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Kindergarten
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Lynn Buffkin/DawnPlayer
Julie Lovette/Stephanie Jacobs
Pam Ward//Ila Wright
SMOKING/USE OF TOBACCO PRODUCTS

Smoking is prohibited on school premises
Guidance

The counseling program is designed to meet the developmental needs of the students.  Believing that for most students, academic success is dependent upon a positive self-esteem, the students will be encouraged to reach their highest potential of development.  Through group activities and individual counseling sessions students will increase their awareness of their needs and feelings as well as learn ways to express themselves appropriately.  By working under the leadership of the counselor in the classroom and in small groups, the students will gain respect for themselves, others, and their school.  Early development of a healthy self-concept and respect for the feelings of others may prevent serious adjustment problems in later school years.  

Suspected abuse cases are to be discussed with the counselor and Mr. Duncan and calls to Social Services will only be done after permission has been given by Mr. Duncan.  We will follow through with our assigned social worker.  Every adult has the legal responsibility to report known and suspected child abuse.  Please do not hesitate to report any suspected case.
PLANNING

1. Weekly plans

A. Teacher lesson plans

1. Turn in on Fridays or for the upcoming week no later than Monday morning. (By grade level)
2. Include strategies for each student proficiency level (1-4) 

3. Include in your plans Personalized Educational Plans (PEP’s) for students who are 
Level 1 or Level 2.

           Students who are retained must have a differentiated remediation plan: a plan which

           details how the teacher plans to move the student closer to grade level.  These plans

           must be different from those for students who are on grade level (Levels 3 and 4).

Recommended Format:  a daily plan that begins at **8:15 and proceeds through the day subject by subject, time by time.  List objectives from the Standard Course of Study for each subject, homework assignments, class work, and strategies/activities for each lesson.  Plans must include physical education. 

        C.  Plan Books 

1. EOG Test Data Sheet/AYP data information.
2. EOG Mid-semester Test Data Form

3. Writing Test Data Form (if applicable)

4.  Class Breakdown by Levels—this document should change throughout the year; update after each grading period—keep all forms for documentation purposes.

5. Teacher schedule (including student lists for each period if students change classes)
6. Lesson plans

7. Physical Education Plan

8. Bus/Pick Up Roster 
9. Roster of students with names of parents with phone numbers

4. Wednesday will be our regular faculty meeting day--please make arrangements for no children to be present.  Everyone is expected to attend. Do not make appointments or ask to leave early.
Early release days have been planned for staff development within the school calendar.

3. Mrs.Pierce will handle substitutes. Please call as early as possible-(as early as 5:30). Do not leave messages.  If you wait too late or after you come to school a substitute may not be found. Assistants will not be used to cover classes for teacher absentees.
4. Personal leave days must be requested at least five days in advance (by county policy).  Those eligible to use annual leave days when students are present may use no more than five per year.  Requests must be made to Mrs. Pierce. 
5.  All support/resource teachers will follow the schedule in the handbook.  Missed classes will not be made up, class days may not be swapped, and only one class will be in the resource rooms at one time.  

6. All teachers are to use weekly update memos of your own design to parents.  Have them returned signed by parents.  Keep in the student’s folder for conference purposes.  Make sure portfolios are kept for all students. 
7. Plan with resource teachers so they can reinforce what you do in the regular classroom.

8. Leave a set of emergency lesson plans in the front of your top file cabinet drawer. Also, turn in an                        

    additional emergency plans to Mrs. Pierce no later than September 9, 2012.

9.   Parent communication logs are due at the end of every grading period.

10.  Success maker reports are due at the end of each month.

 11. Web pages are to be kept current.
12. Staff attendance will be closely monitored. Doctor notes are required when absent.
REMINDERS

1.  Physical education is to be a supervised, planned program--weekly plans are to indicate activities. Organized play should be planned daily.  Observations will be done during physical education. Teachers are to position themselves so that all students can be observed. Teachers are not to be huddled together talking or sitting in chairs.  Do not allow students to play in trees or by the fence.  No more than two classes each grade level are to be on the playground at one time.
2.  Never leave your students unattended.  When you need to use the restroom, ask for administrative assistance.  Under no circumstances should unattended students be seen by administration.  Supervise students in the restrooms and limit students going to the restrooms between breaks.  Students in grades PK-1 are to use the restrooms in the classrooms between breaks. 
3. The lounge is for use prior to 7:30, after students are off campus and during our lunch period.  There is no such thing as a soda break, etc. when one is responsible for students.  Teachers and assistants do not need to be on phones anywhere at school during class time unless they are calling parents. No food or drinks in classrooms or in hallways.  There are too many stains on carpets in the classrooms from food and drinks.  If after a snack or party there is a spill in your room please let the custodians know immediately so that it can be cleaned before it stains the carpet.
4. There will be no early release of teachers while students are present unless appropriate leave is used.  If you need to leave prior to 3:00 we will be getting a substitute for you. 

