Golden Oak Elementary 

Staff Handbook

The purpose of this handbook…

A school is a dynamic place in which many decisions are made regarding policies and practices. This handbook serves as a record of those decisions and as a guide for future activities. This document will provide you with a variety of details regarding specific practices and policies of Golden Oak School. By documenting our procedures, the school will become a more predictable place for children and adults.

This handbook is incomplete. The goal is to refine it, expand it, and revise it as necessary. Few if any practices documented here should be considered permanent. Any practices are subject to revision at any time if they do not meet our needs.

Golden Oak Elementary

“A Great Place to Learn”

School Wide Expectations for 2009-10
VUSD Expectations for the 2009-10 school year:
· To improve student achievement and quality of living for a lifetime

· To be the highest achieving district without our demographics in the county and state.

· All schools will have a similar schools rank between 7 and 10

· To make +20 points growth on API for 2009-10
· ELA Growth – K-8 56.8% of all students at or above proficiency

· Mathematics Growth – K-8 58% of all students at or above proficiency

Golden Oak Goals and Expectations for the 2009-10 school year:
· We will reach an API score of at least 800

· Our similar school rank will be 7 at the very minimum

· Growth for EVERY student 

· EVERY student needing an intervention will receive it.

· Know your focus groups.
· English Language Arts base program will be used daily as designed.

· Mathematics base program will be used daily as designed.

· Science and Social Studies will be used daily, block out time or by units.  Science will be completed by the end of the year.
Core Beliefs

“This the true joy in life – being used for a purpose recognized by yourself as a mighty one”





George Bernard Shaw

· Respect.
When working with children and their parents, our teachers, instructional aides, office staff, and custodians’ attitudes and interactions will demonstrate respect and concern. This does not mean that the school will be free from all conflict or disagreement.  Conflict and disagreement are likely to occur when people work together and when people care strongly about the work that they do. It does mean, however, that even when in conflict, we strive to treat everyone, children and adults, with respect and concern. We all expect children to be respectful. As adults we are responsible for modeling respect as we interact with children and with each other.  Respect for self, responsibility for actions, rights of others.

· Due Process.  There should never be any doubt that we, the adults are in charge of the school. Because we know that we are in charge, we need never be afraid to listen to children, to take time to think things over before taking action, or even to change our minds. As adults we make every effort to be fair in our judgments and actions.
· Diligence.  Our efforts are clearly intended to benefit the children in our charge. It is understood that providing quality learning experiences for children requires hard work. When children succeed, we seek to challenge them further. When they fail to learn, we seek to assist them with alternative strategies. Within the limits of our resources, we make every attempt to help all students to succeed.  As Franklin Roosevelt said “We cannot always build the future for our youth, but we can build our youth for the future.”
· Predictable Environment.  Teaching is a complicated and difficult activity requiring planning, reflection and organization. The school needs to be a place where everyone knows what to expect and what is expected. The principal needs to ensure that staff members are informed of school activities so that teachers can plan accordingly. Unexpected events are disruptive to teaching and learning. In the same way, the school should be a predictable place for children. Children need to know what to expect and what is expected of them.
· Discipline as an Instructional Process. The word “discipline” relates to teaching and learning. We have great numbers of children coming to our school who have not learned (many of whom have not been taught) how to behave appropriately. As a result, most classes include children who are, to some degree, difficult to teach. There are those who came into the profession to “teach, not to discipline.” This notion contains within it a contradiction. To discipline is to teach. While teaching children to behave courteously and responsibly is hard work and at times very trying, it is a big part of a teacher’s job.  At Golden Oak School, the teacher is the primary disciplinarian. The principal provides support to the teacher in developing strategies for handling particular students and/or classroom situations.
· Optimistic Dissatisfaction.  We are always looking for ways in which we can improve what we do. Children are complex. So is teaching. There is always room for improvement. Because we work in shifting sand, what worked yesterday may not do the job today. We see problems and we approach them with the belief that we are capable of making things better. We seek not simply to point out problems or inadequacies for others to address, rather we attempt to be part of the solution.
· Professional Growth is Central to Teaching. Children are complex beings. Teaching is an incredibly complex activity. For these reasons, as professionals we need to continue to be learners.  We know that learning is not attained by chance; it must be sought for with ardor and attended to with diligence.
· Collaboration as a Method for Professional Development, Planning, and Decision-making. Much has been written about the need in our profession to talk and work together. Collaboration, focus and reflection are the core pieces of growth in professional development, planning and decision-making. A school is not merely a “collection of classrooms” in which teachers work in isolation. Staff involvement in collaborative planning and decision-making are standard practice. Staff members are encouraged and expected to work in a focused way with other professionals in order to grow. Staff members are expected to care for and influence the school beyond their own classrooms or assignments.
· Reflection.  Is a crucial part in the daily life of a teacher.  As with all journeys in life, without planning and reflection one can get lost along the way.  As professionals we need to take time everyday to reflect on the events of the day, adjust accordingly and plan for the next.  Reflection flows into planning followed by reflection and the cycle continues.
· Practicing Joy on the Path of Service. The intentional use of fun at school can improve morale, heighten productivity, create a more people centered school culture, and ultimately, increase achievement for students and adults. Fun and play have a significant impact on stress management and wellness, thereby making students more apt to learn and thrive. We don’t play when we feel better; we feel better when we play! Laughter and play on the job are not an end in and of themselves. They are a doorway into being more human with the adults and children with whom we work. The deeper purpose for practicing joy is to create a genuine sense of job satisfaction for ourselves as well as others.
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School Culture

Golden Oak School is one in which teachers give freely of their time, talent, and expertise serving as committee chairpersons, mentors, decision-makers, and leaders. Our staff is made up of highly professional individuals who, in addition to providing for their individual students, also participate fully in the total life of the school.

Sunshine Club

Staff contributes $20 yearly to this fund which serves as the courtesy, social, and cultural focus of the staff. The group plans staff parties in faculty homes, special holiday gatherings, and ongoing activities.

Back to School Night

Held in August, teachers provide details to parents regarding their curriculum, expectations, rules, etc. for the year. Classrooms display the curriculum; teachers are not expected to conference with individual parents or to provide samples of student work.

Fundraisers

The PTA organizes several fundraisers during the year to benefit the school. Teachers are expected to encourage students to participate and to pass out or collect orders. Teachers do not count money, compile orders, or participate in any way that will take class time. Individual class fundraising is discouraged by the District.

Red Ribbon Week

Held in October, this school wide focus is organized by the PTA but all classes participate in classroom and school wide activities.

School Carnival

The PTA sponsors a Carnival.  The carnival is the largest PTA fundraiser.  Each teacher staffs one booth and schedules parents from the classroom to help. Classrooms also participate by making a scarecrow to add to the décor. During this event parents and students can purchase pumpkins and visit the different carnival booths. PTA makes a profit from this event which is used to provide money for student/school needs. Additionally, teachers who participate receive $100 of the proceeds for classroom materials.

Community Service

Throughout the year, the Student Council conducts community service projects such as the holiday canned food drive “Stuff the Trolley” and Toys for Tots. Teachers encourage students to participate and use this as a means of developing character and citizenship.

Winter/Christmas Program and School Plays
Due to the lack of space, we do not hold our school wide program at the school.  Since Grace Community has adopted Golden Oak we are able to hold our productions at their facility. 
Conferences

Formal parent/teacher conferences are held twice a year. Fall conferences are typically held the week before Thanksgiving break.  Our school goal is that 100% of parents conference with teachers.   In the spring, teachers K-2 are expected to conference with 100% of parents; teachers 3-6 conference with the parents of all students who are receiving a 2 or below on the SBRC in any academic content area.

Math Night

Math night is a wonderful event.  We usually hold this in early April right before Spring Break. Teacher participation is needed to make for a successful evening.  Materials will be organized so teachers only need to show up and run a booth.  
Week of the Young Reader/National Library Week
This is a school wide focus on literature, usually planned in conjunction with Dr. Seuss’ birthday or National Library Week.  Activities vary from optional to expected and include a read-a-thon.
Open House

Open House is very well attended at Golden Oak School and is usually held in mid-May after CST testing. Classroom teachers are expected to display student work from all areas of the curriculum. It is customary to have a variety of individual student work available on each student’s desk.

