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STANDARD OPERATING PROCEDURES 

SY 2021-2022 

 

1. 8:15 a.m. – All staff must sign in via the biometric clock or virtually via email  

2. 8:15 a.m. – Breakfast in the classroom. Teachers finalize preparations for virtual instruction  

3. Teachers will pick up their students from the assigned area.  Teachers are expected to 

be on time. Staff are reminded that the in-school and virtual instructional day begins 

promptly at 8:30 AM. Teaching staff are expected to monitor their students beginning 

at 8:15 AM.   

4. Attendance is taken daily by the classroom teacher only in Genesis.   

5. Entry and Exit is through the Front Entrance. All other exits are to be used during 

emergency evacuations ONLY.  This is a mandate not a request.  

6. 8:30 a.m. – 1st BLOCK BEGINS PROMPTLY AT 8:30 A.M. NO EXCEPTIONS 

7. All teacher’s schedules, names and room numbers must be posted outside classrooms. 

8. 3:00 p.m. – 3:20 p.m. – The additional State Mandated twenty minutes must be 

utilized to support physical activity for students in grades K-5 ONLY.  It will be 

utilized for academic intervention for students in grades 6 and 7. 

9. The objective is to be written on the board daily. The only objective on the board should be 

the one(s) that being taught during that class at that time.  Even though you may be 

teaching the same students the next period, the objective on the board should only relate to 

the objective of that period.  The focus of each child is to be solely on the intended 

outcome of the objective(s) being taught.  The objective should be written and explained so 

that the students understand the intended expectation.  The objective should be visible, 

legible, and appropriate to the grade level. 

10. Teachers may not sit at their desks during instructional time, unless they are with a 

group of students. 

11. Textbooks – the textbooks are issued to teachers and teachers assign them to students.  

Each textbook must be numbered. Make the numbers consecutive across the grade level.  

The teacher is responsible for keeping an accurate tracking system of these textbooks.  

12. Follow administrator approved schedules and observe indicated times.  Any change 

(cancellation, change of period, make-up, etc.) can only be determined by the principal. 

13. All students (K-7) must be escorted to their assigned seats in the multipurpose room for 

lunch.  Students being detained for lunch must be escorted to and from the lunchroom by 

the detaining teacher, after the student(s) have received their lunch.  They are not to be left 

in the cafeteria for lunch detention.   

14. Classes should walk through the corridors in two single lines to your right (Right Arm).  

The classes should move while remaining to the right quickly and quietly.  Students are to 

move to the right in the halls at all times. 

15. Remember that the first line of discipline begins with the teacher.  You should first 

attempt to resolve your own problems.  Your efforts should be well documented.  NO 

STUDENTS IN THE CORRIDORS WITHOUT A PASS.  SECURITY WILL ESCORT 

STUDENTS BACK TO CLASS WITHOUT A PASS.  ALL STUDENTS AT 

CLEVELAND STREET SCHOOL MUST HAVE A PASS WHEN LEAVING THEIR 

RESPECTIVE CLASSROOM.  THIS IS NON-NEGOTIABLE.   

16. Always inform parents one day in advance when you are keeping their children after school 

and inform your administrator.  An open line of communication between the school and 

home are critical. 

17. Staff members must read their email daily and respond accordingly in a timely 

manner! 
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18. Students are expected to remain in the classroom for the duration of the class period to 

benefit from the full lesson.  Teachers will restrict the use of passes.  They will be issued 

for emergencies only, or to permit a student to use the lavatory, or to seek medical 

attention.  Students in the corridors must always have a pass (ONE PASS PER 

STUDENT).  A sign out log must be well-maintained.  Abuse of privilege is the teacher’s 

responsibility to correct. 

19. Any student that is excused from the room with a pass must sign their name, destination, 

time out and time in on the Sign In/Sign Out Log.  Teachers must monitor this process.  

(Grades K-7). 

20. Students may not go to the nurse’s office without a pass and a note from the classroom 

teacher.  The note should indicate the reason for the visit unless there is an extreme 

emergency.  Some of our students take medication during the school day.  It is the 

responsibility of every homeroom teacher to know the medical status of every child as it 

pertains to receiving medication in school.  The nurse is the only staff member who has the 

authority to administer medication of any kind. 

