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Welcome to the 2023-2024 school year! 
You’re part of a dynamic team of educators that will ROCK learning and engagement for students every day. It’s going to be a great year to be a Page Street Panther!
Use this handbook to guide you with expectations for this school year. 







Attendance - Students
Attendance must be taken first thing each morning and entered into PowerSchool no later than 9: 00 am.  Any tardy students  will be entered by Mrs. Shepherd. Teachers should check the attendance record sent out by Mrs. Shepherd each day through email. If you see a mistake, then notify Mrs. Shepherd as soon as possible so the record can be corrected. Callouts are made each day to any parent of a student that was absent or tardy. We want to be sure the callouts are correct. Attendance records are used to enforce the Compulsory Attendance Law. It is important that attendance be accurate and current each day. Attendance will be reported in PowerSchool. During the first 10 days of school, attendance will be on paper.  This should be given to Mrs. Shepherd.


Regular attendance by every student is mandatory: The State of North Carolina requires that every child in the State between the ages of seven (or younger if enrolled) and 16 years attend school. Parents or legal guardians have the responsibility for ensuring that students attend and remain at school daily. (GS 115C-378(b) states - No person shall encourage, entice or counsel any child of compulsory school age to be unlawfully absent from school. The parent, guardian, or custodian of a child shall notify the school of the reason for each known absence of the child, in accordance with local school board policy.)
 
Board Policy (Code 4400) addresses excused absences. It is the teacher’s responsibility to collect notes from parents regarding a student absence and turn those notes in to the office on the day the notes are received. Mrs. Shepherd will assist as needed, but the legal responsibility to keep accurate records is in the teacher’s hands. All notes for absences MUST be turned in to Mrs. Shepherd on the day the student brings the note to school.
 
 When a student must miss school, a written excuse signed by a parent or guardian must be presented to the student’s teacher on the day returning after an absence. If the student does not present a signed parental note within two days, the absence will be coded as unexcused and an excuse note will no longer be accepted.
A letter will be sent to parents after 3, 6, and 10 unexcused absences notifying them of possible violation of the NC Compulsory Attendance Law.  More information about the Compulsory Attendance Law can be found at the NC General Assembly website under 115C-378 and in our MCS Board Policy- Code 4400  (http://www.ncleg.net/gascripts/statutes/statutelookup.pl?statute=115C ).
If a student has been absent more than fifteen days, then that student should be referred to the principal for possible retention. The parent/guardian will be notified of the school’s concern after the fifth absence.
Mrs.Prince and Mrs. Blue will monitor students with excessive absences, schedule meetings, and refer to truancy as needed.
 
Tardiness and Early Dismissals
There will be times when a student will be tardy or dismissed early due to appointments. Students who are tardy must come to the office with a parent/ guardian who will sign the student in at the office before sending the student to the classroom. The student will receive a tardy slip in the office, which the student should present to his/her teacher. A student entering your classroom after 7:50 am is considered tardy. 
 
Early dismissals must be signed out in the office by a parent/guardian. The office will notify the teacher when a student is needed for early dismissal. We will not call students to the office unless the parent/guardian is on campus.  Do not send students to the office to wait for a parent to pick them up for early dismissal. Calls for early dismissal will not be taken after 2:00 pm. If a student is sick, requiring the student to be out of the classroom and in the nurse’s office, then the student must wait in the nurse’s office for his/her parents.

Attendance - Staff 
Attendance of faculty and staff is essential to student achievement.  A substitute can never replace the quality teaching and learning that occurs when the teacher is in the classroom. In addition, when another staff member is absent (custodial, teacher assistant, specials teacher, etc…) the duties of that person becomes the responsibility of others, spreading everyone thin.  You are important everyday! It is imperative that all faculty and staff be present daily. It is understood there will be sickness and other extraordinary circumstances that will occasionally require you to be away from your position. Chronic absenteeism will be addressed though administrative conference.
 
All staff members are expected to know and uphold Board Policy #7402 regarding Attendance and Tardiness of students.
http://www.montgomery.k12.nc.us/cms/lib07/NC01000976/Centricity/Domain/37/FINAL_APPROVAL_7502__ABSENCES_AND_TARDINESS.pdf

Staff Work Hours
10-Month Certified (Teachers): 
 7:20 am-3:20 pm (includes the extra 15 minutes each day for No Days)
*Certified hours will be extended for meetings after school as needed. 
Classified Staff (Teacher Assistants):
7:20 am - 3:05 pm 
29-Hour Employees:
Clocking In and Out
All staff members will  clock in and out each day (certified and classified staff) through TACS.  Access to clocking-in or out can be found on a computer in the computer lab or in the main office area. See Mrs. Shepherd if you need a number for clocking in/out.
 