Other events, too numerous to mention, take place throughout the year. These vary from year to year depending on interest and need: Science Fair, Multicultural Museum, Veteran’s Day Program, Doughnuts in December, Muffins on Monday, etc. Teachers participate in as many as possible.

The School Office

The school office is a place where students, parents, visitors, and staff get needed assistance and support. It is essential that the operation of the school office be efficient and that the tenor be courteous and professional. The following procedures and standards are established to provide quality service.

Office Hours

The office will be open for business from 7:30 am – 4:30 pm.

Office Traffic and Activity

Our objective is to maintain a school office atmosphere that is quiet and comfortable in which office staff can serve parents, children, staff, and visitors as well as complete their clerical tasks. For this reason, please do not engage in personal conversations in the reception area of the office.

Keep Office Staff Informed

It is important that all staff keep the office informed of special activities:

· Leaving for a field trip

· Going to another classroom to see a video

· A special activity for which parents may be coming to school, (e.g. performances, programs)
Make every effort to write events on the calendar posted in the office.  This provides information essential to office staff when parents calling inquiring about students.
Student Referrals to the Office

The number of students referred to the office will be kept to a minimum. When students are sent to the office, THEY MUST CARRY WITH THEM AN OFFICE PASS or NURSE REFERRAL. DO NOT SEND STUDENTS TO THE OFFICE FOR DISCIPLINARY ACTION.  CONTACT SUE AND I WILL COME TO YOUR CLASSROOM. (For further information on sending students to the office for disciplinary reasons, see Discipline: Emergency Referrals to the Office.)  Please remember, our office consists of only 100 square feet. We cannot accommodate many children at a time.

Management of Students in the Office

While in the office, students are under the supervision of office personnel. Students will sit in the office only while waiting to be helped by office staff, to see the principal or nurse. Whenever possible, students will wait in their classrooms. Students will not sit in the office for extended periods.  If parents are picking up students, the classroom will be called when they arrive.
Student Use of Telephone

Students should not be sent to the office to use the phone except in case of genuine emergency. Forgetting lunch money, homework, instrument, or wanting to go home with a friend, etc. do not constitute emergencies. Students will be allowed to suffer natural or logical consequences in cases like those listed. Students will be allowed to use the telephone to verify absences only with prior arrangement with the secretary. Classroom telephones are for teacher use only. Students needing to make calls should be directed to the office.
Classroom phones

Answering classroom telephone:  Please identify yourself; we cannot always tell who has answered. Students may answer for you if they are trained.   “Room  ___, student speaking”.  Calls to the classroom will be kept to emergencies only.  We will not call for missing instruments, lunches, husbands/wives, doctors etc.  Messages will be taken and placed in your boxes.  Make sure you check boxes at break time.  Be assured in the event of an emergency, we will call the class
Cell phones – Staff
Board Policy 4119.26 states, “The Board believes that all students deserve the full attention of staff to assist them in attaining a higher level of academic achievement.  The Board also believes that employees work more effectively without unnecessary outside distractions.  The Board recognizes that the use of cell phones by staff may detract from these goals. 

Therefore, employees may not use personal cellular phones for personal use during instructional time or their assigned work hours, except in emergency situations or personal circumstances approved by their site administrator or supervisor.”

If you need to have your cell phone on for an emergency, please let me know in advance.
Communicating with parents

Communicating with parents is expected as it is part of the teacher’s job.  A minimum of three parents should be called weekly.  Document contacts on the NCR phone log.  One copy of the phone log will be kept by the teacher and one will come to the office each month.  
When parents phone and ask to speak to teachers, we will put the messages in teachers’ boxes with the promise that the teacher will call within 24 hours.  (Unless the teacher has notified the office he/she needs to receive that specific call.)

Student Cell Phones

Students are allowed to carry cell phones in backpacks but are not allowed to have them on at any part of the school day. They are not allowed on the playground or to be used as “toys” to play games.  Students may use them after dismissal in front of the school.
Office Staff Limitations

All staff members are asked to be sensitive to the fact that our office staff consists of two helpful individuals who have many responsibilities and whose time is limited. Hence, they will not be available to gather materials for students to bring to class or make copies.
Staff Telephone Use and Cell phones

Telephones in the classroom, the staff lunchroom, nurse’s office, and principal’s office are available for staff use. For personal long distance calls, use your personal calling card number. Please do not make personal telephone calls (cell phone or school phone) from your classroom during class time. Be aware of the confidential nature of school related calls. Many of these need to be made privately when children are not in the room.

When teachers receive personal family calls, we will ask if it is urgent or if we can leave a message for the teacher.  Assure your children that if they let us know they are your child, we will always put the call through.  Please help your family to determine what is urgent.

Paychecks

Paychecks may be signed for and picked up from the school secretary on the last working day of each month. For your convenience, you may want to consider automatic deposit. Consult the payroll department for details.

Lost and Found

Lost items (wallets, brushes, toys, etc.) should be turned in to the office.  These will be stored by the office staff and custodian until claimed.  Lost items may be turned in by students during non-instructional periods only. Lost jackets are turned in to the cafeteria.

Office Copy Machine (in Nurse’s office)

Except in emergency situations, this machine is for office use only. It has a very limited service agreement.  The staff workroom copy machines are provided for use by all employees.

Staff Room
Consideration for Others

We have a small staff room and keeping it useable requires the cooperation of all. Be sure to clean up the work area when you are through using the equipment. Personal items cannot be stored on the shelves or under the tables.  A small plastic bin was provided for each staff member.  Utilize this and store on the shelf in the kitchen area.   Each person is responsible for washing his/her own dishes. Please do not leave them in the sink.  Please see “KP” schedule on the next page and check the weekly bulletin to make sure you are lending a helping hand when it is your turn.
Work Room Copy Machine

All staff will be issued a pass code number for the staff room copy machine. Copy allocations will be:

· K-2 Classroom Teacher 1,200 per month

· 3-6 Classroom Teacher  2,000 per month

· RSP Teachers

· Specialist Teachers

Training in the use of the copy machine will be provided by the school secretary. Staff should not attempt to change toner cartridges without assistance of trained personnel. If you need multiple copies, the District printing office should be considered. Turn your completed printing requests in to Cindy for processing.
Copyright Guidelines

Near the workroom copy machine is a document entitled Copyright Policy and Guidelines for California’s School Districts. All staff needs to follow these guidelines.

Bulletin Boards Outside of Sue’s Office and in Staff Room
On the bulletin boards outside of Sue’s office you will find the weekly bulletin, computer technician schedule and sign-up sheets for the Computer Room.  Bulletin boards in the staff room will display yard duty schedule, aide schedule, library schedule, and specialist schedule. The site Visalia Unified Teacher’s Association maintains a board with current association announcements. Staff birthdays are posted on another board. Cartoons and clippings are welcome.
Kitchen Police - A.K.A “KP”

In order to maintain the staff room and kitchen, each staff member is asked to “tidy up” two weeks a year. Individual teachers should clean their own things….however, KP duty will consist of clearing and cleaning tables, keeping the kitchen counter clean and clear, cleaning the sink and coffee pot, and keeping clutter and scraps off the workroom counters.