5. Plan doctor and other appointments as late as possible. Early release will not be approved unless in case of emergency.

6. Do not ask another teacher to cover your class unless given permission by administration.

7.  Flower fund:  Flowers will be sent by the social committee. Fees are $20.00 per year. Please inform a member of the committee of occasions warranting flowers. All money will be handled by Mrs. Pierce. Grade chairs will be responsible for letting Mrs. Pierce know when someone is out sick.
8. Remind students of transition rules prior to every transition.  (No talking, keep hands, feet to yourself and stay in line.
9.   Non-certified staff must report and depart at the appropriate time. Any time there is a deviation from this time the employee is responsible for signing and dating appropriate documents.  Do not assume that you may accumulate comp time without permission.  It will not be honored.  Do not assume that you will be allowed to be away from school when you have no comp time.  You will be asked to use a one-half day absence.  Permission must be granted to use any comp time.                                         
10. Cell phones are not permitted at school.  Messages will be delivered to you.  Leave your cell phones in your car.  Write-ups will be done if cell phones are seen or heard.  Do not use the excuse that you have an emergency or need to call a parent.  Phones are in the building for those purposes.
11. When signing in and out put only the present time.  EX: On early release days-sign out 1:00 not 3:00. You are not to sign in or out for anyone except yourself. You are to sign in as soon as you get to school Example: If you wait until 10:00 to sign in that will be the time placed on your time sheet.
EMERGENCY PROCEDURES

1.  Fire Drill—fire alarm will go off.  Move quickly outside.

2.  Tornado—one continuous ring of the bell.  Move quickly to assigned areas.

 Complete an incident report when any accident occurs.  It must be turned in the same day that the accident occurs.

*****Please be certain that laminated emergency exit directions are posted in your rooms by your door.   They will be provided by Mr. Duncan
LUNCH SCHEDULE

Revised January 15, 2013

EC
Evans                10:25-10:50                     Evans/Turner             
PreK
Mills        
10:30--10:55                       Watts                                
      


Norris    
              10:35--11:00

Ward/Stanley

Kindergarten



Player        
10:40--11:05

Buffkin



Jacobs                 10:45--11:10

Lovette



 Carroll                 10:50-11:15                       
Ard




Wright
              10:55-11:20                        Ward

First Grade
Hardee                 11:00--11:25
              Buffkin



Waddell                11:05--11:30
              Lovette               

Gore                     11:10--11:35

P. Ward



Williams            
11:15--11:40

Ard



Second Grade

Sanderson             11:20-11:45

Buffkin



Barnes       
 11:25-11:50

Lovette



Fairfax    
 11:30-11:55

P. Ward



Godwin   
 11:35-12:00

Ard



Third Grade

Benton              
11:40--12:05
             Buffkin
                  

Hewett                  11:45--12:10                    Buffkin 



Smith      
11:50-12:15                      Faulk

Parker
              11:55-12:20
            Faulk

Fourth Grade

Hoover                 12:00-12:25
            Aguilera
                  

Herring                12:05--12:30                     Aguilera                                




Dillard                  12:10--12:35                     Faulk                                      



Fifth Grade

Ford           
12:15--12:40                   Aguilera                            



Garrell            
12:20--12:45
          Aguilera                  

Wright            
12:25--12:50
           Faulk
                  

McPherson
12:30—12:55
           Faulk

DO NOT LEAVE YOUR CLASS UNATTENED IN THE CAFETERIA.
   
Teacher assistants who do not have lunch duty are expected to take their lunch break at the same time as their classroom teacher.  They are to be in classrooms with their assigned teacher/teachers and students at all times unless sent on an errand by the assigned teacher.  Assistants who have lunch duty need to be present at school as much as possible.  You need to let the teacher whose class you take to lunch know if you plan to be absent. Teachers need to monitor their own class at lunch when assistants are absent. Teachers do not ask other assistants to cover your class at lunch if the one that covers yours is absent.
*Each lunch period is for 25 minutes.  If anyone remains longer, all the classes coming afterwards will be delayed.  Follow the schedule as closely as possible--instruct the children of your expectations and then follow through with them.  Let them know that they must eat first and talk later.  Use cafeteria seating arrangement to assist in student control.  Students should be monitored carefully to eliminate excess noise. 