Corrections to Timesheets
In the case that you forgot to clock in or out, then you will need to see Mrs. Shepherd to have this corrected. If you chronically forget to clock in or out, then the employee must print the time sheet, make the correction, and return the timesheet to the principal  to review and sign. The principal will provide the timesheet to Mrs. Shepherd for any corrections needed.
   
On days when there are meetings, certified staff will be expected to stay until the meetings are over.. Most of our meetings will last until 4:00 pm.
 
Tardiness
It is important for staff to be positive role models for students, parents, and the community. Our students and parents depend on the punctuality of our staff. Tardiness is a difficult habit to break, so it is best to practice punctuality every day.  If a staff member is going to be late because of an emergency, he/she should call the school office to make the principal and the Office Staff aware that he/she will be tardy, which will allow us time to find coverage for your class. Tardies should be kept to a minimum and should occur only in the event of an emergency or extraordinary circumstance.  
 
 Requesting to Leave Work Early for Appointments (district-wide expectation)
It is essential that staff are at work all day; however, it is possible that there could be times when you need to leave work early. These should be kept to a minimum and excessive requests to leave early will be addressed by the principal.
The protocol below is a district-wide expectation. Keep in mind, there must be coverage for you to be able to leave early.
Protocol for an employee requesting to leave early from work duties:
·          If an employee leaves at 2:00 pm or after, they can make up their time under the principal’s discretion. The made up time must be minute for minute. (This should not be used in excess and you must make up the time within a reasonable time frame.)
·         If an employee leaves even a minute prior to 2:00 pm, they must take a half day of appropriate leave for the appointment.
 
 

 
Cafeteria
All staff should encourage participation in the school nutrition program. Prices are set by the Montgomery County Board of Education. Cafeteria rules and manners/PBIS Matrix for Cafeteria should be discussed with students prior to going to lunch during the first two weeks of school. Students must be held accountable for keeping their area clean during lunch.

PBIS expectations for Cafeteria:
We are Respectful:
·         Stay in your seat (one trip for water)
We are Responsible:
·         Eat quietly
We are Learners:
·         Clean area
 


Outside Foods/Drinks/Use of Microwave/Home Packed Lunches
Students should not bring sugary drinks, such as soft drinks, to school.  In addition, outside foods from fast food restaurants should be limited. We want to encourage parents who choose to pack lunches for their child to consider healthy meal options and juice/water/milk that support a well-balanced meal/snack.

For safety purposes, students are not allowed to use the microwave in the cafeteria or those located in workrooms. Teachers cannot heat food for students. Parents should send food that does not require heating for home packed lunches. 

Breakfast
Breakfast is free for all students everyday. Breakfast will be served in the cafeteria each morning. Students must be offered breakfast, but do not have to eat breakfast. Encourage every student to go through the breakfast line each day and eat breakfast at school.  Students may go through the line and tell the cashier they do not want breakfast, then go directly to the gym. Monitors will be in place to assist students and maintain a smooth breakfast time. Students will be given enough time to go through the line, eat breakfast and then go directly to the gym. 
  
Breakfast will be served to students until 8:00 am each day.
Bus riders and car riders
·         Go directly to the cafeteria, 
·         Get in line to pick-up breakfast
·         Sit down
·         Eat
·         Throw away trash and clean your area
·         Pickup bookbag/coat/etc…
 
Breakfast/Lunch – free to all students every day
 
Lunch Counts
All classroom teachers should send their lunch counts to the cafeteria by 8:30 am.  You may assign this as a ‘job’ for your students throughout the school year. Students should sign up for their lunch choice on the form each morning from 7:45-8:00 am.
 
You will be provided a copy of the lunch count form to start off the year. Mrs. Poole, our cafeteria manager, will provide you with additional lunch count forms each week. Remember……send your classroom Lunch Count form  to the cafeteria each morning by 8:30 am. This helps the cafeteria prepare the food needed for that day without being wasteful. If a student is late and did not get to sign up on the form, then please call the cafeteria to give them that child’s order.
 