It is understood that those on KP duty reserve the right to throw away food and disgusting containers that are left by others!
Week of:

8/17
Sue/Cindy



1/25
Robin P. Joanie/Jodi



8/24
Kristi/Erik



2/1
Robin H./Debbie




8/31
Petey




2/8
Denise/Norma




9/7
Robin P./Joanie & Jodi

2/15
Susan/Anna



9/14
Robin H./Debbie


2/22
Kerry/Donna



9/21
Denise/Norma 


3/1
Kris/Beth
9/28
Susan/Anna  


3/8
Jennifer/Jody


 

10/5
Kerry/Donna 


3/15
Nancy/Stephanie
 

10/12
Kris/Beth



3/22
Marie/Ken
10/19
Jennifer/Jody


4/5
Dina/Melissa
 

10/26
Nancy/Stephanie 


412
Megan & Renee/Tamra
11/2
Marie/Ken



4/19
Janet/Anna
11/19
Dina/Melissa


4/26
Barb/Darlene
11/16
Megan & Renee/Tamra

5/3
Karla/Terri
11/23
Janet/Anna



5/10
Sue/Cindy
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Golden Oak Elementary School

Bell Schedule 2009-2010
8:00 am


Playground opens and AM Kindergarten begins

8:17 am


First bell - Grades 1-6 begin instruction at 8:20

9:55 am


Grades 1-2 morning recess begins

10:10 am


Grades 1-2 resume instruction

10:15 am


Grades 3-4 morning recess begins

10:30 am


Grades 3-4 resume instruction

10:35 am


Grades 5-6 morning recess begins

10:50 am


Grades 5-6 resume instruction

11:15 am


Grades 1 and 2 lunch begins

11:21 am


AM Kindergarten dismissal

11:39 am


PM Kindergarten begins

11:55 am


Grades 1 and 2 lunch ends

11:55 pm


Grades 3 and 4 lunch begins

12:35 pm


Grades 3 and 4 lunch ends

12:35 pm


Grades 5 and 6 lunch begins 

1:15 pm 


Grades 5 and 6 lunch ends

2:10 pm


Grades 1-3 dismiss

3:00 pm


PM Kindergarten and grades 4-6 dismiss

**ON FRIDAYS ONLY:  4th Grade Lunch will be from 11:40-12:20.
Office Bulletin Board

The Office Bulletin Board exists to display student work. It is observed by all parents and students who enter the office and is an effective way to showcase the school’s curriculum. Our goals in maintaining the bulletin board are to:

· Display a wide range of student work

· Give students an opportunity to be recognized

· Educate the public

· Showcase achievement

· Develop student pride and ownership

Each grade level is responsible for the board for one month of the school year. Responsibility can be divided in any way: a monthly theme, or all classes contributing each week, or each class responsible for one week, etc. Materials, backing, and border should be removed by the last school day of each month.
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Principal
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October:

Kindergarten

March
:
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November:
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December:

First



May:
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January:

County

Attendance and Lunch Accounting

A student runner should be sent from each classroom as soon after 8:30 as possible each morning to deliver attendance and lunch count information to the office. Teachers who have a planning period at the beginning of the day should send their folders before the specialists arrive.

Lunch Count Information

The lunch count total is very important every day. Since children are paying into a general cafeteria account, our only way of knowing if a child is eating on a particular day is by way of your count. It is not necessary to indicate who receives free lunch. All the cafeteria needs is your accurate total on the yellow attendance slip.

Attendance:  Our goal is to minimize student absences.  

1. We will use Independent Study for students who will be away for five days or more.  We need five days notice to prepare work.  When families are called away because of an emergency and cannot give us five days notice, every effort will be made to prepare independent study for them.  If we are unable to prepare independent study in the time given, student absences will be considered unexcused.

2. When students are ill, we will do our best to send home their work on a daily basis, or to otherwise see that they make it up. 

3. When families take their children out of school for 2-4 days of unexcused absence (such as vacation) we will not prepare work for them.  Students, however, will be expected to make up the work on return.  These are unexcused absences.

4. We will continue to follow the attendance guidelines in mailing “irregular attendance” letters, making home visits and referring students to SARB.

Attendance Accounting

Fill in the bubbles on the scan sheet carefully. Errors can be corrected the next day, but your accuracy saves time for everyone. Once you have sent the sheet to the office and it has been scanned, do not change anything on it. ONLY teachers are allowed to mark on the attendance sheet.
Tardy
Students who are not in line when you meet your class are tardy whether they have a tardy pass or not. Once your folder has been sent to the office, all students entering you room should have a pass.

Documenting Types of Absences

Teachers determine the type of absence and record on the Daily Absence Report form. This form is updated daily by office staff and placed in the attendance folder. In the “actual” column, teachers will circle:

Note





Actual



Filed



         Abs / Tdy / Ex / Unex


Yes

If you made an error and the child was actually here, draw a hash mark through the name on the absence report and write “error”. As you review students’ absence notes, some absences will be changed to unexcused and some will be changed to tardy.

Written Verification

Teachers need to have written verification in one of three ways:

· Students bring explanatory notes from parent or guardian

· Message slip to document parent conversation or phone call

· Message slip to document parent conversation or phone call to office (done by office)

All notes from parents and message slips regarding school absences should be kept in the small envelope inside your attendance folder. Attendance sheets will be returned to teachers’ boxes prior to the end of the school day. Please continue to review the absence reports in your folder to see which students have not brought notes. Contact the secretary to see of it would be convenient for the student to go to the office to call home or send one of our absence forms home with him or her that day.

Absences are considered excused only for the following:

· Illness/injury, quarantine

· Doctor/dentist/optometrist/chiropractic appointment

· 5 days for required immunization

· Bereavement (1 day in state, 3 days out of state)

(Mother, father, brother, sister, grandparent, any other relative living in the same home)

Documentation Requirements

To provide adequate audit documentation concerning an absence, the verification must contain:

1. The student’s full name

2. The date (s) of the absence

3. The date of the verification

4. The cause of the absence

5. The name and relationship of the person providing the verification

6. The name of the employee who made the verification

Be sure that you sign each roster every two weeks. This is the legal report of attendance.
Foggy Days

Wait until 10:30 to send in attendance folders. Students arriving late due to fog are not to be marked tardy. Absences due to fog are excused. For tardies, simply write “VUSD FOG” on Daily Absence Report.

First Aid and Health Concerns
Student Safety

All adults at the school are responsible for student safety. Unsafe situations should be reported to the principal. Teachers shall plan on regular reviews of:

· School safety rules

· Traffic safety when coming to /leaving school.
Student Medication

All student medication must be kept and administered in the school office. Only school office or health personnel may administer medication. If there is an exemption for a student, you will be notified. Be careful that no one else hears when you ask a student if he or she has taken medication for the day.

First Aid

Whenever possible, first aid (cleaning and bandaging minor cuts/abrasions, sympathy, etc.) should be administered in the classroom. Basic first aid supplies are provided to each classroom by the school secretary. Teachers are expected to use their best judgment (in loco parentis) as to whether a student needs to call home or be seen by the school nurse. (Remember, we do not have a school nurse every day, she is here 1.5 days per week).

· Staff members need to be cognizant of safe practices with regard to preventing the spread of infectious diseases through contact with body fluids. Always wear gloves when giving first aid.

Ice Packs

Often, a wet towel is enough to soothe a minor scrape or bump. Ice packs will be administered in the office only when swelling is a real concern.

Health Screening Guidelines

When a student complains of feeling ill, consider these alternatives to sending a child to the office:

· Ask: “How long have you been feeling this way? …Did you feel this way before coming to school? …Do you feel this way often?…) Often children are seeking attention. Engaging them in conversation may be all that they need.

· Offer a chance to get a drink, go to the restroom, get a wet paper towel, or put their head down.

· When on yard duty, unless the problem is obviously serious, refer the child to their classroom teacher first. Let the classroom teacher make the decision.

· Whenever possible, refrain from sending students to the office. Office referrals are solely for children who are injured or seriously ill or uncomfortable.

Pediculosis  (Head Lice)

Staff members suspecting that a child may have head lice shall contact the principal, nurse, or school secretary. Office personnel will perform a “head-check”. Students found to have head lice will be sent home. In all circumstances, the child is treated with dignity and confidentiality.

Student Study Team
The Student Study Team at Golden Oak is a school-site team made up of teachers (K-3 rep and 4-6 rep.) the classroom teacher and the administrator who, along with the student and parent, work within the general education setting to:
· Use a systematic problem-solving approach to assist students who are not progressing at a satisfactory rate

· Clarify problems and concerns

· Develop strategies and resources

· Provide support and accountability

Most often, the SST process is initiated by the classroom teacher who has concerns about a student’s academic progress, work production, attendance, behavior, etc. Some modifications would have been tried without much success. First level interventions, such as parent conference, student contract, in-formal discussion with the RSP teacher and/or principal have occurred.

At this point, the teacher meets with the SST.  Together a plan of intervention or modification is developed for use in the classroom. If the student continues to be unsuccessful after 3-4 weeks of documented intervention by the teacher, THE TEACHER will contact SST for another meeting.  

