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Sarah Obloy
Instructional Tech Coordinator 
 758.4488            








Where do I go for help?

COACHING SUPPORT

DEANS

Grade level (GLAS)

9th: Angela Piliposian (C83B)
758.6529
10th: Dr. Joe Granish (B72B)
758.6554
11th: Melissa Reisbord (H65B)
758.5428
12th:   Nick Halic (E26B)
758.4444               



Located in Instructional Support Office
(next to HR, Haynes parking lot)



https://bit.ly/m/bcchstechcoord

9th: Leila Haghi
758.6533
10th: Amanda Fitzpatrick
758.4428
11th: Laura Farooqi
758.4406
12th:  Jenina Franco
758.6552                  
GLA Lead Office located in H68A


Science: Jessica Herr 
758.6546
English: Amber Pentecost
758.6538
Math: Janine Duma 
758.6535

Dept Coach Office located in G53A


Rachel Thomasy,  
Instructional Coach 
617.645.9474  



Department Coaches
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English: 
  Ruby Flinn   (D14)
Math:
   Brooke Shapiro  (J106)
Science: 
  Sydni Baker (F36)
Social Studies: 
   TBD
World Languages: 
  Bertie Navarro  (D11)
VAPA: 
  Michael Suffolk  (J105)
CTE: 
  Chris Monaster  (G46)
Special Programs: 
  Lindsey Hall  (E25)
PE: 
  Matt Mowry  (PE)
Counseling: 
  Sami Brown  (CC)


Isaac Alatorre (SDS)
Math/Scheduling
Assistant: Christian Green






Where do I go for help?

Department Chairs

Administrators

Missindy Wilkins  (H1)
11th/Soc Sci/ELA/Testing
Assistant: Patty Perez






Cindy Walker (OA3)
Special Programs
Assistant: Nadine Diaz






Tadeo Climaco (PRC)
10th / EL / CTE / World Languages
Assistant: Erika Figueroa






Tommy Elmore (210)
12th / PE / Science / Safety
Assistant: Sabrina Sedani






Administrative Directors

Principal / CEO

Ari Bennett
Assistant: Angie Diaz






Edwin Avarca (C83A)
9th 
Assistant: Brenda Anzures
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Counselors
•  Judith Riusech x4441 (Last names A-F)
•  Stephanie Scherrer x (Last names G-N)
•  Mercedes Vasquez x4412  (Last names O-Z)





GLA Teams

9th

PSW: Taylor Erdoian x4447 (H65A)
Dean: Joe Granish
Admin Asssistant: Anne Mirzakhanian
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IT

10th

11TH

12TH

Counselors
•  Sami Brown x6553 (Last names A-F)
•  Veronica Perez x4453 (Last names G-N)
•  Ana Palacios x6555 (Last names O-Z)




Counselors
•  Cindy Martinez x4405 (Last names A-F)
•  Sabrina Marquez x4452 (Last names G-N)
•  Hiyas Mutia x4446 (Last names O-Z)




Counselors
•  Lisa Gazarian x6542 (Last names A-F)
•  Lillian Galvez x6522 (Last names G-N)
•  Nancy Rocha x4475 (Last names O-Z)




PSW: Horacio Rodriguez x6536 (T400)
Dean: Angela Piliposian
Admin Assistant: Maria Salvatierra









PSW: Brooke Lopez x.4487 (H65A)
Dean: Melissa Reisbord
Admin Assistant: Rebecca Venegas







PSW:  Monica Montoya x4427 (T400)
Dean: NIck Halic
Admin Assistant: Jenny Costanza
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BCCHS Tech Website
https://bit.ly/43YuNl4
	Instructions, videos, links, and more for all school-supported software & 	
	hardware, and curriculum ideas.

HelpDesk
https://bit.ly/3j3VEu1
Place tickets for IT support, Instructional Tech Help, Maintenance, etc. 
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IT

Tech Support in Textbook Room
Email: it@birminghamcharter.com

IT Manager:  Vic Chalabian
v.chalabian@birminghamcharter.com




Student Tech Support 
Send students to the Textbook Room if they have issues with their Chromebooks.