Classroom Walk-Throughs (CWTs)
“The Classroom Walk Through (CWT) Instrument is a data collection tool.  The CWT is not for teacher evaluation, but to identify areas for improvement and support the sharing of best practices across the school.  The data will be analyzed and shared with staff members as a method to monitor instructional practices, professional development implementation, and district initiatives.” (from MCS Learning Division, Continuous Improvement)
 
The Instructional Facilitator and Principal will complete CWTs on a weekly basis. 
 

Technology Integration Walk-Through 
This walk-through will be completed by the DLC. The DLC will complete walk-throughs each week at each of their designated schools. Feedback will be shared with teachers. 
 
Copies/Copiers
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Copiers are located on each hall in the teacher workrooms and in the office (one in the conference room and one in the office workroom). Teachers must use their numbers to print.
Color copies can be made in the office. Please email Mrs. Shepherd or Mrs. Richardson if you need to make color copies. Be sure to attach what you need copied along with how many copies needed.  
Is a copy machine being stubborn? 
If you have issues with a copier, please be mindful to treat the machine gently. Contact Mrs. Richardson or Mrs. Shepherd  immediately if there is an issue. 

Confidentiality: 
Cumulative Records/Student Data/Student Personal Information
Remote Learning/Teaching and Confidentiality:
Student records and other confidential materials must be maintained in a secure and confidential manner at all times. Any materials taken home that includes student data or personal information should be kept in a designated work area at the home and must not be made accessible to others. The person with the student personal data/information is ultimately responsible for the information/records and should maintain confidentiality at all times. This includes student grades being reported into PowerSchool and any PowerSchool information. Always log out of any online reporting tool (PS, etc…) when you have finished using the program.
 
Cumulative records are considered a student’s personal, permanent record. Cumulative records include student data and student personal information. All effort must be made to ensure the information in these records is accurate and up-to-date. Cumulative records will be stored and kept secure in the office records room. Keep in mind these records are confidential legal documents and great care should be taken to protect this information. You may check these out from the office if needed.  Records should be returned to the record room each day and should not be left in the classroom unattended or taken home with the teacher or staff member at any time. According to MCS Board Policy Code 6120(7) - Parents and students must be accorded all rights provided by the Family Educational Rights and Privacy Act (FERPA) and state confidentiality laws. Any employee who violates the confidentiality of the records may be subject to disciplinary action. 

At the end of the year, Mrs. Prince will assist you with completing cumulative records for the current and following years. Folders should be purged of any unnecessary documents at the end of every school year. 
Core Instructional Materials

Teachers MUST add the following staff members to their Canvas/Google Classroom courses:
	-Jon LaChance
	-Laura Dawkins
	-Laura Richardson
	-Christy Shepherd.

Reading/ELA 
ReadyGen

Math:
Core: NCDPI Instructional Frameworks: https//www.nc2ml.org , Tools for NC Teachers 
Supplemental: i-Ready/Ready Toolbox, Georgia Units, Engage NY, 
FastMath
School Selected Supplemental: Mentoring Minds, Math in Practice

Science:
STEMScopes
Generation Genius https://www.generationgenius.com/
LearnEd Notebooks (Would need to purchase if we decide to use this resource.) http://www.learnednotebooks.com/program-overview/elementary-science/

Social Studies:
Integrated with Reading/Language Arts
New Standards Link: (link includes Fall 2021 Implementation and Unpacking Documents by grade level)
https://www.dpi.nc.gov/teach-nc/curriculum-instruction/standard-course-study/social-studies

Dress Code
Faculty and Staff
Professional dress is expected every day and will be governed by the Montgomery County employee dress policy (MCS Policy Code #7340). Appearance is an extremely important part of the learning environment. Employees should be distinguishable as an educator in the school. 
According to policy, the following are considered inappropriate for employees:
• Clothing which is revealing – bare midriffs, shirts with spaghetti straps, low
cut necklines, shorts, or skirts that are shorter than knee length;
 Clothing which, by word or symbol, promotes alcoholic beverages, tobacco or the use of controlled substances or that contains profanity or nudity, depicts violence or is sexual in nature.
• Clothing which reveals undergarments;
• Jewelry affixed to the body other than to the ears;
• Body art which is disruptive or obscene;
• Clothing which is tattered or ragged;
• Clothing which disrupts or is provocative by being overly tight to the body;
• Hats worn inside the building;
• Blue denim pants or shorts, commonly known as “blue jeans”.
• Any item of clothing that creates a disruption in the school environment or learning activities or that poses a threat to the safety and well being of students or staff.
 