It is the belief of the SST that:

· When teachers do not feel successful in supporting a student’s learning, they deserve prompt, professional, constructive assistance.

· Everyone at the school site shares the responsibility for the student’s success.

· Well-planned SST meetings can enable the staff to be more effective.

· Collaboration with student and parent is essential because they also share the responsibility for student success.

Working with the principal, the teacher determines who should be invited to participate in the SST outside of the designated team. This may include former teachers, instructional aides, specialists from the site or District, parent and student. (Depending on the circumstances, the parent may not be included at the initial meeting). It is our expectation that all participants will come prepared to participate. This includes:

· Teacher: cum folder analysis, portfolio work samples, modification checklist, list of strengths and concerns and documented interventions.

· Other teachers: review previous experience with child, list of strengths.

· Specialist: notes of current observation of student, notes form previous child study teams.

· Parent: (if included) completed parent participation she
During the SST:

· Student strengths are identified.

· Concerns are clarified.

· An action plan is developed and commitments are made.  
· Follow–up dates are set.  The teacher is responsible for monitoring the timeline.
Discipline
The purpose of discipline is to provide a safe and comfortable environment in which students can learn. It is the goal of all adults at Golden Oak School to help children learn to behave responsibly and to demonstrate respect toward people, adults, and children, as well as to property.

Golden Oak School students are expected to:

· Be on time and prepared to work.

· Show courtesy and respect for themselves and others.

· Show respect for school property and the property of others.

The two most important qualities expected of all students are RESPECT and RESPONSIBILITY.


School Rules:
At Golden Oak School we are learning to become responsible citizens. That means we:

· Respect the rights and property of others.

· Are considerate of others.

· Follow directions.

· Play safely.
· Dress appropriate accordingly to the Golden Oak Dress Code and information spelled out in the District Information Directory.  (See dress code)
These rules are posted in every classroom, the library, and the cafeteria.

Golden Oak Campus Rules

1.  Students should not arrive at school before 7:45. Students shall wait in front of the office if no yard supervisor is on duty.

2.   Inappropriate physical contact such as play-fighting, wrestling, horseplay, and gang-up type of activities are not allowed.

3.   Students must stay on the playground, out of the corridors, and out of the classrooms during recess.

4.   Students should get drinks and go to the restroom during recess.

5.   Students should leave the restroom, when finished, and return to the playground.

6.   Students should walk, not run in the corridors.

7. Only appropriate objects are to be thrown during games (e.g. a football)

8. Gum, candy, and sunflower seeds are not allowed.

9. At the count of 25 swings, the swing must be given to the next person in line. Standing on swings or swinging in a dangerous manner is not allowed.

10. Squirt guns, electronic devices, or any toy that is a distraction to the educational process are not allowed.

11. Spitting is not allowed.

12. Healthful snacks are allowed at the tables during the snack recess.

Off Limit Areas:



Between the buildings during any recess.



In the classroom unless an adult is present.



Between the cafeteria and the first corridor.



In the halls, except en-route to the restroom.



Food must be eaten at the picnic tables only.



Students may not chew gum at any time.

Cafeteria Rules

1. Students should observe good dining manners at tables.

2. Food cannot be shared

3. Students should talk quietly to their neighbors.

4. Students should not leave the cafeteria while still eating food.

5. Students should leave their table area clean and orderly.

Student Referrals to the Principal

If a staff member feels that a student needs to confer with the principal or principal’s clerical assistant regarding his/her behavior, the teacher may contact the office to arrange for a time for the student to see her. When contacting the office, be specific about the problem or concern and what you would like to have happen in the conference. Students should not be sent directly to meet with the principal since she may not be available at the moment.

Investigation and Problem Solving Assistance

Problems that occur outside the classroom setting that require further investigation may be referred to the principal or clerical assistant by calling via intercom or sending a note describing the problem to the office with a student messenger. The principal or clerical assistant will provide assistance as soon as possible. All staff referring problems should provide as much information as possible and any recommendation they may have.

Personal Objects taken from Students

Whenever personal property is taken from a student, keep in mind that the object needs to be returned to the student to be taken home. In most cases it should sent home as soon as possible. If you prefer, you can call the home and request that a parent come for the item.

Student Time-out of the Classroom

Students will not be allowed to sit/stand outside the classroom for any reason.  If time-out is required, send to your buddy teacher classroom.
Teachers may wish to work cooperatively with other teachers to arrange out of class time out periods for students. Students typically should not work in another classroom for more than 90 minutes. Teachers wishing to remove students for longer than 90 minutes need to consider suspension and contact the principal.

Suspension of a Student from the Classroom

In accordance with the California Education Code, section 48910, teachers may suspend a student from class for the remainder of a day and a day following. Grounds for suspension are specifically defined in EC 48900. Contact the principal prior to suspending a student. THE CLASSROOM TEACHER DOES NOT HAVE THE AUTHROITY TO SEND THE STUDENT HOME.
When a student is suspended by a teacher, the teacher is required to contact the parents.  Additionally the teacher needs to arrange for a personal on site conference with the student’s parent before the student can return to class.  
Emergency Removal of a Student

If a student needs to be removed from your classroom, immediately call or send a messenger to the office with a sealed or folded/stapled note. The principal or clerical assistant will come promptly to the get the student. Be prepared to consult with the principal or clerical assistant regarding the situation.

Classroom Discipline Plans

All teachers will develop a written plan for classroom discipline which will be shared with the principal.  In addition, this plan will be discussed with parents at Back-to-School Night. Each plan will include:

· Classroom Rules (brief and general)

· Method for providing feedback to students about behavior

· Strategies typically used
Student Referrals

The student referral is designed to reflect the District discipline code and State discipline laws. A referral can be filled out by any adult on any student. This is used as documentation of what occurred, what was observed, and the subsequent investigation of the situation. Other students’ names are not listed. Opinions are not listed. 
Teachers’ Responsibility

Teachers shall review these procedures with students at the beginning of the school year. It is recommended that these be reviewed over several sessions rather than in one sitting. All staff members are responsible for ensuring that students behave in accordance with these rules and expectations.
Staff as Models of School Rules

One of our most important tools for teaching students to behave is our own modeling.

Playground Rules

Soccer






Sand Area
Only one ball per goal post



Do not throw sand
Hands used by goalie only




No “chicken fights”
Out of bounds lines apply




Direction on bars is one way
No slide tackles

Football






General Rules
Out of bounds lines apply




Do not play in access road
No tackling






Pick up trash
Two hand touch





No running on black top after whistle 








Fair play at all times
Swings






Do not go near buildings
50 counts (one forward, one back)


Stay in sight of Yard Supervisors
25 counts for one cycle




Only red balls/basketballs on blacktop
No jumping 






Footballs/soccer balls on grass
No twisting

Swingers must be self-propelled

Blue and Yellow Playground Rules

General rules: 

· Students may not climb on top of any of the equipment. 

· Bark must not be thrown.

· Students must not dig in the bark.
Slide:

· One person only on the ladder or on the slide
· Students can climb the ladder when they see a student slide down.
· Students must quickly slide down once they reach the top of the ladder.
Zip Rail:

· Only one person at a time on the rail.

· Student may ride forward and back one time before turning the rail over to the next student.

Climbing Net:

· Only one student per row of chains

Overhead Ladders/Rings:

· Follow the direction as indicated.

· Students may not have any contact with any other student.

Stepping Stones:

· One student at a time on a “stone”.
· Students must keep moving so other students can use the equipment.

Dress Code

All schools within the Visalia Unified School District believe that students should wear clothing to school that is conducive to the learning process and reflects respect for self and the school. Therefore, Golden Oak School has adopted the following dress code for all students.

1. The principal has the discretion to limit attire if it distracts from the learning process. In addition, the principal may also make exceptions for special events.
2. Attire that protects the health and safety of the students.

A. Students should wear shoes that are appropriate for school activities. This does not include shoes with cleats, spikes or high heels. Shoes must have a back strap.

B. Attire which may be used as a weapon is not allowed. This includes but is not limited to chains, wallet chains, and items with spikes or studs.