Assistants should monitor behavior closely. Excessive noise will not be allowed.  

Do not leave the cafeteria in a mess!

Classes are to report back to the room immediately after lunch. Teachers need to work with the assistant who is taking their lunch to class by taking them or picking their up.  Be on time!!
No eating by assistants while monitoring of students.

Assistants are to move about the students while monitoring. Students should be in full view at all times.
COLUMBUS COUNTY BOARD OF EDUCATION

WHITEVILLE, NORTH CAROLINA

RECORD KEEPING FOR STUDENTS

COMMITTEE RECOMMENDATIONS

 That a uniform system of record keeping for students be established and consistently implemented in each school in the Columbus County School system.

That emphasis is given at all levels to the importance of student records as to their accuracy, completeness and usefulness.

That the principal be designated the official custodian of student records (permanent and semi-permanent).

That the required documents included in each type of record shall be:

CUMULATIVE RECORD FOLDER (STATE ADOPTION)

*File label (Form PPS-1)

*Pupil physical examination and permanent health record (Form PPS-2)

  Audiogram if applicable.

  Other appropriate support services records

*Elementary standardized test record form (Form PPS-3)

*Elementary scholastic record (Form PPS-4)

*Personal data sheet (Form PPS-6)

*Cumulative record inspection log (Form PPS-7)

*Transcript (to be completed by classroom teacher)

*Assessment log
STUDENT PROGRESS RECORD (APPLICABLE GRADE LEVELS SHOWN TO PARENT)

*Diagnostic indicators for the assessment of learning

*Dial score sheet

*Kindergarten progress report (Kindergarten)

*Support service records (K-12)

*North Carolina annual test profile sheets (Grades 1-5)

CUMULATIVE RECORDS

Cumulative records will be kept in compliance with regulations in guidelines for using the cumulative folder.

The school has a cumulative record for each pupil enrolled.  Each homeroom teacher is responsible for filling in the proper information on this record each year for pupils enrolled in her classroom.  Again, teachers should use black ink for recording all entries.  Questions are to be directed to Ms. Stout.  Make sure that student medication form and PEP’s are placed in students’ folders at the end of each year.
The cumulative records are on file in the guidance counselor's office by homeroom groups.  When a new pupil enrolls, it is the duty of the counselor to begin a cumulative record for that pupil.  Check with the secretary to see if this child has ever been enrolled in the school.  If he has, his previous file (stored with other old records) should be used.

PUPIL ATTENDANCE

1.  In order to mark an elementary student "present" he must attend one-half of the school day (11:30).

2.  Everything must be done to encourage regular pupil attendance.  Good attendance is generally an index to good school work.

3.  Students in the main building are to be released from class only after the student has been called or a note has been sent from the office. Students in all other buildings will be picked up by a staff member.
4.  Students from the primary building are to be released only with a note or call from the office.

5.  To receive a perfect attendance certificate a student must have been counted present every day.

6.  Students are required to attend school a minimum of 160 days in order to be promoted.  This means no more than 20 days may be missed. If a student misses 21 or more days they are not to be promoted unless you are told by Mr. Duncan. 

REPORT CARDS AND EXCHANGE SHEETS

Only teachers should record, figure, and finalize grades on NCWISE. Teachers are to complete any and all official documents. All entries on all official records and documents should be recorded in black ink.

Check calendar for grades due and verification due dates.  I will review all report cards prior to release.

KINDERGARTEN PROGRESS REPORT CARD

1.  Report is to be maintained at the school and discussed with parents at the end of each nine week period.

2.  Parents are to be provided with a copy of the report at the end of the school year.

REPORT CARDS AND INTERIM REPORTS- GRADES 3-5

1.  Grades for academic subjects are to be recorded numerically for third, fourth and fifth grades.   Grades lower than 60 will be recorded as 60.

2.  All non-academic grades are to be recorded in accordance with the listed code on the report card.

3.  Report card release dates:  usually the 7th school day after the end of a grading period.

     We will have parent conferences for each release date.  Days and times will vary.

4.  Students working below grade level will be graded on the work they are doing.  Parents are to be informed of the below grade level status.    Remember elements of instruction:  Teach to the correct level of difficulty--the work should challenge the student.