Jeans may only be worn on days designated by the principal. The jeans worn on these “special” days must be of good appearance and not faded or have holes in them. Professionally appropriate shirts or tops or Panther wear should be worn with the jeans. 

Student Dress Code - BOE Policy 
The Board of Education believes that the dress and personal appearance of students greatly affect their academic performance and their interaction with other students. The board requests that parents outfit their children in clothing that is conducive to learning. Generally, dress and grooming standards as determined by the student and his or her parents will be deemed acceptable. However, the board prohibits any appearance or clothing that does the following:
1. violates a reasonable dress code adopted and publicized by the school;
2. is substantially disruptive;
3. is provocative or obscene; or
4. endangers the health or safety of the student or others.
 
Before being punished, a student who is not in compliance with this policy or a school dress code shall be given a reasonable period of time to make adjustments so that he or she will be in compliance. Disciplinary consequences for a student who fails to comply after being offered this opportunity shall be consistent with Section D of policy 4300, Student Behavior Policies. The superintendent or designee shall list in the Code of Student Conduct the specific range of consequences that may be imposed on a student for violation of the dress code.
 
Staff members should notify Mrs. Richardson or Mrs. Beck  if a student needs to be provided a change of clothing or call home.



InForce 911/Emergency Drills
All staff should have access to InForce 911. Contact Mrs. Richardson if you do not have this app on your phone or computer. 

Each room in the building should have a fire/tornado evacuation map located by the hallway exit door. A School Crisis Plan should be available to every staff member. Notify Mrs. Richardson  if you are missing maps or the crisis plan.
 The teacher should have in his/her possession a class list of all of his/her students during all drills to account for every student.
 
School Crisis/Safety Plan
All staff members will need to review our School Crisis/Safety Plan each year. Staff will sign-off on a form indicating they have reviewed the Safety Plan. This plan is confidential and is only for the eyes of staff members, emergency workers, and any regular volunteers we may have on our campus.
 
Fire Drills
Schools are required to have a fire drill once per month and one during the first week of school. Please make sure students know in advance the exit routes from your room and the proper behavior during a fire drill (stay in a straight line, facing forward, moving quickly and safely). A count of all students in your care should be made once you have students in your designated area.  An announcement will be made for the fire drill to be complete once all classes have been cleared for the drill. Our goal is to have the building clear of students, staff, and visitors within 1 minute.
 
Tornado Drills
Tornado drills are conducted during Severe Weather Awareness Week in March. Please ensure students know proper behavior during this drill. Everyone should be on the floor facing the wall in the fetal position until the “all clear” signal has been given.
 
Lockdowns
Classroom doors (interior and exterior) must remain locked and closed at all times during the school day. In the case a lockdown is needed there will be an announcement made over the intercom for LOCKDOWN. Teachers should move all students to as safe an area as possible in the room away from the door, secure the classroom door and any other exit doors and remain quiet in the room until the school is cleared. Use the InForce 911 app to do an alert if you are the one that noticed the need for a lockdown. This will notify all staff about locking down and an announcement will be made if possible. Your class may be escorted from the building by an officer in the case law enforcement is involved. The goal is to keep all students and yourself safe and quiet during a lockdown.  It is important for the adult to remain calm during this type of situation.


Lesson Plans/PDSA
 Teacher lesson plans are important records of documentation demonstrating you have planned to teach the curriculum. 
 All teachers should have lesson plans available upon an administrator’s or IF’s request. Lesson Plans should be posted in your classroom on your PDSA board for easy access. Lesson plans should be uploaded weekly to your Google folder.

PDSA should engage and empower students to become responsible for their learning and be able to share what they have learned.  The PDSA classroom is learner centered, not teacher centered. (Moving from ‘sage on the stage to guide on the side’). Students are active in the learning process and take ownership of the content and assessment process.  It should be evident in a PDSA classroom that learning is valued and overall student improvement, achievement, and growth is celebrated. Classroom walkthroughs will be a tool we use to monitor PDSA.