21. We are all responsible for all our students.  Students that you are assigned to teach are your 

responsibility whether they are with you or away from you. 

22. Parent visitations to the school are welcomed.  Teachers are required to send written 

notification of the conference to be held during the teacher’s preparation period or after 

3:20p.m. on said date and time to the home.  Parents, upon entering the building, must 

present their conference notification letter.  Please inform the main office of parent 

conferences in writing.  Visitors must enter through the main entrance, sign in the logbook, 

and state business in the main office.  You will receive a call from the office staff 

indicating the arrival of a visitor.  If it is a preparation period, please report to the office 

immediately to meet the visitor or come to the main office if you are not in your room. 

23. Staff members are not permitted to leave the building without authorization from the 

principal (except for lunch).  Preparation Periods are for planning and preparing for 

students.   

24. Dismissal is at 3:20 p.m.  All teachers are to escort their last period class to the to their 

designated waiting room area in the multipurpose room.  Teachers are to remain with 

their students or at their assigned post until students board the bus.  Instruction 

continues until that time.  Students should not be sitting around and losing valuable 

instructional time awaiting the sounding of the bell.   

25. Homework is to be assigned daily (THIS IS NOT OPTIONAL).  Refer to the District’s 

Grading, Promotion and Retention Guidelines.   

26. Substitute folders need to be retrieved from the office and completed prior to your absence.  

All requisite documents need to be included.  The substitute folder needs to be returned to 

the office with all pertinent information attached.  The substitute teacher will pick up and 

return your folder to the main office at the end of the day.  These plans should reflect 

current instruction in the classroom.  A minimum of 5 days of instruction must in the 

folders at all times. THE SUBSTITUTE FOLDER MUST BE UPDATED MONTHLY.   

27. Absenteeism – All absences must be reported no later than 6:45 a.m. This will ensure that a 

substitute will be assigned to cover your class during your absence. 

28. Hand-held electronic games, MP3 Players and other entertainment devices are not allowed 

in the school.  They are to be confiscated, labeled and delivered your respective 

administrator. 

29. During the length of any suspension, a student will not be eligible to participate in any 

extracurricular activities.  A suspension terminates when the student attends school on the 

first day following the last day of suspension.  Only the principal may suspend.   
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30. Students who achieve perfect attendance and/or honor roll status during a marking period 

will receive recognition.   

31. Staff are reminded to implement Restorative Questioning to resolve discipline issues, and 

Restorative Circles to set the tone of the day and/or week.  

32. Sexual Harassment/Bullying, Harassment, and Intimidation – The Affirmative Action 

Officer is Shebra Jones-Desmuke x6019.  If you have any questions or concerns, please 

feel free to contact her.  

33. Lesson Plans must include instructional objectives, cross curricular connections, homework 

assignments, technology integration, NJSLS and in full alignment with curriculum and 

pacing guides.  WEEKLY LESSON PLANS ARE TO BE POSTED FOR 

ADMINISTRATIVE REVIEW ON FRIDAY AFTERNOONS BY 3:00 PM (SEE 

ATTACHED SCHEDULED SUBMISSION DATES).  THEY ARE CONSIDERED 

LATE AFTER 3:00 PM 

34. Referral to Special Services – Seek guidance from Child Study Team Members, the 

guidance counselor and the school nurse.  Referral to the I & RS, must be channeled to the 

chairperson of the I & RS committee (Daryll Smith). Be reminded that I&RS interventions 

must take place prior to referring a student for CST evaluation.  

35. The main and lower level offices are places of vital information; you must be announced 

prior to reporting to the Principal’s Office.  The administrative assistant will 

announce you and then you may proceed to conduct your business.  The administrative 

assistant will assist all persons at the main office counter.   

36. Parent Meetings will be conducted in the Principal’s Conference Room located in the 

multipurpose area.   