Students will onl be issued one loaner Chromebook at a time.  If they already have one checked out, they will need to return it before they are issued another one.

Students should be encouraged to bring their school-issued Chromebook to school - IT support and school Wi-Fi will not be provided to personal devices.
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Getting Started
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The Basics

Copy machines are located in buildings C, D, E, G, and J.   
Poster machines are located in J Hall and the Parent Center.




Clocking in

Clock in via the TCP MobileClock app on your phone (iOS) (Andoid), on the computer, or one of the tablets in any of the collaboration spaces, Main Office, Cafeteria, etc.  
The school ID is 333600


Clock in by 8:23
Clock out after 3:34


Line
Copy machines

Available Supplemental Technology

•  Wireless mic/speaker for teacher use
Presentation clickers and other small items can be ordered using classroom funds.


Step-by-step instructions for Clocking in/out

Bathrooms

Staff bathrooms are available in the following halls:
•  B, C, J
•  D, E, G,H
•  Faculty Dining Room
•  Admin Hall
All use a 170 key to open


Using Timekeeping Plus.docx

The TCP website is bookmarked on the Classlink launchpad.
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Classroom Setup
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Classroom Basics

The standard classroom has:
•  laptop docking station
•  computer monitor
•  keyboard & mouse
•  desktop printer
•  desktop phone 
•  Smart projector/panel
•  document camera



Some classrooms may have alternative tech based on the needs of the classes/courses taught.
If you are missing tech or need a document camera, put in an IT HelpDesk ticket.



Whiteboard Setup

You should have an Agenda, Standards, Learning & Language Targets, and ELD Targets posted.   These can be handwritten or typed.   



Your desk phone is linked to your Outlook account.  You have your own extension & can use it to call out, contact parents, etc.  
To sign into your phone:
Follow the instructions on the phone's screen.  
Use your bcchs.net email & password to sign in


Setting up your phone


Need Supplies?

Basic supplies can be ordered through the form on the school website.   Link here.   For larger supply requests (class sets of markers, etc.) contact your department chair.   
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Email!

Staff Email

Some classrooms may have alternative tech based on the needs of the classes/courses taught.
If you are missing tech or need a document camera, put in an IT HelpDesk ticket.


You can access the Outlook mail app from the STAFF tab on the Birmingham website, the ClassLink launchpad, or via the web: https://outlook.office.com/mail/. 
Evertone's email takes the same format: first initial.last name @bcchs.net (ie. k.reese@bcchs.net)


Email: first initial.last name@bcchs.net
 ex: s.connor@bcchs.com
Password:  shared with you when you are hired (default is welcome1)




If you can't remember your password and need help resetting it, you can contact S. Obloy or V. Chalabian for assistance.

Your sign-in for BOTH Outlook & Google is the same.  Most apps use the Google Single Sign On (SSO).    

Line
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Purchasing

Purchase Orders

A PO (Purchasing Order) is needed to purchase anything school-related.   
Classroom/Instructional material requests are submitted to the Business Office after approval from Department Chair & Admin. 
Club item orders are submitted to the Student Store after ASB approval.  




If you are a club advisor, you need to submit forms to ASB & the Student Store in order to have the purchases approved & be reimbursed.

Club Purchasing Forms
ASB Fundraiser Approval Form
ASB PO Request




If you need basic supplies for your classroom, fill out the Supply request.  This is for basic supplies like whiteboard markers, paper clips, staples, pens, etc.    If you have specialty items or larger requests please contact your department chair.    





Ordering for your club
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Some classrooms may have alternative tech based on the needs of the classes/courses taught.
If you are missing tech or need a document camera, put in an IT HelpDesk ticket.