4. Make sure to check the cumulative folders to see if a student has been previously retained before sending any retention information home. ( DON’T ASK THE STUDENT)

DISCIPLINE
To be successful, one must have the respect of the children and the children must know the teacher's expectations.  Teach the children what you expect of them-one should not expect children to behave in certain ways unless the teacher has taught the behavior.  Know what you expect; the students will then learn this.  There are times and places for almost everything-be certain your children are behaving appropriately.  Be consistent, discipline must be the same day to day.

During movement from one place to another every teacher and assistant is to require students to be in line and quiet.  It is recommended that students be directed to stop at specified places to regroup.  Always remind of the 3 rules:  1. Stay in line, 2. Keep hands and feet to one's self, and 3. No talking. Make sure you observe the whole line. Don’t just walk in front and never look back.

Students should be supervised at all times.  This includes bathroom breaks.  If restrooms are at opposite ends of the hallway, team up with a teacher to supervise.

The following discipline procedure is to be used for the 2012-2013 school year.

Handle every problem yourself.  There will be cases that require assistance.  Enlist the help of the child's parents/guardians.  Call at night if necessary; send notes from school and require them to be returned signed by parents.  Ask parents for advice.  Be sure that the parent understands exactly what the misbehavior is and what you expect.  No students are to be taken to the office to be disciplined until parental help has proven fruitless.  Extreme cases may occur, requiring immediate administrative assistance.

You may use the buddy system for timeout.  That is, teachers may work with each other and keep a child from their "buddy's" room for a specified period of time-be sure to delineate the time period.  This is voluntary.  Do not overuse.
For special discipline cases the guidance counselor should be involved.  The counselor will not be involved in punishment.

The school social worker will be involved with severe cases as early as possible through the principal's office.

We are talking about disruptive behavior, not minor things children do.

You may not put students outside of your classroom door unless they are positioned so that you can see them at all times.  If children are seen in the hallway out of your view, they will be sent back into the classroom.
As required by federal regulations you are notified by this letter that an asbestos management plan for your school location has been developed.  It is on file in the principal's office at the school location and is available for public review.  A copy is also on file at the office of the superintendent.

School Fees/Lunch Fees
FEES:                                                                                                    LUNCH/BREAKFAST

----------------------------------------------------------------------------------------------------------------------------

Instructional supplies..............3.50                                        Breakfast: Free to all students  
P.E..........................................1.50                                        Adult $1.80






         Lunch: Reduced .40      Paying 1.95
                                                                                              Adult Lunch=$3.30 

BULLETIN BOARDS

Teachers in each area are responsible for a bulletin board schedule:  P-building-kindergarten, first;  downstairs-fifth grade, resource; middle building-second, third; fourth building-fourth, by the old assistant principal’s office-S. Ward, by back exit to media-D. McNiel
Bulletin boards are to be changed each month. Bulletin boards should be neat, attractive and display student work. Bulletin boards by K-1 restrooms-Kindergarten. Bulletin board by Primary lounge-First grade.
Second grade teachers are responsible for the two boards in the main hallway and the two boards on the second grade hall.

Third grade teachers are responsible for the boards on the Guidance hallway and the art hallway.
FIELD TRIPS

Each grade level will be allowed to go on a limited number of field trips during the school year.  Grade chairs are to summit a request for field trip form to Mr. Duncan one month prior to the day of the trip.  No trips will be approved in the form is not turned in on time.  Make sure that all items required on the field trip form are completed or trip will be cancelled.   There will be no exceptions.  Do not invite parents or send letters home concerning field trips before approval. Before trip approval grade chairs are responsible for completing the field trip request form for Mrs. Pierce so that she may disperse the check for your trip. You must make sure that money collected covers the cost of the trip as well as the buses.  Deadline for K-2 field trips is the last school day in April. (County field trip forms may be picked up in the office.
ACADEMIC HONORS

Students in grades 3-5 will be recognized for academic excellence.  Students who earn nothing less than an "A" will be "principal’s list" and those who earn nothing less than a "B" will be "honor roll".

The following will be recognized:  Students who have been on principal's list or honor roll at least four six weeks,  art contest winners, essay contest winners, top accelerated readers, level 4 on EOG tests (third, fourth and fifth graders); students who have been recognized by teachers for outstanding achievements.

Administration of Medication During School Hours and Student Emergency Cards
Chapter 115C-507 of the General Assembly Statutes of North Carolina enables public school employees, when given the authority by the Board of Education or its designee, to administer medication prescribed by a doctor upon request of the parents.  As a result, a medication administration policy has been jointly developed by a committee comprised of physicians, nurses, legal experts, a pharmacist consultant and school personnel to address the needs of school employees and students.