37. Adhere to the implemented dress code. 

38. Active supervision is key for the general health, safety and achievement of our students.   

39. Committee participation is encouraged for all staff members. 

40. UPDATE GENESIS WEEKLY TO ENSURE THAT STUDENT GRADES ARE NOT 

COMPROMISED.  MR. PETTIT WILL CHECK EACH INSTRUCTIONAL STAFF 

MEMBERS’ GRADE BOOK TO ENSURE THAT UPDATING IS OCCURING AS 

EXPECTED.   
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PRINCIPAL’S MESSAGE   
 

   

Dear Cleveland Street School Staff,   

   

I would like to welcome everyone to the 2021-2022 school year! I hope you all had an enjoyable 

and relaxing summer and are ready for another exciting and challenging school year.   Dr. 

Fitzhugh has set the stage for our work to continue.  I am looking forward to another rewarding 

school year, and the work that lies in front of us. This work will yield many challenges that we will 

meet head on.   

   

Collaboratively we will attain our goal(s) by reaching for high standards instructionally, 

academically, and professionally.  This goal will be achieved by way of:   

 Developing and Maintaining a Growth Mindset   

 Remaining Flexible and Adaptable   

 Instructional Rigor   

o Bloom’s Critical Thinking Cue Questions   

 Purposeful Objective and Guiding Questions   

 Intentionally Focused Walkthroughs   

 Professional Development   

   

We will continue to use data to develop rigorous targeted instructional learning experiences to 

meet the needs of all our learners.  Feedback from the focused walkthroughs will allow me in 

collaboration with district directors and supervisors to provide you with purposeful professional 

development, which will strengthen your content knowledge and pedagogy.      

   

We have been charged to routinely delve deeper into student data, thus identifying areas in need of 

remediation, enrichment, and enhancement.  Once identified we will develop the appropriate 

“prescription” to address those student needs via small group and one-on-one instruction.   

 

Our collaborative efforts will ensure that we make the impossible, possible and take Cleveland 

Street School from good to GREAT!   

    

   
Sincerely,   

Robert Pettit   

Robert Pettit,   
Principal   
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The Orange Board of Education 

Vision and Mission Statement 

 

 

Vision 

  

"The Orange Public School District commits to provide a safe and caring environment where each 

student is expected to grow and succeed. We pledge to prepare all students with equitable 

opportunities for college and career readiness, leading to lifelong learning and responsible 

citizenship in a competitive global community." 

 

 

Mission 

 The Orange Public School District in collaboration with all stakeholders is responsible for 

promoting the academic, social, emotional, and personal success of all students. 

 With a commitment to academic excellence, the district provides teachers, families, and 

administrators the tools needed for all students to reach their full potential.  

 The district serves all students in our schools, acknowledging their unique backgrounds, 

cultural perspectives, and learning styles. 

 The district recognizes that curiosity, discipline, integrity, responsibility, and respect are 

necessary for success. 

 The Orange Public School District cultivates a community of 21st century learners where 

students take ownership of the learning process, achieve high standards of excellence, and 

focus on academics.  

 

Good to GREAT! 
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Cleveland Street School 
 
 

 

SCHOOL VISION 
 

Our vision is to prepare our children for the future, which will require them to 

demonstrate competencies throughout every phase of their educational experience.  

They must be able to collaborate, understand and reason effectively using higher 

order thinking skills.  In order to be productive and viable citizens in this 21st 

century, they must also be proficient in the use of state-of-the-art technology. 

 

 

 

 

SCHOOL MISSION 
 

Cleveland Street Elementary School is committed to the delivery of instructional 

services, which will provide a safe, positive, and challenging climate conducive to 

teaching and learning.  The Common Core State Standards along with brain-based 

research activities will be our guiding principles in achieving our mission. 
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ATTENDANCE  

 

All staff members must sign in daily via the Biometric Clock and/or virtually via email and be at 

their assigned duty by 8:15am (as per contract).  If you are going to be absent, including 

professional development, you must log your absence in Source4Teachers prior to 6:45 a.m. 

the day of your absence.  If you have not signed in using the Biometric System you will be 

marked absent and will have to prove your attendance to human resources. 

 

Taking Pupil Attendance: 

 Attendance must be put in Genesis DAILY no later than 9:00 a.m.  

 Fill out an Attendance Referral Form for students with excessive unexcused absences, 

tardiness, or suspicions that the student may live out of the district.  Attendance Referral 

Forms are to be placed in the mailbox of the School Counselor. 