Kelly Education Website


Line
Requesting Substitutes

Line
ALL DAY SUB COVERAGE
If you need coverage for an entire day, please call or go online to request a substitute 
          (800)714-3076 (select Option 1)

SINGLE PERIOD/TIME COVERAGE
Do not call a sub if you are reporting to work and need coverage for a specific time/ period.
Email mainoffice@birminghamcharter.com and copy t.climaco@birminghamcharter.com 



Adding an absence - APTA

Requesting a sub online

1. Click on Create Absence
2. Enter Absence info
3. Click Create Absence or Create Absence & Assign Sub (if you have a sub
4. You will get a confirmation #

If you need to edit your absence, click on Scheduled Absences, select the confirmation # you need to update, and edit.   

   


FOR ANY ABSENCE
Leave lesson plan instructions & work for your class. 
Enter your absence into APTA.
Notify your administrator, Department Chair, Araceli, and the Main Office.



1. Go to Kelly Website
2. Click Contact us - select Employee Login
3. Click Login under Frontline Education Logo
4. Enter your username & password; Sign in




BCCHS Teacher Need to Know sheet
Mobile QuickStart Guide
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Back to School Night is your chance to share your class with parents and guardians.    You can:
•   introduce yourself and your why
•  go over what students will be learning in your class
•  cover required materials
•   review your grading policy and expectations 
•  share how parents can contact you
•  and more

There is no required method of presenting during Back to School Night.   Each period is typically 10 minutes long.     




[image: BTSN Slide Presentation example Template 2]BTSN Slide Presentation example Template 2

Template BTSN Slide Decks



[image: BTSN Slide Presentation example Template 1]BTSN Slide Presentation example Template 1

Templates created by Obloy
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[image:  Back to School Night 2020-2021 - Ms. Thomasy] Back to School Night 2020-2021 - Ms. Thomasy

Example Back to School Night Slides:
Ms. Thomasy's Class (English 10)
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Mental Health Supports

•  Helps match you to mental health & substance abuse services.
•  24/7, 365 availability
•  Get help via the phone (888.515.0595) or anonymously on the web ( caresolace.com/bcchs )



Your health & well-being are important.  You can't support others if you aren't supported.   To that end, BCCHS provides opportunities for you to receive care, at no cost to you.   All access is confidential.    





Care / Solace

Line
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Aeries

1.  Create your classroom
2.  Log into Aeries
3.  On the Home page, click the “Add website” pencil icon next to the selected class.
4.  Select “Link Classroom”
5. Choose the correct GC


How to Connect GC to Aeries

Log into Aeries here: 
https://bcchs.aeries.net/teacher/Login.aspx


Grading windows

Helpful instruction sheets

Aeries Gradebook Manual
Creating a Gradebook in Aeries: 
Fall
Spring
Summer
Grade Comment Codes
Grade Reporting:
Fall
Spring
Linking Aeries to Google Classroom



Grades are submitted 3 times a semester - 2 progress reports and a final semester grade.   
You will get hard copy and digital instructions on how to submit grades before each grading period as a reminder. 




Linking Aeries to Google Classroom

Connect your Aeries to Google Classroom to auto import rosters from Aeries to GC and for easy importing of grades from GC to Aeries.  



[image: Linking GC to Aeries]Play
Linking GC to Aeries

[image: Importing Grades from Classroom to Aeries]Play
Importing Grades from Classroom to Aeries

From there, your new students will be added, and you can push grades from GC to Aeries. Aeries adds students but doesn't delete them, so you will need do that manually. 

You can't import grades from Classroom to Aeries until the assignment has been returned to the student.    

Rectangle

Grade Comment Code List
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Aeries

Taking Attendance





From the Home page, choose ATTENDANCE & select the appropriate period.




You can only take attendance for the current day.   




Check the A box for absent students and T for tardy students. Y is used for tardy truant students - students who miss most of class.   
If all students are present click the box at the top of the page.






To leave a note, click the speech bubble icon.   You can see notes left by others if there is a red speech bubble in any day's column.  




You can also use ATTENDANCE BY PHOTO to take attendance.