Medication Administration Policy
Medication administered during school hours by school personnel should be kept to a minimum.  The student in need of medication to sustain his attendance in school may have a chronic health problem, a special health care need, or an unusual health problem where emergency measures are indicated.  The policy is intended for this type of child.  The school will assume no responsibility for students who self-medicate.  This is the responsibility of the student's parents or guardians.

Some ill children may need medication for short periods of time to enable them to remain in school.  Every effort should be made so that medication can be given at home, before or after school hours.  If this is not possible, it is the parent's or guardian's responsibility to make arrangements with the school administration for medication to be given during school hours.

When children who are subject to unusual health hazards such has allergy to bee stings attend school, it is the parent's or guardian's responsibility to assure that the school administration is aware of the situation and prepared to implement emergency measures.  Depending upon what has been negotiated between the student's parent and guardian, personal physician or health care source, and the school.

      * A medication may be given to delay reactions until the student can be transported to the physician's     
          office, or emergency room.

       * First aid measures may be instituted.

This should be included in a written emergency plan developed for the student by the parent or guardian and physician.  The after care of the student is determined by the attending physician who sees the student either in the office or in the emergency room. The parent or guardian has responsibility for assuring that an emergency care plan is developed for their child, and that written permission is given by them to institute emergency measures.

Parent or Guardian's Responsibility:
Provide medication in a labeled container which includes the child's name, the name of the medication, the unit dosage to be given, and how it is to be administered.

Have the pharmacist label two containers-one for home use and one for school use-if the child is to receive the medication at both sites.

Maintain an adequate supply of medication at the school, for the student on long-term medication.  The parent must deliver the medication to the school.

Obtain a "Request for Medication to be Given During School Hours" form and have the child's doctor complete the indicated information (for long-term medications).

Provide new, labeled containers when medication changes are made, as well as a new "Request for Medication Form".  Remove medication from school premises when treatment has been completed.

Sign the "Request for Medication to be Given During School Hours' form and return to the school for 

long-term (more than two weeks) medicines and written parental permission if short term (two weeks or less) medicines.

Complete and update annually Emergency Information Card for each child and return it to school, including a written emergency plan for the student developed by parent and doctor if applicable (e.g. life-threatening allergic reactions).  Report immediately, any changes in your child's health status.

School Administration Responsibility
Keep medications locked in a secure place (exceptions may be made for medicines which require refrigeration).

Designate two or more persons the responsibility for security and/or administration of the medication.  A back-up person may be needed should the designated person be absent.

Maintain records of the administration of all medication to the students using the medication log.  Medication which is administered "short term", long term "or as needed" is to have the date, time, amount given and initials of giver recorded each time it is given.  The date when a medication is discontinued is to be recorded on the medication log.

All medications will be maintained in individual large brown envelopes with medication logs attached to face of envelope (one envelope per student).  Request for medication forms and written parental permission notes will also be maintained in corresponding envelopes.

An Emergency Information Card for each student should be maintained in the office.
“Request For Medication To Be Given During School Hours” form and Medication Logs should be filed in each child’s cumulative folder at the end of each school year.
The school nurse should coordinate and/or monitor the administration of medications.  She should ensure that a medication log is maintained for each student who is receiving medication and should review periodically to assure effective monitoring of the child's medication need.

The following names listed are people to contact from the Board of Education for help concerning:

Section 504- Mrs. Debra Spivey
Board of Education- 642-5168
COLUMBUS COUNTY STUDENT DRUG POLICY

A.  Statement of belief

     The Columbus County Board of Education has the responsibility of creating an atmosphere conducive

     to learning in our public schools.  It further believes that the use of illicit drugs and alcohol is harmful, 

     and that drug-free schools lead to drug-free communities.  Therefore, with this in mind, the Columbus

     County Board of Education requires that all K-12 teachers within the Columbus County School System

     incorporate the drug education prevention/intervention strategies and curriculum provided through

     the Drug Free Schools and Communities Act of 1986 within their regular classroom content areas, and 

     use all available resources to enhance the “no drug” message within all classrooms as appropriate.