 Religious holidays:  A child can not be penalized for being absent for observing their faith.  

A list of holidays will be disseminated once it is received from Central Office. 

 

 

Arrival/ Dismissal: 

 Staff members must sign in and out using biometric or Via email (as per contract). 

 Students should not be in the hallways or classrooms unsupervised. 

 Students MUST be picked up promptly by 8:15 a.m.  You are responsible for your own 

homeroom class.  If an emergency arises, you MUST notify the main office immediately. 

 Instruction begins promptly at 8:30, no exceptions. 

 Students will be dismissed at the end of the afternoon announcements at 3:20 p.m. 

  

 

Homeroom Procedures:   

 Take daily attendance in Genesis.   

 Establish homeroom routines from the first day of school.  Student’s MUST hang coats and 

book bags in the closet.  Nothing should be left on the chairs or on the floor. 

 Morning exercises/do-now’s should be posted and ready for students to begin working at 

8:30 a.m. It is a good idea to get them ready before you leave each afternoon. 

 

 

Flag Salute/School Pledge: 

 All movement and activity must stop during the Pledge of Allegiance. 

 Teachers, you MUST teach the students the Pledge of Allegiance  
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STAFF PROFESSIONAL DRESS (See Attached Policy) 

 

Staff members are to dress in professional attire, regardless of weather conditions outside of the 

school building.  Physical Education and dance instructors may dress in job related attire. 

 

 

LUNCH APPLICATIONS 

 Lunch applications are due to Ms. Davis on or before Thursday, September 16, 2021. 

 Lunch applications should be in alphabetical order. 

 Make sure the child’s name, grade, and room# are correct.  DO NOT WRITE on the top of 

the applications. 

 

 

LESSON/SUBSTITUTE PLANS (See Attached Lesson Plan Due Dates & Sub Plan Format) 

 Maintaining effective lesson plans is important in: 

 The organization of instruction and future planning 

 Assisting in monitoring the curriculum 

 Providing continuity of instruction during staff absences 

 Lesson plans MUST be submitted by 3 p.m. every Friday beginning Friday, 9/3/21 

 

Requirements: 

 Lesson plans must be maintained in Genesis  

 All plans must contain objectives, including procedures, evaluation and must 

include materials you plan to use.   

 The SMART objective must identify what the students will be able to do at the 

conclusion of a particular lesson. 

 The criteria for evaluation of the lesson must be stated.  Include page number and 

exercises both in textbooks and in teacher’s manual or an outline of points to be 

covered written clearly.   

 Homework is to be indicated at the end of the day’s plan. 

 New Jersey State Learning Standards must be documented in your lesson plan 

 

 Learning goals and Objectives for each lesson Must be written on the board 

 Substitute/Emergency Plans must be maintained in the main office.  A minimum of five 

days of plans must be kept in your file at all times.  These are due in the main office no 

later than Friday, September 20, 2019.  Additionally, all sub plans must be replenished as 

needed. 
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SUBSTITUTE LESSON PLAN FORMAT  
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HOMEWORK POLICY 

 

The primary purpose of homework is to foster a sense of student responsibility for the 

learning process through tasks requiring time budgeting and decision-making.  It is an 

extension of the learning that occurs in the classroom each day and reinforces what is taught 

and what is to be tested in the future.  The objective of assigning homework is to: 

 

 Provide for essential practice in skills 

 Enrich and extend classroom experiences and build positive work and study habits 

 Provide experiences in finding resources and gathering data 

 Encourage the development of self-discipline and integrity 

 It is expected that homework serves a valid purpose 

 

The amount of time your child should spend on completing homework assignments may vary 

from grade to grade.  Of course, for kindergarten children, the homework assignment should 

be relatively short.  For children in grades K-7 the following is a guide to the amount of time 

your child should spend on daily homework assignments: 

 

GRADE MINIMUM NUMBER OF MINUTES 
KINDERGARTEN 20 MINUTES 4 days a week 

1st GRADE 30 MINUTES 4 days a week 

2nd GRADE 40 MINUTES 4 days a week 

3 & 4th GRADES 60 MINUTES 4 days a week 

5&7th GRADES 90 MINUTES 4 days a week 

 