Missing Attendance & Verification

MISSING ATTENDANCE
Daily ATTENDANCE reminders will be sent out via email at the end of the day. You will receive an email if you haven't taken attendance for at least 1 period.   Remember to take attendance each period.   




DISCREPANCY VERIFICATION 
DISCREPANCY report emails will be sent out any time there is a perceived discrepancy. 
If your attendance is correct: 
Click the link in the email to verify that your attendance is correct.   
If there is an issue:
1. Click the link to sign into the attendance website.
2. Select "Pending"
3. Click "Search"
4. Make any changes
5. Click "Submit"






You need to take Period 4/8 attendance by 2:45 PM.   




These are the most common absence codes:
A - Unverified Absence          T - Tardy
1 - Excused & Verified Absence
2- Unexcused & Verified Absence
3 - Truant                                 X - Testing
E - Extra Curricular                 F - Field Trip
J - Sport                                    S - Suspension
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Aeries

Creating Seating Charts

Decide the # of rows and columns.  
You can auto-assign students to seats or drag & drop them after the chart has been created.







From the Home page, choose SEATING CHART & select the appropriate period.




Click the hamburger icon & select Create New Seating Chart




[image: Untitled Design]
Once you have created your seating chart you can move students to new seats, view info, and more.   The hamburger icon will give you more options, including the ability to print your seating charts.  




Rectangle

Rectangle
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IEP / 504 / EL INFO

To View Individual Student Info

Overall Class info

From the ATTENDANCE page, you can get a quick overview of your students 



General Tab



Lists the current services provided and the frequency.




BASIC INFO
•  Disability diagnosis (ex: Specific Learning Disorder)



From the side menu:
Student Data --> Programs --> Special Education


Aeries

Rectangle

Special Education: 
R: RSP
S: SDC
5: 504



LangClass: 
E: English Speaker
L:  English Learner
R: Reclassified
I: Initial Fluent English Proficient




Line
Students with any designation (SpEd/504) will have an indication in the appropriate column.  
All students have a designation in the Language Classification column.   


From the Attendance page:
Click the student profile icon        -->  Click Programs  --> Click on Special Ed (or other Program)



Student Services TAB

Rectangle

PLAN INFO
•   IEP Plan (ex: Do work, graduate)
•  Case Carrier 
•  Evaluation Dates



EVAL INFO
•   Dates of past IEP meetings



OTHER INFO
•  If they have accommodations for Math, English, or both
•  Other services



Code Key
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5-Star

What is it?

Digital Hall Passes

Students sign out for restroom passes via 5-Star.
Each classroom should have a Chromebook set up in 5-Star kiosk mode.
          
STEPS:
1. Students enter their ID# on the kiosk Chromebook. 
2. They need to take the hall pass lanyard with them. 
3. Their hall pass time starts immediately.   
4. When they return they should repeat Step 1 to check back in and close their pass.  



•  Access it at app.5starstudents.com or the mobile app
               *5-Star Manager (staff app)
               *5-Star (student app)
•  Sign in with your Google SSO




Communication Tool
•  Digital Hall passes
•  Early release for sports
•  Track attendance for tutoring, club meetings & events
•  Calendar of events & student info




HALL
PASS


Basics / Signing in

Students who are being dismissed early for sports will have an early sports release pass.  The pass information in 5-Star will show the reason for the pass (which sport) and the time they should be released from class.   
You can view passes on your 5-Star page (under hall pass)and students can view them on their phone app. 



Sports early release

Using the Digital Hall Pass


Club Advisors
You can use 5-Star to take attendance at club meetings & events



Emergencies & Drills

Use 5-Star to mark yourself & your classes safe during drills or actual emergencies, or mark class/students as injured/need assistance.   
You can check students in via the app or the website. 



Emergency Check-in with 5-Star.pdf
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Parentsquare

What is it?