B. Possession, use, and/or sale of drugs including  alcohol

1. No student shall possess, use, transmit, or be under the influence of any narcotic drug, 

          hallucinogenic drug, amphetamine, barbiturate, marijuana, or other drug defined as a controlled

          substance pursuant to Chapter 90 of the North Carolina General Statutes, for any alcoholic 

          beverage or other intoxicating liquor, as defined in Chapter 18A of the North Carolina General 

          Statutes, or possess, use of transmit drug paraphernalia, as defined in Chapter 90 of the North 

          Carolina General Statutes, or inhale or ingest any chemicals or products with the intention of

          bringing about a state of exhilaration or euphoria while in any school building, on any school

          premises, on any school bus, or off the school grounds at any school activity, function, or event

          before, during or after school hours, or during any period of time when he/she is subject to the

          authority of school personnel, unless such possession, use or transmission is authorized by law

          and school regulations.

2. The word “possession” shall mean having the power or intent to control a prohibited substance

           and shall include, but is not necessarily limited to, the possession of a prohibited substance in a 

           student’s automobile, locker, book bag, desk, or on a student’s person at school or any school-

           related activity.

3. The word “use” shall mean the consumption, injection, inhalation, or absorption of a 

           prohibited substance into a student’s body by any means at any time when the prohibited substance

           would influence a student’s behavior to any degree at school or a school-related activity.

4. The word “sale” shall mean the exchange of a prohibited substance for money or other 

            consideration.

C. Over the counter medication/prescribed drugs/counterfeit controlled substance.

1. No student shall distribute to any student an over the counter medication in their possession.

           Any student caught distributing over-the-counter medication to another student shall mean a 3 day

           out-of-school suspension.
2. Use of a drug authorized by a valid medical prescription from a registered physician shall not 

           be considered a violation of this rule when the drug is taken by the person for whom the drug is

           prescribed.  All medications at school should be in pharmacy labeled and dispensed containers

           with the name of physician, date, name of medication, time and directions for administration, and

           student’s name.

D. Definition- prohibited substance include:

1. Wine, beer, and any other malt beverage, alcohol, liquor, liquors, and mixed alcoholic

           beverages.

1. Any chemical compound which induce a condition of intoxication when inhaled for that

            purpose (see NCGS 90-113-10)

2. Any drugs listed in the North Carolina Controlled Substance Act (NC-GS 90-86 et. Seq.) or its

            successor but not necessarily limited to:  narcotics depressants, stimulants, hallucinogens, and

            cannabis which drugs are commonly known as:  marijuana, acid LSD, speed, quaaludes, valium,

            and other names; i.e., any substance which the student represents by reference or otherwise as 

            being a controlled substance.

E. Possession or use of a prohibited substance first offense

1.  Violation of the above policy will mean an automatic 10 day out-of-school suspension and possible

            recommendation for placement in Central Columbus School.  In addition to the out-of-school 

            suspension the student and parent/guardian must obtain a substance abuse evaluation by Columbus

            County Mental Health Center and participate in any recommended treatment and assume/pay the 

            cost thereof.  If a student or parent/guardian should decide against the program, the school will be

            notified and the principal may recommend expulsion.

        2. The student also will be prosecuted under the juvenile or criminal laws of the state.

F. Second Offense

            The second offense will mean an automatic expulsion  from any school programs for the 

            remainder of the year from all Columbus County Schools.  In addition, in regards to possession,

            the student will be prosecuted under the juvenile or criminal laws of the state.

G. Sale of a prohibited substance

1. Any student caught selling, with the intent to sell, or distributing illegal drugs shall be 

           expelled for the remainder of the school year without the option of attending any school under the

           jurisdiction of the Columbus County Board of Education.  Also, the student will be prosecuted 

           under the juvenile or criminal laws of the state.

2. The above policies will be enforced in grades 7-12 and/or 12 years of age in any grade.  If the

           offender is a child below grade 7 and/or under 12 years of age, the superintendent and/or principal

           may consider this a factor which can justify a less serious disciplinary action.

3. Notification and involvement of parents/law enforcement officers

a. Notification and involvement of parents

b. The principal or his/her designee shall notify as soon as possible the parent/guardian

                          of a student who has violated or is believed to have violated the above policy.

c. Following this notification, a scheduled conference will be held with all involved persons.

d. Notification and involvement of law enforcement officials

e. The principal or his/her designee shall inform the appropriate law enforcement agency

                          when the controlled substance is possessed, used, sold or distributed at school or at any

                          school-related activity.
f. Any controlled substance confiscated by school officials shall be turned over to the