 

It is highly recommended that all children read at least 30 minutes a day. Parents can help by 

reading to their children or reading with their children (something that is informative or just for 

pleasure). The time-spent reading to your child/children will be invaluable.  ASSIGNMENTS 

EACH NIGHT. Remember, when the school and parents work together and collaborate, our 

children are the beneficiaries. Please access the Grading Promotion and Retention 

Guidelines on the District Website. www.orange.k12.nj.us 
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ACADEMIC GRADING 

Tests 

Authentic 

Assessments Quizzes Classwork Homework 

25% 25% 20% 20% 10% 

4 2 Minimum of 4 Minimum of 10 Minimum of 8 

Culminating Tasks  

Mid-Unit 

Assessments 

End of Unit 

Assessments 

 

 

 

 

 

Benchmark 

Assessments 

Culminating Tasks 

Module Performance 

Task 

On Demand Writing 

Published Writing 

Pieces 

 

 

 

 

Text Dependent 

Questions 

Graphic 

Organizers 

Entrance/Exit 

Tickets 

Reading Plus 

Progress/Usage 

Independent 

Reading 

Culminating 

Task 

 

 

Entrance/Exit 

Tickets 

Notebook Entries 

(i.e. stop & jots, 

reading 

responses, etc.) 

Text Dependent 

Questions 

Graphic 

Organizers 

Reading Logs 

(Independent & 

Content Read) 

iRead 

Progress/Usage 

Spelling City  

Study Island 

Reading 

Logs/Contracts 

Reading Rewards 

Text Dependent 

Questions 

Notebook Entries 

(i.e stop & jots, 

reading 

responses, etc.) 

Graphic 

Organizers 
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PARENT/GUARDIAN COMMUNICATION 

 

Teacher Conferences 
 

Parent-teacher conferences are one means by which teachers report pupil progress to parents.  

There are two regularly scheduled conferences (Nov. / Feb) each year.  This should be 

supplemented by other conferences as needed for individual students or classes.  Teachers are 

expected to initiate contact with parents if students are experiencing difficulty.  Teachers must 

maintain a communication log of their conferences and contacts or attempted contacts with parents 

in the notes section of Genesis.  Teachers must have a conference with parents of any student 

averaging a grade of 72% or below as stated in the Grading and Promotion Policy. 

 

All parents are to be informed of the child’s on-going functioning level (on grade level, above 

grade level or below grade level) and of the child’s progress or lack thereof.  Again, this should be 

recorded in your communication log in the notes section of Genesis.  No report card is to be sent 

home until a face-to-face conference is held or unless release is granted by the Principal. 

 

 

 

Additional Communication 

 

Teachers are encouraged to send positive notes/telephone calls home and not only those that 

convey negative messages.  This should be kept in your parent communication log in the notes 

section of Genesis.  Teacher must use district email or Class Dojo when communicating with 

parents / care givers in writing only. Notes/telephone calls to parents should reflect good common 

sense and information conveyed in a highly professional manner (administrative approval is 

required before any written communication is sent home). 

 

ALL STAFF MUST MAINTAIN A PARENT COMMUNICATION LOG 

WHICH MUST BE MADE AVAILABLE UPON REQUEST. 

 

 

SCHOOL VISITS 

 

Parents 

 

You must limit parent visits to non-instructional times unless it is an emergency approved by 

administration. All visitors must have a pass from the main office. Parents will not be allowed to 

report to the classroom without the pass, if they do refer them back to the main office. 
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Colleagues 

 

For instructional purposes teachers are expected to engage in cooperation and collaboration not 

only in grade level but also across grade level teams to discuss and observe effective teaching 

practices.  You cannot sit in another teachers’ classroom to have your lunch or to visit during their 

instructional time.  Teachers are free to visit with their colleagues for non-instructional purposes 

before school, during common prep, during lunch or after school.   

