“CODE BLUE”


The following procedures should be followed when the threat is outside the school building:

· Building administrator orders and announces “Code Blue” over the intercom system.  This announcement will be repeated several times.

· Security will lock all external doors.  Students in hallways are to seek shelter in the nearest classroom.

· Security will clear hallways, restrooms and other rooms that cannot be serviced.

· All teachers should secure and cover classroom windows.

· Move all persons away from the windows.

· Take attendance of students in each classroom.

· Prepare a list of missing and extra students in the room.
· Control all movement, but continue classes.

· Move on announcement only.
· Once the threat has subsided, the building administrator announces “all clear” over the intercom system.

2.
Lockdown with Intruder     
 “CODE RED”
The following procedures should be followed when the threat or intruder is inside the school           building:
· Building administrator orders and announces “Code Red” over the intercom system.  This announcement will be repeated several times.

· Immediately direct all students, staff, and visitors into the nearest classroom or secured space.
· Teachers should lock classroom and other doors.

· DO NOT lock exterior doors.

· Students in hallways are to seek shelter in the nearest classroom.

· Move students away from the windows and doors.  Keep all students on the floor and turn off the lights.

· Take attendance of students in each classroom.

· Prepare a list of missing and extra students.

· DO NOT respond to anyone at the door until “all clear” is announced.

· Keep out of sight.

· Everyone is to remain quiet and not enter hallways.

· Should the fire alarm sound, do not evacuate the building unless:

· you have first hand knowledge that there is a fire in the building, or 

· you have been advised by the Police/Security to evacuate the building

· When the threat is over and the intruder has left the building, the building administrator will announce “all clear” over the intercom system. 
FACILITY SAFETY
All exits to classrooms and buildings must be clear and accessible at all times.  Make sure there is nothing blocking your fire exit door.  Evacuation plans and procedures must be posted on the classroom wall beside the main door. 
FORMS




AFTER COMPLETION 








DIRECT TO

· Staff Absentee form (to be used for all absences)

Main Office

· Stipend Time Sheet





Main Office

· Substitute Teacher Form





________

· Workshop/Conference/Attendance Request (long form)

Main Office

· Workshop/Conference/Attendance Report  (long form)

Main Office

· Material Management (bulk copying to Mr. Markel OHS)
Mr. Markel – OHS

· Book Assignments (Teacher Student use)


__________


· Hall Pass (Teacher/Student use)




__________

· Student Daily Attendance Sheet




Room 111

· Attendance Referral





Guidance/Deborah Moore
· Class Cut Slip






Assistant Principal 
· Dress Code Violation





Assistant Principal 
· Notice of Concern






Parent/Guardian

· Requisition – Purchase Orders




Main Office

· Field Trip Request (long form from the office)


Main Office

· Field Trip Request –Chaperon (long form from the office)
Main Office

· Field Trip Permit - Parental Consent Form 


After Completion – to Parent/Guardian

· Field Trip List of Students




Keep with copies of trip documents

· District Bus Transportation Request Form


Main Office – Submit with Trip Info.

· Chartered Bus Transportation Request Form


Main Office – Submit with Trip Info.

· Catering Worksheet (Use for trips and special occasions)
Main Office

· Request for Use of District Facilities Form


Mr. Medley

· Request for use of Auditorium (long form from the office)
Mr. Medley

· Referral to Nurse






Nurse

· Technology Use Form (Student)




After parent and student signatures to Mrs. Epps
· Technology Use Form (Teacher)




After teacher signature to Mrs. Epps


· Student Discipline Report





Principal/Assistant Principal /Guidance

· ODR – Office Discipline Referral Form



Principal/Assistant Principal /Guidance

· Maintenance Request (Refer to Custodians)


Main Office

· Professional Improvement Plan




Complete and return to the Main Office                       
                                                                                                at the end of the school year 
All forms can be obtained from the Main Office[image: image4.wmf]
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