                          police or sheriff for identification, if necessary, and for disposal.  A signed receipt 
                          should  be requested from the law enforcement officer.  The report of the law 
                           enforcement agency   attesting to the nature of any confiscated substance shall be 
                          admissible as prime factual evidence of the identity of the substance at any student

                          discipline hearing. 
g. School officials shall assist law enforcement officials with prosecution of any person who

                          has possessed, used, distributed, sold or who is believed to have sold any controlled                      
                         substance at school or a school-related activity.

h. Policy violations during the last ten (10) days of school

i. Students whose violations meet the criteria for long-term suspensions, during the last ten

days of school w to take their exams after the end of the normal 180 days of instruction but before teachers leave for summer vacation.  The student and his or her parent/guardian
                         must complete a substance abuse evaluation offered by the Columbus County Mental
                         Health Center before his/her grades are finalized and transcripts and or diplomas made
                         available.  In addition, a senior whose violation meets the above criteria during the last
                         ten (10) school days or at any school related function after the end of th normal school 
                         year  shall not participate in any remaining school-related activities, including graduation
                         ceremonies

j. Authority of school officials to search
k. Lockers and Desks:  School officials have the authority to search a student’s locker and 

                         desks at any time.  Students should have no expectation of privacy with respect to lockers   
                         and desks and shall be made aware of the condition.  If a search is made of a locker or  

                         desk, it shall be made in the presence of the school administration and with a written 
                         record of the results of the search.
l. Personal possessions of students may be searched under reasonable suspicion of 

                         possessions of a controlled substance.  There shall be no frisk or strip searches.  All 
                         searches shall be made in the presence of another staff member and not in the presence 
                         of  the class.

                          A written record of the results of the search shall be made.

m. Schools which allow students to drive to school shall require a permit.  This permit must

                         give consent for searches of vehicle driven to school if there is a reasonable suspicion that

                         they may contain prohibited substances.  All searches shall be made in the presence of a 

                         member of the school administration.  A written record of the results of the search shall 
                         be made.

n. A list of in-county and out-of-county agencies, public and private, will be on file at the 

                        Columbus County Board of Education for persons who are interested in receiving help 
                        with their drug/alcohol problem.  The contact person for this list is the Drug/Alcohol 
                       Abuse Coordinator and this office is located at the Central Office.

H. Annual notification of parents, students and periodic review of board policy

1. Parents and students will receive annual notification through the student handbook

                    that compliance with this policy is mandatory, and disciplinary sanctions will be consistently

                    reinforced.

2. This policy and the programs covered will be periodically reviewed to determine

                     effectiveness.

Columbus County Residency Requirement

Students must live in the appropriate school district with their parents or with a court-recognized legal guardian.  Students will not be accepted under other conditions without Board of Education approval.

DUTIES

1.  All teacher assistants will have daily duties.  In the morning resource teachers and all assistants have an assigned area to monitor from 7:30 until 8:05.  Those who drive should sign in and go immediately to assigned area.  Be at your duty station at 7:30.

2.  Monday lunch money collections will be done by cafeteria workers.  All students need to be sent to the cafeteria to pay lunch money as soon as they get to school.
3.  Bus duty will be handled by each teacher.  Each teacher is to take her students to the blacktop at the appropriate time. Teachers may return to their buildings once the buses have left campus.  
4. Teachers/Assistants will be on duty daily in designated areas in the morning no later than 7:30 and         afternoons and no later than 2:40 and remain until traffic has cleared to ensure that students enter and leave campus safely and quickly. PK and first grade drop offs will be on the road by the primary gate. To eliminate traffic problems it may be advisable to come to work a few minutes early. 
All gates will be locked at 7:30. If you are not in you will be expected to find somewhere else to park.  Duties begin at 7:30.
Assistants/Non Certified staff: Sign in on your timesheets daily---when you do not it results in your timesheets being wrong.

Committees

 Planning/504
Responsibilities:  SACS, testing, 504’s
Members:McLean, I. Wright, Hardee, Benton, Garrell, Dillard, Gardinier, McCumbee, Long
Climate

Responsibilities:  Staff socials, and decorations for special activities or facilities

Members: McLean,  Ard, Godwin, S. Ward, McNiel, Blackwell, A. Wright, Faulk, G. Stanley ( If you are on this committee that means you are to help set up socials if possible and you must stay and help clean up.)
Safe School/Crisis Team

Responsibilities:  Developing and implementing safe school/crisis plan

Members:  W. Duncan, Pierce, Mills, Fowler, McLean, Parker, Mike Hemingway,
Communication

Responsibilities:  Publicity (The Tribune, News Reporter, The Times, television, radio…), PATS, Webpage 

Members: Sanderson, Blackwell, Hoover, Ford, McPherson, McNiel, Fairfax, Faulk, P. Ward, Hewett, Carroll, Barnes
Character Education

Responsibilities:  Planning, implementing and staff development

Members: McLean, Player, Williams, Hardee
Health Advisory Committee

Responsibilities:  To develop and implement physical/academic activities

Parker, McPherson, Duncan, Godwin, C. Gerald, S. Ward, Blackwell
School Improvement Team/Leadership Team
Responsibilities: Coordinate with planning committee in decision making process relating to overall school functions. 