 

EVALUATIONS/OBSERVATIONS/WALKTHROUGHS 

 

Walkthroughs  

 

Walkthroughs of the building and virtual walkthroughs will be conducted by both the building 

administrators as well as the district level administrators and will occur on a regular basis.  The 

administrative teams will be “inspecting what we expect”.  All teachers should have schedules 

neatly posted outside of their doors and in their Google Classrooms.  Small group instruction 

should be the norm during literacy time.  Resource teachers should be co-teaching and not 

functioning as assistants to the regular teacher.  Particular attention should be given to tier 3 

students in your classes.  All students should be progressing, no matter what their 

performance levels are in September.  

 

Evaluations 

 

The school administrators shall evaluate all school personnel in the performance of their assigned 

duties (District Supervisors/Directors will also perform evaluations).  The evaluation of personnel 

will begin early in the year.  As you know we will use the Danielson Framework for Teaching 

Observation Rubric.  In-building and virtual classroom observations are conducted to strengthen 

the pedagogy of staff and improve the quality of instruction provided to students. 

 

 

MEETINGS 

 

Staff Meeting PLCs and In-Service 

 

Keep Monday afternoons free for staff and /or department meetings.  Teachers are expected to 

attend all school/district meetings to which they are assigned.  The district in-service calendar 

should be consulted.  Please be reminded that your professional day is over when all professional 

responsibilities are met. 
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CLEANING OF ROOMS 

 

Custodians have the immediate responsibility for the care and maintenance of the building and 

grounds.  In light of the covid-19 pandemic your cooperation and that of the students is 

absolutely necessary.  Please make a real effort to establish good classroom cleaning habits 

beginning the first day of school day following CDC guidelines (www.cdc.org).  Before any child 

leaves for the day, his/her desk and area of the room should be in good order.  Also, do your best 

to extend classroom cleanliness to halls, stairways and school grounds.   

SCHOOL-BASED PANDEMIC RESPONSE TEAM 

 

Cleveland Street School has established a diverse school-based Pandemic Response Team to 

centralize, expedite, and implement COVID-19 related decision-making. 

 

Name Position Contact Email 

Mr. Robert Pettit Principal pettitro@orange.k12.nj.us 

Ms. Makala Haggan School Nurse hagganma@orange.k12.nj.us 

Mr. Darryl Smith School Counselor smithdar@orange.k12.nj.us 

Mr. Babatunde Ajayi Child Study Team ajayibab@orange.k12.nj.us 

Ms. Cheryl Forbes Child Study Team forbesch@orange.k12.nj.us 

Ms. Tera Carota Child Study Team carotate@orange.k12.nj.us 

Ms. Juliana Perez School Security perezjul@orange.k12.nj.us 

Ms. Magdelena Beras Head Custodian berasmag@orange.k12.nj.us 

 

 

E-MAIL, MAIL and MEMOS 

 

You are required to check your e-mail for any memos every day.  It is a good practice to check 

before 8:15 am, again in the afternoon and one again at the end of the school day.  Also check 

mailboxes before leaving school. 

 

http://www.cdc.org/
mailto:pettitro@orange.k12.nj.us
mailto:hagganma@orange.k12.nj.us
mailto:smithdar@orange.k12.nj.us
mailto:ajayibab@orange.k12.nj.us
mailto:forbesch@orange.k12.nj.us
mailto:carotate@orange.k12.nj.us
mailto:perezjul@orange.k12.nj.us
mailto:berasmag@orange.k12.nj.us
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BULLETIN BOARDS 

 

Bulletin boards must be standards based.  The objective, rubric used and NJSLS MUST be posted.  Give 

proper attention to maintaining an attractive bulletin board.  The work should be displayed neatly 

and orderly and demonstrate cognitively appropriate learning. Keep in mind that it’s an indication 

of what is occurring in your classroom. Children’s work must contain teacher written teacher 

feedback that is geared to further the students’ learning and scored based on the rubric. This is a 

direct reflection of the professionalism of our school and the quality of service we provide to 

students, families, and the community.  

All bulletin boards must be updated by the first Friday of each month! 

 

TELEPHONE USAGE 

 

You will not be called from class to answer telephone calls unless there is an emergency.  Cell 

phones should never be used for personal use during instructional time.  Bluetooth and cell phones 

must be put away during instructional and professional development times.  

 

 

FIELD TRIPS 

 

All field trips are budgeted for 1 year in advance.  Nonetheless board approval must be given.  