3. Attire that does not interfere with the educational process:

A. Hats for sun protection are allowed but must have a 2-inch brim around the entire hat. In addition any hair apparel that can be attributed to or denote gang or group affiliation is not permitted. Head covering will be permitted with written medical reason on file from a doctor.

B. Sunglasses are worn only outside.

C. We do not allow tube or halter tops, backless garments, spaghetti straps, or half-tops. Students may wear tank tops if the shirt has armholes that fit under the arm and a neck that is not scooped below the collarbone. Straps should be three fingers wide.
D. Shorts, skirts, and culottes must have a four inch inseam. Skirts and dresses should extend to a minimum of four inches from the top of the knee.

E. NO BAGGING, NO SAGGING Pants and shorts must fit at the waist, hips, crotch and thighs. A belt must be worn if pants are loose around the waist. Pants and shorts are too baggy if, when the pant seams are wrapped around the front of the mid-thigh, the seams touch.

F. NO MAKEUP is allowed.

4. Attire should not advocate, advertise, denote or be recognized as gang activity or affiliation, have crude or vulgar printing, slogans, symbols, designs or pictures depicting drugs, alcohol, tobacco, violence, graffiti, sexual suggestions, or unlawful activity.

5. Violation of the dress code will result in one of the following: warning, notification to parents, student sent home to change clothes, or in-school suspension.

Character Education Curriculum

Core Beliefs

1. The present and future well-being of our society requires an involved, caring citizenry with good moral character.
2. People do not automatically develop good moral character; therefore, conscientious effort must be made to instruct people in the values and abilities necessary for moral decision making and conduct.

3. Effective character education is based on core ethical values rooted in democratic society, in particular, respect, responsibility, trustworthiness, caring, justice, civic virtue and citizenship.
4. Core ethical values transcend cultural, religious and socioeconomic differences.

5. The character and conduct of our youth reflect the character and conduct of society; therefore, we pledge ourselves to teach and model these core ethical values at all times.
Program Goals

1. To create a school culture in which moral character, friendship, and patriotism are valued.

2. To equip students to make ethical decisions based on the elements of good character.

3. To encourage good decision-making, positive citizenship, and community involvement.

4. To increase conduct consistent with the elements of good character.
Curriculum
1. Based on Character Counts, each classroom will focus on one “pillar” of character each month. This will be implemented via our successful “Word of the Month” program. The goal is to use Character Counts language, moments, and activities throughout the school.

2. Increase the number of teachers using the “Circle of Support” for problem solving and esteem building activities. (This concept is based on work by Jane Nelson,  Positive Discipline in the Classroom.)
3. Develop a Friday morning “School Wide Celebration” to increase awareness of the pillars of character and to build school morale.

4. Increase citizenship skills through “service learning”: classroom and community service projects developed by students, staff and parents.

5. Continue to utilize support of:

a. Special Friends for one on one support of at risk primary students.

b. Cross age tutors and peer tutors to build self-esteem.

c. Second Step curriculum to help children make good decisions.

d. Olweus Bullying Prevention.  When children are not afraid to protect themselves and others everyone wins.

Program Assessment

The effectiveness of our character education program will be measured by:

1. Students’ use of the language of the pillars in everyday life as an indicator that they are learning to think ethically.

2. Tracking students’ behavior within the teachers’ classroom management system.

3. Evidence of cognitive understanding in formal assignments, some of which will be kept in the student’s portfolio.

4. Increased number of observed ethical acts.

Golden Oak Student Recognition
1.  Our primary goal is to build a strong sense of community where all students feel connected to and belong to Golden Oak school community.

2. We believe a sense of community develops as we stress caring, compassion and character education.

3. Further we believe that as students become connected to the school and feel like they belong here, student achievement increases.

Ideas for implementation:

A. Reward perfect attendance: we will draw three grade level winners each month from those who have had perfect attendance for the month. Teachers will have a class list. As the month progresses, draw a line through the name of any child who is absent. At the end of the month cut up your class list and put the perfect attendance names into the appropriate grade level jar. Names will be drawn at the Friday assembly.  Students whose names have been drawn will receive a reward from the principal.

At the end of each month all students with perfect attendance will be allowed to attend the Perfect Attendance Party.  Typically this will begin at 1:50 and end by 2:10 for primary students and 2:40-3:00 for upper.   Students free play and a treat.  

B. Display student work: this will be by grade level on the office bulletin board and on the cafeteria walls at any time. This can be art or academic work.
C. Friday Morning School Wide Celebration:  This will be held at 8:17.  Classes will stay on the blacktop in a close formation.  Our goal is to honor the flag, sing two patriotic songs and quickly acknowledge any students.  The assembly should be finished by 8:30.

D. Recognize students in the newspaper Character Counts:  forms available.
Textbooks, Equipment, and Supplies

Supplies

All K-2 teachers are allocated $500 from the school general fund for the purchase of classroom supplies. Teachers in grades 3-6 are allocated $800. These are ordered through Office Depot, see Cindy for information.  A deadline for all purchases (usually in early April) will be announced each year. Butcher paper for bulletin boards, ditto paper, copier paper, laminating film, and the bindings for student made books are provided in the staff workroom.

Textbooks, Core and Extended Literature

These materials are purchased from the site textbook allocation and the site budget. Books should be checked out to students and collected at the end of the year. Extra textbooks will be stored and may be checked out by notifying principal in writing.

Lost or Damaged Student Textbooks

Lost or damaged books shall be reported to Cindy. Please fill out the necessary form for parent payment.

Consumable Materials of Students Who Leave the School
Partially used materials should be kept by teachers and assigned to new enrollees.
Custodial Services

Requests for non-emergency custodial services should be made in writing, including name, room number, and date of request and given to Cindy.  
When emergency custodial services are needed, contact the office to have the custodian paged. His lunch break is from 11:00 – 12:00.  Notify the office during that time if you consider your need an emergency.

Teacher/Student Responsibilities

Prior to going home, students are responsible for:
· Picking up all paper, crayons, books, coats, backpacks, etc.

· Keeping personal belongings in desk
· Keeping desks and tabletops free of crayon, pencil, pen, etc.

· Basic sink and counter clean-up
· Stack chairs 
Concerns and questions regarding custodial and maintenance services should be directed to the principal.

Golden Oak Clean Campus Regions

Each grade will be assigned to keep a region of the school litter-free. Student Council will perform weekly campus inspections.
School Traffic

There should be as little hall traffic as possible during instructional time. All students must have a pass when they come into the office. The RSP teacher will assist teachers in developing plans for monitoring the movement of RSP students.

RESTROOM USE – Students are expected to use the restroom before school and at regularly scheduled breaks.  No students should be released during class time to use the restroom.  The 4th-6th grade restrooms are locked from 8:20 through to morning recess and then again up to recess and after lunch.  In the event of an emergency, students need to come to the office to use the restroom in the nurse’s office.  It is understood that students in 1st-3rd may need to use the restrooms during class time but this should be kept to emergencies also.  1st-3rd restrooms are not locked during the day so students needing to use the restroom go to the appropriate restroom at the end of the wings. 

Hall traffic to the cafeteria, library, or office is along the cement edge of the corridor. Even when your class is walking together, they need to walk along the line single file.

Visitors
All visitors shall be directed to register in the office prior to going anywhere else on campus. They will be issued a Visitor’s Pass or name badge prior to going to classrooms. Any adults coming to the classroom (or other area on campus) without a visitor’s pass shall not be permitted to enter or have contact with students. Parents checking students out will come to the office.  We will contact the classroom and ask for students to be sent here. 
After-school dismissal

Students are expected to walk, not run at dismissal. All staff members are expected to escort their classes to the front of the school.  Teachers on duty will remain there until the majority of students are picked up.  First dismissal teachers remain on duty from 2:10-2:25 and second dismissal teachers remain on duty from 3:00-3:15. 
Students Leaving Campus

Students must always check out in the office before leaving campus during the school day. When parents come for students, the usual procedure is for the parent to sign out the students, who will be called to the office.

Locked Gates

Once the school day begins, all gates are locked except the main office gate. All students are expected to walk down the sidewalk to the front of the school at dismissal.