PDSA cycles should be posted in classrooms for these subjects::
Reading & Math - 3rd, 4th, 5th grades
Science - 5th grade  
 *DATES must be included for each PDSA. Trend Data must be included for each PDSA. 


Messages/Phone and Cell Phone Use
Click on the links to go directly to the section you want to view:
Messages
Phones – landlines
Cell Phones/Wireless Communication Devices – MCS Board Policy 7305
Students and personal technology devices

Messages
Office staff will take messages for staff members during the school day. The message will be emailed to you or placed in your school box. All efforts will be made to take messages while you are in instructional time with your students. If it is an emergency, then the office staff will notify you immediately. Parents should be encouraged to call you during your planning time, or before/after instructional hours (before 7:50 am and after 2:35 pm). 
 
Phones – land lines
Phones are located at various places on campus. Please limit the use of phones during your planning and before/after school. Classroom phones are convenient for contacting parents as needed.
 
Students should use the phone only with the teacher in attendance or in the office when the student has a note explaining the need for the call and who the student is calling. A student will not be able to use the office phone without a note from the teacher.
 
Faculty and staff should use school phones with professional integrity – limit personal calls to a minimum and these should be made during your time without students. Use the phone in your room to contact parents, make school-related calls during non-instructional times, etc…
 
Cell Phones/Wireless Communication Devices – MCS Board Policy 7305
Staff Use of Wireless Communication Devices – 7305 (from District Employee Handbook)
The board recognizes that cellular phones have become an important tool through which people communicate in the 21st century.  Therefore, it is expected that a majority of staff members possess cellular phones and other wireless communication devices on school property.  Wireless communication devices include, but are not limited to, cellular phones, paging devices, two-way radios, IPAD, IPOD and other similar devices.
 
A.                   General Guidelines
 
In accordance with policy code #3000, Goals and Objectives of the Educational Program, the use of wireless communication devices that impede an employee from performing the essential and secondary functions of his/her job is strictly forbidden.
 
Further, classroom teachers should ensure such devices are secured, in the off/silent position, and not in use during the instructional time.  If a device is to be used for an instructional activity, prior approval should be obtained from the principal.
 
Staff should not have cell phones on their desks or visible during instructional time, unless it is being used for instructional purposes. It is expected that all staff will refrain from checking and commenting on text messages or social media during instructional time or when you are monitoring students (cafeteria, hallway, playground, etc…) (Cell phones and wireless communication devices may be used as an instructional tool.) Down-times in the classroom are not appropriate times to be on cell phones. Planning time and before/after school are times when it would be appropriate to check these messages or make calls as needed, so long as it does not impede you from performing your essential functions related to your job. Any time you have students in your care is a time when your cell phone should not be out or used for personal reasons. Please do not be on your cell phones when outside with students, unless it is being used for an emergency situation.   
 
Students and personal technology devices: PSES students can have personal devices with them on campus; however, these must remain in the student’s bookbag and be turned off when in the building. Students are not allowed to have personal technology devices out and in use during the school day. Personal devices should not be used for incentives or motivational purposes. 

Substitutes - ESS
Creating Absences:
ESS is our source for substitute teachers. 
Link to 5 minute video training for the Web Site App https://www.useloom.com/share/72585b3735dc41ba827cf57296bafdda
To setup your account:
Go online at https://willsubplus.com
Click “Forgot” Password” and enter your district email to create your new password. 
You can download the WS+ Jobs App in your device’s app store, then log in like you would at willsubplus.com. 

In the case where you need to be absent, the first step you must take is to notify Mrs. Richardson and the principal  by email or phone. You will then create an absence in ESS (https://signin.willsubplus.com/).  Mrs. Richardson will monitor the site to see if a sub picks up the job, but the teacher should also check it often to be aware. If you have difficulty creating an absence, please contact the office. Someone will assist you. If you realize a substitute has not been picked up by the system, then please contact Mrs. Richardson as soon as possible. 

Lesson Plans:
Teachers should make sure appropriate and specific lesson plans and all necessary arrangements have been made to ensure the classroom activities are of highest quality possible. The office views a staff absence report from ESS. Mrs. Shepherd will use these reports to make the appropriate indications for payroll for our staff member that requested a substitute. 

One more step: 
Mrs. Shepherd will provide staff members with a paper absence form to complete when you have been out. This is specifically to help her with accurate record keeping.  Please return this to Mrs. Shepherd as soon as possible.
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