Attaching your Syllabus for Parents to acknowledge/Sign

1. Post Add-ons on the left side → Forms/Permissions
2. Add Form basics
                a.  Due date for form completion
                b.  Create new form
                c.  Add content
Form requires signature 
	                    Form can have attachments (This is for the students/parents to add attachments)
	                    Require student information (already checked - Name, email, phone included)
                          Add additional questions as needed (ex: Parent Name, etc.)



Basics
•  Log in with Gmail
•  Your classes are automatically associated with your account




[image:  ParentSquare Basics] ParentSquare Basics

Communication Tool
•  Use web browser or phone app
•  It auto-translates your messages into parent's home language
•  Messages can be received via text, email or app
•  Send 1-on-1 messages to students/parents or group messages to classes



The school will send announcements through PS - it is our primary form of communication with BCCHS families.   
You can access it via the web (Parentsquare.com) or the phone app.



Rectangle
[image: Screenshot of ParentSquare home page]
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Available Paid apps / software



Schoolwide

Math/Science

ELA

•  Hapara
•  Class Companion
•  iXL (Math)
•  Listenwise (ELA)
•  Achieve3000(ELA)
•  Gizmos (Science)
•  Kahoot 
•  Gimkit (World Languages)
•  Quizlet (World Languages/Sped)
•  Journify (SPED)




Department-specific software setup & training will be provided at a later date.

If you would like to receive more training/support on any software, please email s.obloy@birminghamcharter.com or sign up for one of the conference period trainings as they are posted.




Hapara

Gizmos

NWEA

Il Classroom

Kami

Kahoot!

[image: Achieve3000 ]Achieve3000 

[image: Listenwise]Listenwise

Languages

[image: Gimkit]Gimkit

Quizlet
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Some classrooms may have alternative tech based on the needs of the classes/courses taught.
If you are missing tech or need a document camera, put in an IT HelpDesk ticket.



for Education


Google Apps
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Google Classroom

Some classrooms may have alternative tech based on the needs of the classes/courses taught.
If you are missing tech or need a document camera, put in an IT HelpDesk ticket.


Use your Gmail login for Google Classroom.
Use it for:
•  Announcements (Posts)
•  Assignments (will be graded; set a due date, # of points, etc.)
•  Material (an assignment that doesn’t have anything digital to submit, resources, syllabus, etc.)
•  Questions (good for warm-up activities)
•  Quizzes (Google Form, can use locked mode on Chromebooks)

Download the KAMI  extension to increase the functionality of your GC.
 



Line
Speech BubbleYouTube Playlist:
Google CLassroom 101

[image: YouTube Icon - Click to access playlist]
Invite Parent/Guardians
From the PEOPLE page, you can add a parent/guardian email address.   This allows them to receive a weekly email w/ information on current, missing, and late assignments.    
Only 1 teacher per student needs to add the parent email.  
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Google Forms

Google Slides


Line
Line
Rounded Rectangle
Use for:
•  Surveys
•  Quizzes/Tests (locked mode on Chromebooks)
•  Entrance/Exit Tickets
•  Check for Understanding(CFU) with built-in review
•  Digital Escape Rooms
•  Choose your own adventure stories
•  and more



Rounded Rectangle
Use for:
•  Presentations
•  Group Collaboration Projects
•  Digital Portfolios
•  Interactive Notebooks
•  Daily Agendas
•  and more



Locked mode: Works only on Chromebooks; students can't exit the Form to browse other websites or open other apps.
it collects email addresses & sends you an email if students close & reopen the quiz or open another tab.  
To set up a quiz in locked mode, start a quiz from the Classwork page in Google Classroom. 


Personalized learning with Branching Google Forms

Creating Digital Escape Rooms with Google Forms

Collaboration
Have students collaborate on projects in slides - they can all work together on the same slide or on separate slides in the same deck.  
Use the PREVIOUS VERSION tool (File -> Version History) to view student participation within a slide deck.    This is especially helpful if one student appears to be doing all the work.    


Google Slides Cheat Sheet
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SMART Projector

Line
Some classrooms may have alternative tech based on the needs of the classes/courses taught.
If you are missing tech or need a document camera, put in an IT HelpDesk ticket.