Parking Lot

To allow as much off street parking for parents as possible, staff are expected to park in the second and third rows on the north side of the parking lot.  We need to leave the majority of the front row vacant for parent parking.
Yard Duty
Yard and bus duty is performed by teachers, instructional aides and yard supervisors. Once the bell rings, it is important that you report promptly since you are responsible for the students at that point.

Meeting Students Following Recess

Each class should have a place at which to line up at the beginning of the day and after recess periods after the bell rings. Please wait for your class to be under control and ready to listen before you begin to walk to your room. Students should be in their classroom within three minutes of the bell.

Yard Duty Guidelines

1. While on yard duty, all staff should carry with them:

RADIOS

Hall passes (paper)



Pen or pencil



First aid supplies (band aids)



Whistles

2. Be sure to arrive on yard promptly for your assigned duty

3. Be sure to be familiar with Campus Rules as outlined in the discipline section of this handbook.

4. Agree on a division of the playground with the others who share your duty so you are certain that the entire area is well supervised. Please do not stand by each other.

5.  Move around and be vigilant.
Student Materials Storage Prior to Beginning of School and at Lunch

Students may leave books, etc. in an area designated by the teacher. They may enter the corridor only long enough to leave their things.
Students in the Classroom 
Students will always be supervised in the classroom. Under no circumstances are students to be in the room without an adult present. To avoid confusion for yard supervisors during recess, students going to the classroom must remain there until the bell rings unless escorted by the teacher. Students may not run in and out of the room.

Escorting Students at Dismissal

Students should be escorted to the front of the office at dismissal by the classroom teacher. You do not need to wait for everyone to be picked up as we have teachers to cover that duty. However, the campus is too large, with too many distractions, to excuse them at your door.
Supervision Schedule
Before School:

7:30-8:17
M-F
Flisco
7:30-8:40
7:30  Cafeteria/Yard/8:20  Tardy Club




Neves
7:45-8:17
Yard




Rollema
7:50-8:17
7:50  Yard

Primary Recess:  
9:55 – 10:10
Monday
Tuesday
Wednesday
Thursday
Friday




Cooper

Cooper

Cooper

Cooper

Cooper


Garcia

Westly

Shore

Conrad

Johnson
Intermediate 

10:15 – 10:30
Monday
Tuesday
Wednesday
Thursday
Friday


Ovalle

Ovalle

Ovalle

Ovalle

Ovalle


Hunt

Bonds

Bohland
Bream

Nelson
Kinder AM
Smith/Blatner
Smith/Blatner
Smith/Blatner
Smith/Blatner
Smith/Blatner
Upper Recess
10:35-10:50
Monday
Tuesday
Wednesday
Thursday
Friday
Neves

Neves

Neves

Neves

Neves 


Cairns

Owens

Mendoza
Krebsbach
Phelps
Kinder PM
Pursifull

Pursifull

Pursifull

Pursifull

Pursifull
1:50-2:05
After School
Monday
Tuesday
Wednesday
Thursday
Friday
11:21-11:36
Smith/Blatner
Smith/Blatner
Smith/Blatner Smith/Blatner
Smith/Blatner 

2:10-2:25
Neves

Neves

Neves/Godinez
Neves

Neves
    
Hernandez
Hall

Littleton
Houser

Mahlman



3:00-3:15
Monday
Tuesday
Wednesday
Thursday
Friday
Godinez
Godinez


Godinez
Godinez
Sims/DeRose
Perch



Sims/DeRose
Barwick
Rainy Day Recess Schedule

Classified personnel will cover classrooms and restroom areas as follows for rainy day snack recess:

9:55-10:05        Room 24          Darlene

10:05-10:15
Room 22
Darlene

                         Room 25         Terri



Room 23
Terri
                         Room 35          Karla





Room 31
Karla
                         Room 37
Barbara




Room 32
Barbara
10:15-10:25
Room 36
Darlene


10:25-10:35
Room 41
Darlene



Room 38
Terri





Room 43
Terri


Room 39
Karla





Room 44
Karla


Room 40
Barbara




Room 51
Barbara
10:35-10:45
Room 62
Darlene


10:45-10:55
Room 52
Barbara



Room 63
Terri







Room 64
Karla







Room 61
Barbara


9:55-10:55
Restrooms
Cindy
On rainy days there will be NO Tardy Club or detention in Cafeteria.
Cafeteria

Buying Lunch

Encourage students to pay for lunch or milk before school. With the SNAP system, the student does not indicate which days he/she is eating. They simply pay into their individual accounts. The clerk is available in the cafeteria from 7:30-8:15 and from 10:00-1:00 every day. If students forget to pay ahead, they must pay at lunch time but they will need to wait at the end of the line in order to do so. Students do not check in daily. Your lunch count taken daily in class lets the cafeteria know how many will eat on any given day. Teachers also need to pay ahead into their accounts.

Line-up Procedures 

1. Teachers will bring students via sidewalks in a line to the east cafeteria entrance at scheduled times. Please do not arrive early. There is no staff to supervise your students and the cafeteria workers are preparing the tables and food for your students.

2. Students line up in the following order alphabetically:

Lunches brought from home


Milk only


Cafeteria lunch


Charges or special questions

3. Students are assigned to tables by the lunchroom supervisor as they arrive. Students may not save seats for friends.

4.   Students wait to be dismissed by a lunchroom supervisor. We expect good manners and “inside voices” during lunch.

5.   Individual students demonstrating inappropriate behavior may be moved to a time-out chair or another table.

Lunch Money

Lunch purchase and charge payments should be made in the cafeteria before school. Students may charge only two times. A note will be sent home each time so parents are notified. It is the policy of the VUSD that after the two charges, students are given a sandwich and milk but not a full lunch. In keeping with our limited telephone policy, students may not call home for lunches or lunch money.

Staff Development

With the increased focus on standards based testing, schools throughout California are struggling to implement curriculum changes in Language Arts and Mathematics that will increase student learning and performance. Based on personal observation and the research of many educators, some listed below, our staff development focus is based on the following concepts:

1. Poor performing students do not need more pressure.  Children like to and need to be challenged. They need greater attachment to the school and motivation to want to learn. 

2. In addition, we support the theory that successful implementation of change consists of three components:

A. A strong classroom instructional program,

B. School wide use of assessments to truly understand the individual child,

C. A school wide program that fosters student participation and values,

D. A family involvement program.

3. We see the need on our campus for increased resilience related activities:  attachment to school, intrinsic academic motivation, preference for challenging tasks, democratic values, conflict resolution etc.

4. Students must share their thinking and strategies for attacking problems in all content areas. By doing this, they are clarifying their own thoughts, connecting with other ideas and experiences and creating new understandings.   

In other words, we intend to show that moral purpose and change strategies will combine to promote greater attachment to the school community which will, in turn, produce greater academic achievement.

Questions for ourselves are:

(a) What is the role of the teacher in this process? 

(b) How can staff development support that role? 

Since small groups of reformers seldom influence their peers to change (they just create an even greater gap between themselves and others) our goal is to become a school wide community of learners. Fullan and Hargreaves, Newmann and Wehlage, and Louis and Druse  (see sources,  bottom of next page) provide explicit evidence on the relationship between professional community and student performance. 

We believe that an adult community of learners is created in this way:






The weekly standards based grade level meeting is a good example of our work as a community of learners.  K-6 will meet on the 1st and 3rd Thursdays from 3:15-4:30 for planning.  The 2nd and 4th are set for staff meetings then grade level planning.  Staff meetings will never last longer than 30 minutes.
· Teachers as a group and in subgroups examine together how well students are doing.  Teachers study student work and assessment data. (student outcomes and progress monitoring)

· They relate this to how they are teaching (instructional practices).

· They make continuous refinements individually and with each other (student outcomes)

Eight Steps to Effective Team Meeting are good rules to follow during planning.
1. Begin and end promptly.