Teachers must complete all required trip forms in FrontLine in a timely fashion.  ALL TRIPS 

FOR THE 2020-2021 SCHOOL YEAR MUST BE IN MLP AND APPROVED PRIOR TO 

THE WINTER BREAK!  Teachers are asked to begin to plan out of town and local field trips at 

the beginning of the school year.   Appropriate planning and follow up is expected.  Be sure to 

adhere to all board of education policies/procedures. 

 

If you oversee a field trip, you must follow the appropriate protocol for obtaining bus information 

several days prior to confirming your arrangements.  Additionally, try to secure any needed checks 

at least one week in advance. As you know, there must be a 1 adult to 10 students’ ratio for all 

trips.  Lastly, it is your responsibility to make arrangements with cafeteria personnel for lunches.  

Again, confirm your arrangements several days in advance and KEEP COPIES OF ALL 

CORRESPONDENCES, including your field trip request form. 
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Day of Trip Procedures 

 

1. Leave a list of students going on the trip including emergency #’s. 

2. Prior arrangements including identifying a supervising staff member must be made for all 

students unable to attend. ALL STUDENTS MUST HAVE WORK ASSIGNMENTS.  

3. Trip coordinator must take a head count of each adult and all students on each bus.  They 

also need an overall count. 

4. If it is a large trip, we suggest numbering the buses and letting the classes know what bus 

they are on. 

5. Unless Approval has been obtained, all students should be in uniform. 

6. Trip coordinator should repeat the head count by bus and overall count prior to leaving the 

trip destination. 

7. Students should not eat on the buses.  Trip Coordinator should notify nurse at least 1 week 

in advance, if medical personnel are needed to accompany a student. 

8. Trip Coordinator should have a First-Aid Kit with them. 

 

 

EMERGENCY DRILLS 

 

Emergency drills are a serious and necessary exercise.  State law requires that we hold emergency 

drills which may include fire drills, evacuations and/or lockdown exercises.  Upon hearing the 

signal students should not panic but should move swiftly, safely and in a quiet manner.  Engaging 

in these exercises will help us to maintain a safe environment for all students and staff members in 

case of an emergency. 

 

CHARACTER DEVELOPMENT 

 

The development of student self-discipline is, of course, the ultimate aim. Building student 

character is a continuous process of acquired behavior acceptable for any situation in which one 

finds him/ herself. This includes, but is not limited to, the respect for personal, private, and 

public property as well as respect for self and the rights of others. It is the responsibility of 

every staff member to develop these traits in our students. 

 

The teacher must serve as the model for students to follow. Discipline should be firm, fair, and 

consistent. Furthermore, it is every teacher’s responsibility to take the necessary steps to 

maintain a safe, pleasant, and positive school environment at all times with all students. 

Students are expected to behave and conduct themselves within the parameters of safe and 

acceptable social behavior, including the use of proper language during the entire school day. 

 

Students in the classroom should always be under the complete control of the teacher. There is 

no place in the classroom for ridicule or sarcasm. Similarly, there is no place for loud, 

threatening, or harsh voices, and no excuse for threats of unreasonable punishment.   
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CHARACTER DEVELOPMENT (Cont.) 
 

Good judgment on the part of the teacher, placing minor infractions in perspective can add to 

the effectiveness of classroom organization, and will preclude major interruptions of the 

educational program. It should be understood, however, that no teacher will tolerate serious 

incidents of misconduct. Your building administrator highly supports the faculty in the 

maintenance of a classroom atmosphere, which is conducive to learning. A disciplinary form 

should be completed and forwarded to the guidance counselor and building principal if 

involvement is needed in areas of major misconduct. 

 

STUDENT SUPERVISION AND DISCIPLINE 
 

 Student 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 ODR discipline referral form. 

 Only a student who has committed a MAJOR Infraction, which has been indicated on the 

Discipline Referral Form, will be addressed at the administrative level. All others will be 

sent back to class. 

 Classroom rules should be visibly posted along with rewards and consequences. 

 Teachers are responsible for their own lunchtime or after school detention.                        

DO NOT send students to the office for lunch detention.   