Members: Mills, I. Wright, Hardee, Sanderson, Benton, Dillard, Garrell, Gardinier, Ard, McLean, Stanley, Fowler, Duncan, Brenda Elvis, Lori Gelezinsky
Grade Chairs: Mills, Jacobs, Williams, Fairfax, Parker, Dillard, Ford
.

Media Services

Media classes are scheduled weekly for all K-5 students. Research is encouraged. Teachers will plan with Mrs. Stanley for research lessons that involve the use of the media center for projects. Renaissance Place is our online testing program. Students are encouraged to work toward meeting the AR goals set by the teacher.
Instructional Supplies

You will put a note in Mrs. Pierce’s mail box stating what supplies you need. She will try and get the supplies the day that you leave the request.  If she can’t get to it at that time it will be the next day. She will let you know when your supplies are ready. 
Pre-K Graduation Program

The Columbus County Board of Education voted on July 9, 2007, to eliminate all continuation programs for the Pre-K classes.

504 Students

The planning team will serve as the “504” team this year.  Ms. Stout will chair this subcommittee.  As teachers have concerns about appropriate plans for students who are experiencing learning, behavioral, or emotional difficulties; one is to seek assistance from the planning team.  Help in planning strategies and direction for students will be available from the planning team. The 504 Plan and the AIP (academic improvement plan) can be one and the same.

Student Accountability Standards

Kindergarten, First, and Second Grades:  teachers must certify that students are working on grade level in order to be promoted to the next grade. They must also attend school at least 160 days.

Third, Fourth, and Fifth Grades:  students must score at least level III on reading and math tests and meet classroom standards, and attend school at least 160 days.

Retesting:  students who score below level III will take a re-test before the end of school.  Students who score level III or level IV on the re-test will become eligible for promotion.  Students who score below level III will then have the opportunity to take the EOG a third time.  Students who score level III or level IV on the third opportunity will then be eligible for promotion.

Students who have been retained in K-5 previously are not accountable under these standards.  Student  IEPs make speak to modifications for EC students..

Writing

Third and fourth grade teachers will decide for third grade to focus their writing on either personal narrative or creative narrative during the year.  This will allow fourth graders to focus on one writing type also.  Both grades will spend appropriate time on their “other” writing types as well.  Writing samples are required to be turned in every month in every grade level.
Teachers are to document and follow each student’s progress during the year.

Report Card Release Dates

Grades K-5

 End Nine Weeks 
      Release Dates



             October 31, 2012                            November 9, 2012
                                              January 18, 2013                             January 31, 2013
 
                                      March 28, 2013                               April 16, 2013

                                  June 10, 2013                             June 19, 2013
· Interim Reports will be sent out on a four and a half week interval.
Tabor City Elementary School Emergency Contact Plan

2012-2013
Please follow the plan below for emergency contact of Personnel:

As soon as changes in the daily schedule are known I will begin the contact chain.

Mr. Duncan will contact each grade chair: Pierce, Fowler, 
Mills, Jacobs, Williams, Fairfax, Parker, Dillard, Ford
Mr. Duncan will contact all bus drivers.

Each grade chair will be responsible for contacting those on her grade level plus:

Art /Ms. Mercer contacted with third grade.

M. L. Long/Ms. McCumbee and Gardinier will be contacted with fourth grade.

A.Pierce will contact McLean ,and George.

Ms. C.Gerald will contact cafeteria staff.

Mr. Hemingway will contact custodial staff.

Media Staff will be contacted with fifth grade.

Mills will contact PreK and Ms. Alene Evans---Evans will contact Mary Turner
Kindergarten Teachers will contact their teacher assistant. 
This will be the schedule that we follow if call alerts are not going out. 

Please recall that telephone #’s are listed in the local teacher guide. Check with each person for whom you are responsible to confirm telephone numbers.
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