2. Come prepared with your data and needed resources.

3. Discuss student performance, not student behavior.

4. It is OK to disagree; it is not OK to be disagreeable.

5. Omit side conversations and bird walking.

6. Cell Phones should be silent.

7. Complete the group report.

8. Encourage each other; we are making a difference!

  In order to support our work as a community of learners we will participate in:



Grade level collaboration days (3 per grade level)



Individual meetings with the principal (Data Chats)

Staff meetings/Grade Level Planning


Communications

Faculty Meetings/Grade Level Planning
Faculty meetings are scheduled on the 2nd and 4th Thursdays of each month at 3:15. These meetings are required of all certificated staff and will begin promptly. Grade Level Planning is scheduled for the 1st and 3rd Thursdays of each month.  Again we will begin promptly at 3:15 ATTENDANCE IS MANDATORY AT ALL THURSDAY MEETINGS.  Please refrain from scheduling appointment etc. on Thursday afternoons.  Any staff member wishing to place an item on the agenda may do so by contacting the principal.

Weekly Bulletin

This is sent out every Friday via e-mail for the following week. The bulletin provides information, announcements, schedules, etc. to all staff. This is also posted on the bulletin board outside of Sue’s office for your convenience.
Daily Sign-In

Each day staff members are asked to sign in on the notebook on the counter in the staff room.  In this binder updates, events of the day and changes are listed to keep everyone informed of what is occurring each day.

School Calendar

Bring your calendar to each staff meeting and to your grade level meetings.  These will keep all of us moving forward in the same direction.  If you wish to have something added, please see Sue.
Newsletter

The newsletter is published once a month by the PTA and is sent home with every student. This includes school news, PTA news, school activities, and the monthly calendar. The deadline is usually around the 20th of each month.  If you have something for the newsletter, give the information to Sue.  Stephanie Hunt places the monthly newsletter on the Golden Oak Website.
Office Calendar
If you head up an after school activity or extended day, please make sure to post this on the calendar in the office.  This calendar is used by office personnel when parents call looking for students.  It is important that the information listed here is accurate when referring to room location and times.
Mailboxes

Each staff member is assigned a mailbox located in the workroom. It is vital that you check your box before school, at lunch and after school to ensure timely receipt of messages. Except in case of emergency, phone messages will be placed in boxes and not be sent to class during the instructional day. Mail is distributed by 9:00 each morning. 

Messages to Principal

Messages should be place in the mailbox on her door, via e-mail or sent down in the morning in the attendance folder.

Getting the Principal to come to your Room

In an emergency, call the office via intercom or use the radio in your classroom. She will get there as soon as possible.
School-Home Communication

Please proof your messages for exemplary handwriting or typing, spelling, grammar, and punctuation to ensure a professional appearance. All class wide communication must be signed by the principal before distribution. For your own records, it is wise to keep copies of all individual communication you send home.  
Parent Contact

Each teacher will contact every family before September 30 of each year.  Then on a monthly basis teachers will contact no less than three parents per week.  Communications are logged on the NCR Golden Oak Phone Log.
Golden Oak Elementary

Staff/Parent/Student Pledge

The Staff Pledge:

We understand the importance of the school experience to every student and our role as models.  Therefore, we agree to carry out the following responsibilities to the best of our ability:

We will explain expectations and instructional goals to students and parents.

We will base instruction on your child’s strengths, skills and abilities.

We will strive to be aware of the individual needs of your child.

We will regularly communicate with you regarding your child’s progress.

We will ensure a safe and orderly learning environment.

The Parent’s Pledge:

I realize that my child’s school years are very important, and I understand that my participation in my child’s education will help in achievement and attitude.  Therefore, I agree to carry out the following responsibilities to the best of my ability:

I will provide a place and time for my child to study.

I will attend Back to School Night, Parent Conferences, and Open House.

I will read with my child and let my child see me read.

I will monitor my child’s T.V. viewing, video game time and computer use.

I will support the school’s homework, discipline, attendance, and uniform dress code policies.

The Student’s Pledge:

I realize that my education is important to me.  It helps me develop tools I need to become a happy and productive person.  I also understand my parents want to help me do my very best in school.  I know I am the one responsible for my own success, and that I must work hard to achieve it.  Therefore, I agree to carry out the following responsibilities to the best of my ability:

I will return completed homework on time and return corrected work to my parent(s)/guardian(s).

I will arrive at school on time every day unless I am ill.

I will be responsible for my own behavior.

I will be a cooperative learner both at home and at school by following school and classroom rules.

I will read every day.

I will resist using drugs, alcohol and violence and will follow the school’s uniform dress code.
Homework in the Elementary Grades (K-6)

AR6154.1(a)

Homework

The Governing Board recognizes that literacy activities outside the classroom directly correlate with student achievement and attainment of academic standards. In order to achieve this goal, it is recommended that time outside the instructional day should be spent in literacy activities in the following manner:

K-2
Maximum of 20 minutes per day

3-4 Maximum of 30 minutes per day

5-6 Maximum of 45 minutes per day

These reading activities may include, but are limited to, read aloud, shared reading, independent reading and environmental print.

In addition to the literacy practice above, other content areas can and should be included in homework time based on the following recommendations:
K
Up to 10 minutes per day

1
Up to 15 minutes per day

2
Up to 20 minutes per day

3-4
Up to 25 minutes per day

5-6
Up to 30 minutes per day

Things to Consider When Designing Homework

· The assignment should extend in some way skills being developed in the classroom.

· The assignments should be tailored to the student’s achievement and maturity level, and completed by the student with as little assistance as possible.

· The assignment must be of value – not simply “busy work”.

· The assignment should require some independent thinking on the part of the student.

· The assignment should reinforce positive attitudes toward learning.

· Homework should never be assigned as a measure of punishment.

· The assignment, whenever possible, should relate to the student’s interests.
Parent Involvement

School Newsletter

The PTA publishes a newsletter once a month which is distributed to all families. Classrooms are expected to contribute at least one article each issue.
School Carnival

The fall family carnival raises several thousand dollars each year for school projects. Teachers participate by getting volunteers, soliciting prizes, and working booths on the day of the event.

Parent Conferences

Parents are vitally interested here in the progress/welfare of their students. K-2 teachers are expected to conference with 100% of parents in the fall and spring. Teachers in 3-6 are expected to conference with 100% of parents in the fall and with all parents whose student is functioning below grade level in any academic area.

Volunteers

Parents are willing to assist in class in a variety of ways. Teachers are encouraged to utilize these volunteers. Not only does their participation help the teacher and individual students, but their work at school helps to educate and inform the community about our goals and program.  Before a parent can volunteer in your classroom they must complete district volunteer forms.  Send these to the office; we will check Megan’s Law and let you know if and when you can contact the parent. These forms will be kept on file for one year. 
Parent Chairpersons

Parents chair a number of important committees on campus: Red Ribbon Week, Read-a-thon, Play Day, Hospitality, Newsletter, Fundraising etc. All staff should strive to assist and support their efforts.

Foggy Day Schedule

Attendance folders should not be sent to the office until 10:30 am on foggy days. Foggy day schedules will be announced on several radio stations and Channel 18. It will be announced as a foggy day schedule for Visalia Unified School District, Plan A, Plan B, or Plan C. This is a description of the schedule and the radio and TV stations. School begins on time for each plan and teachers are expected to be here unless the fog in your area makes that too dangerous.

Plan A

Ground fog exists in certain isolated areas in the school district. 

Bus transportation and classes will start on regular schedules.

Plan B

Bus Transportation will be delayed by two hours.

Classes start on time.

Changes, if necessary, will be announced at 8:30 am.

Plan C

All morning bus routes will be canceled, including AM and PM kindergarten bus routes.

Classes will start on the regular schedule.

Buses will be dispatched on all “school to home” routes on the regular day schedule.

TV; Channel 18

Radio:
KMJ  580 AM


KFRE 94 FM


KYNO 102 FM


FYI 1270 A

Emergency Procedures

Fire Drill

When the fire alarm sounds, all students and staff are to go directly to the grass area indicated on the fire drill map. Teachers should take the red binder that includes class list, red/green cards and student accountability list to ensure that all students are accounted for. In addition, all doors should be closed, not locked, as you leave your room. We practice a fire drill once a month.

Types of Emergencies


Type 1: EVACUATION - Teachers and students go outside. 




Bomb threat




After an earthquake




During an actual fire


* Staff and students are directed to go outside by use of fire alarm or intercom.


Type 2: LOCKDOWN - Teachers and students stay inside.




Violent or dangerous adult on campus.