Optoma software is pre-installed on your school PC laptop.  
Open it at the beginning of the school day and let it run in the background to utilize the smart pen features of your board.  
Benefits:
	- Allows you to annotate directly on whatever is shared
	- Whiteboard feature
	- Create and save slides
	- Import slides/handouts
Your whiteboard work can be saved as images or PDF to share with class

   



Line
Google Drive

Line
My Drive - all your files
Organize your files into folders to group them and make them easier to find later.
Use the search bar at the top of the page to quickly locate a file - just start typing the name of the file.    
STARRED:   Star files you use frequently (similar to a bookmarks bar in a web browser)
RECENT: the last files you accessed

   


Panel

Projector

Utilizes Android operating system. Share computer screen via USB cable or E-Share software.
Built-in whiteboard & internet browser
Available in certain rooms only

   


Quick use guide

Panel User Guide



Shared Drive (BCCHS Staff) - documents shared by the school, departments, etc. 
•  Organized by topic
•  Shared documents that relate to all staff
•  Clean copies of forms and templates
•  Resources from PD sessions & meetings



2 Drives

Line
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Schoolwide Policies & Procedures 

Classroom Management Workshop

Classroom Management Workshop
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Progressive Discipline


Office Discipline Referral Form (printable)
Office Discipline Referral Form (Google Forms)




To send a student to the dean, do not send the student out by themselves.    Call for security to escort the student to the dean's office.  If possible, send a note with them explaining the issue.  
Fill out the ODR as soon as possible after the event to provide a record.  
You can also email the dean with additional information.  
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Adding Classroom Discipline Records into Aeries


If there is an incident in class, make sure to document it in Aeries.    
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Academic Integrity Policy

Violations of the Academic Integrity Policy occurring in any classroom will be subject to penalties established by the classroom teacher(s), in addition to the following school-wide sanctions, which will include but are not  imited to:
 First Offense
1. Failing grade on the assignment (Teacher)
2. Parent/Guardian notification (Teacher)
3. After-School Detention (Dean)
4. Documentation of offense (Dean)
Second Offense
All penalties from a first offense in addition to:
1. Notification to all of the student’s teachers (Dean)
2. Parent conference and/or IEP review meeting (Teacher/Parent/Guardian/
Counselor/Dean/ Case Carrier)
4. Signing a behavior contract to be placed in the student’s record (Student/Dean)
5. Possible one day exclusion from extracurricular activities (Dean/Administrator)
Third and Subsequent Offense
All penalties from first and second offenses in addition to:
1. Appearance at an academic integrity hearing to decide further
action. *
*The academic integrity hearing will be made up of a small community including the student, eacher(s), parent/guardian, Student Services Committee member(s), and Dean(s)
NOTE: BCCHS will follow the progressive discipline process.
Hearing consequences include, but are not limited to suspension,
expulsion, etc…
*Offenses are cumulative over a student’s high school career


Full policy here

Birmingham Community Charter High School expects all students to abide by ethical academic standards. Academic dishonesty – including plagiarism, cheating or copying the work of another, using technology for illicit purposes, and/or any unauthorized communication between students for the purpose of gaining advantage during an examination-is strictly prohibited. Birmingham Community Charter High School’s Academic Integrity Policy covers all school-related tests, quizzes, reports, class assignments, and projects, both in and out of class. The purpose of Birmingham Community Charter High’s Academic Integrity Policy is to prepare students for the reality created by the technology explosion and for the world of college and beyond, where cheating and plagiarism have serious consequences in a technologically advanced society. Plagiarism is not the same as cooperation or collaboration. Teachers often expect, even encourage students to work on assignments collectively. This is okay, as long as the author of the work being presented is clearly cited. 
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Student AI Policy


Policy:
Students and teachers may embrace the use of AI to enhance learning while maintaining the integrity of academic work, adhering to teacher-created classroom policies, and following ethical guidelines. 