 Students should never be found standing or sitting unsupervised in the hallway.  Time-out 

arrangements should be made with other teachers and/or within your classroom. 

 Requests for the school security guard should be limited to emergencies. 

 Keep a detailed parent log for all contacts. 

 Classes are to be escorted to all specials, assemblies, and lunch in a quiet and orderly 

manner.  Never leave your class unattended until another staff member arrives and has 

taken responsibility for them. 

 The entire staff at Cleveland Street School will use the following action plan when dealing 

with disciplinary concerns.  

 First three offenses will be dealt with in the classroom as outlined on the Discipline 

Referral Form 

 All documentation including the ODR will be kept in your data binder in its own 

section 

 Be sure to document all steps and contact with parents. 

 

Please note that the level of discipline is based on the severity of the misbehavior. In determining 

the level of seriousness of the misbehavior and the level of discipline necessary, the following 

factors will be considered: 

 

• Student’s discipline history 

• Degree of premeditation, impulse, or self-defense 

• Age and/or disability 

• Strength of evidence 

• Cooperation/remorse 
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The Principal’s office should be viewed not as the discipline center of the school, but rather 

as a supportive service to teachers in a continuation of their efforts to provide guidance to 

students.  Once a child is involved with the Principal, the work begun by the teacher can be 

expanded with further guidance sessions, conferences, schedule changes and stringent strategies 

designed to develop positive character traits.  Teachers must keep anecdotal records in Genesis for 

children who continually exhibit disruptive behaviors.  Documentation must be provided for 

referrals to the intervention team.  NO CHILD is to be sent home by the classroom teacher.  

This action can only be taken by the Principal. It is expected that the teacher will take the time to 

listen, arbitrate, and to help the student mature socially.  Be consistent in holding firm to 

reasonable rules.  If a student, in spite of your efforts, continuously disrupts the learning 

environment of your class, do not hesitate to contact the parent for assistance. 
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18A: 6-1 Corporal Punishment of Students 
 

No person employed or engaged in a school or educational institution, whether public or private, 

shall inflict or cause to be inflicted corporal punishment upon a pupil attending such school or 

institution; but any such person may, within the scope of his employment, use and apply such 

amounts of force as is reasonable and necessary: 

1. to quell a disturbance, threatening physical injury to others; 

2. to obtain possession of weapons or other dangerous objects upon the person or within the 

control of a pupil; 

3. for the purpose of self-defense; 

4. For the protection of persons or property; and such acts or any of them shall not be 

construed to constitute corporal punishment within the meaning and intendment of this 

section.  Every resolution, bylaw, rule, ordinance, or other act or authority permitting or 

authorizing corporal punishment to be inflicted upon a pupil attending school or 

educational institution shall be void. 
 

Intervention and Referral Services (I&RS) 
 

Children who display serious deficiencies may require an intervention meeting with the Student 

and Staff Support Team (SSST). It is the teacher’s responsibility to collect and provide the 

necessary documentation of support in order to properly address students’ needs. The teacher 

provides the guidance counselor with written notification of the intervention request.  

 

Request for Assistance from Student Intervention Plan 

(Submitted by referring teacher and reviewed by the guidance counselor). 
     

    Additional data reviewed by the committee: 

 Test Scores 

 Homework Assignments 

 Behavioral Incidents Reports 

 Parent Conference Notes 

 Grade Level Team Meeting Notes 

 Intervention strategies implemented thus far 

 

PTO NEWS 

                    
 “NOTHING IS MORE IMPORTANT TO SUCCESS IN SCHOOLS THAN THE QUALITY OF RELATIONSHIPS 

BETWEEN AND AMONG STUDENTS, STAFF, AND PARENTS (Dr. James P. Comer)” 

               
 

Teachers, please join and support the PTO (Parent Teacher Organization).  This is your 

organization too and your commitment and hard work are needed to assist us with fund raising 

activities, and other programs in our school.  Our PTO is dedicated to serving and supporting the 

programs and activities that in turn make it possible for us to provide additional field trips, special 

events and rewards / incentives for our children during the school year. Your ideas and help are 

needed.   
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TECHNOLOGY SUPPORT - (How to Submit a Ticket to the Helpdesk) 
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