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STANDARD OPERATING PROCEDURES 

SY 2021-2022 

 

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

2. 8:15 a.m. ï 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. ï 1st BLOCK  BEGINS PROMPTLY AT 8:30 A.M. NO EXCEPTIONS  

7. All teacherôs schedules, names and room numbers must be posted outside classrooms. 

8. 3:00 p.m. ï 3:20 p.m. ï 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 ï 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 teacherôs 

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 nurseôs 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 teacherôs 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 Districtôs 
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 ï 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 ï 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 REVI EW 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 ï 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 Principalôs 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 Principalôs 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 

MEMBERSô GRADE BOOK TO ENSURE THAT UPDATING IS OCCURING AS 

EXPECTED.   
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PRINCIPALôS 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 Bloomôs 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 

ñprescriptionò 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   



 

9 

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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