Windstorm, aircraft crash, explosion…


*Staff and students are signaled by use of intercom message.
Who to Contact

1. Notify the principal or office

Person(s) noting a disturbance or problem will immediately notify the principal or office. Principal or designee will assess the situation and implement the following as appropriate:

A. The police department will be notified (dial 911). As appropriate, the sheriff, fire, ambulance will be sent. A site contact person will be assigned to meet emergency vehicles, provide information and direct to area of need.

B. The Student Services Office will be notified (extension 7579). The Superintendent, Cabinet, School Board, Maintenance, Transportation, and Operations will be notified as needed.
Emergency Plan

In Case of emergency, use Crisis Response Plan (blue) posted by exit.

Emergency Signals


Type 1. Teachers and students go outside.



 Staff and students are directed to go outside by use of fire alarm or intercom.



 Examples of these threats include:




Fire        Bomb Threat
   After an Earthquake


Type 2. Teachers and students stay inside.


 Staff and students are signaled by use of intercom announcement.



 Teachers will lock the doors, turn off lights, and stay inside.



 Students drop and cover if there is an earthquake. It is important that 

 students are taught to drop and cover during the first week of school.

 If intercom system and or fire alarm system are not operational, we will 

 use a Message tree, with the message carried down the main corridor by 

 the Principal, assistant principal, or custodian and passed from room to 

 room.

Students at Recess

In the event of the presence of a dangerous adult on campus, one of the following will be implemented as determined by the principal or designee:



Ring the recess bell to direct students and staff to classrooms.



Siren to direct all students on playground to execute the “drop” (hit the 

deck) command, dropping down to lie flat on the grass.

Removing Uninvolved Students

All staff should assist in removing uninvolved students from the emergency area as quickly as possible.

Incident Management Team

Members of the IMT have specific responsibilities during emergencies. They will arrange at the beginning of the year for their students to report to a neighboring classroom if they are called to assist. If all members of the IMT are needed, the call will be, “All IMTs report to room #…” 

Do not use your cell phone during a bomb threat or unknown emergency. This is imperative since it may detonate a bomb.

First Aid

The school office has been designated as the location where first aid will be administered. The school secretary and office clerical staff will administer first aid.  Additionally rooms 24, 33, 37, 44 and 64 all have first aid kits.
Taking Roll in Case of Emergencies

In any school wide emergency, teachers will then immediately locate a class list and take roll. All Students must be accounted for.

In a type 1 emergency, (EVACUATION-go outside), the teacher will take roll when classes assemble on the blacktop or playground.

In a type 2 emergency, (LOCKDOWN-stay inside), the door is locked and is not to be opened regardless of the situation. The teacher should take a roll at once to determine who is not inside. Do not send anyone to look for missing students.  E-mail the office using the address Golden Oak Lockdown.
Safe Rooms

Students who are not inside during a lock down, report to the cafeteria, room 39, or room 41. Instructional aides and specialists will assist students to get inside and will remain with them.

Communication with Parents/Guardians

As soon as practicable, parents of involved students will be contacted by designated staff as directed by the principal. The office has been designated as the rumor control/information post. If needed, a meeting area for parents will be established in the school cafeteria. A soon as practical, a written communication will be provided to parents/guardians to share accurate and objective information.

Communication with Students

As needed, accurate and objective information will be shared with students. In some cases, a prepared script will be provided.

Communication with Media

The principal or district staff is the spokesperson to advise the media and respond to questions and concerns. A meeting area for media will be established in room 10.

Releasing of Students to Parent/Guardian

In some situations students can be released to their parents by the teacher. (see Blue Crisis Response Plan for details) Use a class list and insist that the parent sign. Students may not go with friends or neighbors. Teachers stay with their students until the emergency is over and all are sent home. Once the situation is assessed, and if it is a community wide event, we will release our teachers who have school aged children if it is at all possible.

Counseling Support

The District Guidance Department will be contacted to provide any needed counseling.

Campus Inspection

District operations/maintenance staff/custodian will make an inspection of the school to assess damages and make plans to repair damages as quickly as possible. Every effort will be made to open school the following day.
Lockdown Procedure

In the Event of a Lockdown

1. A crisis is any dangerous situation on campus that is out of control in which students or staff could be harmed.

2. The signal is usually given by the office.

3. Individual teachers who observe such a crisis should notify the office.

Lockdown Procedure

1. The regular bell system will be turned off. If a bell rings, do not respond.

2. An announcement is made over the intercom system. Every door is to be locked!

3. Specialists remain with the class they are teaching. No specialist is to leave campus until released by the principal. The secretary will contact the specialist’s next school if possible.

4. Teachers on a planning period will remain where they are.

5. Teachers should leave the classroom door locked routinely when they leave the room so the specialist can pull the locked door closed in case of emergency.

Students Outside when a Lockdown Occurs:

1. Students who are outside or using the restroom will either remain in the restroom or go to the nearest restroom, go in the farthest stall from the entrance and lock the stall door.  Remain in the restroom until a school staff member comes or the lockdown ends.

2. Students outside with the PE teacher: Group quickly and hurry into the cafeteria.

3. Primary classes outside with their teacher for PE: lineup and go with the teacher to their own class or to one that is closer.

4. Students far out on the yard, kneel on the ground around the teacher, who will direct them to a safe room. In the event of gunfire, staff and students will lay flat on the ground.

The lockdown is over when an announcement is made over the intercom system.  The office will provide any needed information via e-mail during a lockdown.  Check computers occasionally during lockdowns. In case of doubt, stay inside.
Earthquake Drill

What to Expect:

The first indication of a damaging earthquake may be gentle shaking. You may notice swaying fixtures, or hear objects wobbling on shelves. Be prepared for the noise that accompanies an earthquake to frighten children.

Drop, Cover, and Hold:

1. Indoors

Drop by taking cover under a desk, or table, positioning as much of the body underneath as possible.

Cover eyes by leaning the face against the arm.

Hold on to the legs of the furniture.

Remain in this position until the ground stops shaking.

If there are no desks, use a chair.

If there is no furniture, drop onto the knees against an interior wall, leaning over to rest on the elbows, hands clasped behind the neck, face down.

2. Outdoors

Move away from buildings, power lines, masonry walls, etc.

Assume the “drop” position.

Classroom Drill


The teacher and all others present drop, cover, and hold, maintaining the safe position for 30 seconds to one minute. When the time has elapsed, the teacher directs all to rise carefully, check themselves and others for safety. It is strongly recommended that the drill include one aftershock, repeating drop, cover, and hold, and another aftershock during evacuation. Once outside, assemble in the area of the fire drill evacuations. Take roll. Be prepared for aftershocks by holding the drop, cover, and hold position outside.

Substitute Teachers
Pre-planned Absences
All substitute requests are to be made by the teacher using a substitute request form and the Subs On Line telephone system.  Teachers who request first are most likely to have a sub in case of a shortage of substitute teachers.

A. Multiple Absences

For a pre-planned District/School coordinated activity, e.g. professional development day, committee meetings, etc, substitutes should be requested at least two weeks prior to the date of the in-service/activity.

B. Individual Teacher Absences

Doctor/dentist appointments, personal leave, etc.


As soon as possible when absence is known.


      Jury Duty



As soon as jury duty is confirmed.

C. School Business Leave

This requires a staff development plan and, in some cases, Board approval. See the principal.

Unanticipated Absences

Substitute teacher requests are to be made directly by the teacher to the SOL system not later than 6:00 a.m.

Cancellation of Substitutes

Teachers shall notify school secretary before their class dismissal time if they plan to return the next day or to request that a substitute return the following day.

In the case of an unforeseen early return of a teacher, the teacher should notify SOL system by 6:00 a.m. of the day of his/her return.

Plans for Substitute Teachers

All teachers are expected to maintain the school substitute folder including lesson plans and any necessary student material (already reproduced) in the event that the teacher is unexpectedly absent. This folder is kept in the office.  In addition to a complete day of lessons and student activities, the folder should contain the following: Daily Schedule, Yard/Bus duties, class list, a list of students with special needs, bell schedule, and school rules.












1. Assessment 








2. Grade Level Standards & Instructional Practices





3. Community of Learners Learners


C


Oc


















36