School-approved AI platforms for student use:
MagicSchool.Ai student platform                                    Khanmigo by Khan Academy




Guidelines:
1. Prior Teacher Approval:
All usage of AI programs in class for student work requires prior approval from the teacher. Before incorporating any AI tool into an assignment or activity, you must discuss your intent with the teacher.
2. Responsible Use:
AI programs should complement learning, not replace it. Use AI as a tool to assist your understanding and creativity, but do not rely on it exclusively for assignments.
3. Originality and Attribution:
No AI-generated material is "original", as it is inherently plagiarized from stolen or licensed work (depending on the AI engine). I would want this statement revised to say that "All Submitted assignments created with the assistance of AI programs must be originally written, drawn, or otherwise created by the student taking credit for the work. AI cannot be used to generate all or part of a work, but can be used to assist the development of an assignment if a teacher's permission is granted. All Submitted assignments created with the assistance of AI programs must be original. Plagiarism, even if AI-generated, is not acceptable. Properly attribute AI-generated content if it is used in your assignments.
4. Academic Integrity:
Maintain academic integrity in all AI-assisted work. Any violation of academic honesty will be subject to appropriate consequences.
5. Privacy and Data Security:
Respect the privacy and data security of yourself and others when using AI programs. Do not share sensitive information or engage in any unethical activities.
6. Assistance, Not Substitution:
AI programs are tools for assistance. They are not a substitute for your own critical thinking and understanding of the subject matter. “Generative AI tools must be used ethically, responsibly, and intentionally to support student learning, not to bypass it. Students can use generative AI tools as optional aids for exploration of potential topics of inquiry, initial 


2024-25 Classroom Policy for Student Use of AI Programs - 2025 (2).pdf
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Dealing with Students under the Influence

1. Look for clear signs that they are under the influence (slurred speech, unusual behavior, very lethargic, red/glassy eyes, etc.)
2. If the signs are there, call security (x4473) or the main office (x5201) and ask for security to come to your room.  Do not let the student leave.  Do not give details over the phone.  
3. Step into the hall to have a private conversation w/security, keeping an eye on your class.   Say "I suspect [Student] is under the influence and needs to be taken to the deans for assessment."
4. Quietly ask the student to step outside & say "I am concerned that you're not okay. I'm asking security to take you to the office for a wellness check."
5. When time permits, send an email to the dean with more information & log it in Aeries. 




1. Immediately contact your grade-level Dean, via the brown phone, so long as there is reasonable suspicion to search a student: you witness use or possession of drugs and/or drug paraphernalia.  
2. Security does not always find the item, but many, many times they do. If they don't find it the first time, the student will eventually get caught. Plus, taking action sends the message to the class that the Deans will search if needed. 
3. When time permits, send an email to the grade-level Dean with more information about your concern and log it in Aeries.



What to do if you suspect a student is under the influence?

How to Request a Search If You Witness a Student Using or in Possession of Drugs

R. Thomasy, Updated 2023
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School staff are mandated reporters.  If you see something, or suspect something, you are required to report it.  
Follow these steps:  






Mandated Reporting


State form to submit report (electronic)  
LA County Child Protection Hotline:  
1-800-540-4000
LAPD Juvenile Division, Abused Child Unit
 213-486-0570






School staff are mandated reporters.  If you see something, or suspect something, you are required to report it.  
Follow these steps:  
1.  Report information to CPS within 24 hours.
2. Submit a written report within 36 hours.







Comic Panel 1Choose Photo for Comic Panel 1Take Photo for Comic Panel 1
Rectangle
Dress Code
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Cell Phone Policy
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Classroom Management

Classroom Management Workshop

Classroom Management Workshop
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Setting your Classroom Routine




Decide what routines you want to implement from the beginning of the year.
Examples:
•  Greeting students at the door
•  How students store their bags/cell phones/etc.
•  How homework is collected
•  getting into/changing groups
•  collecting/distributing materials 
•  finding directions for assignments
•  late work
•  classroom visitors/interruptions
•  Positive affirmation of the day
•  procedures for class dismissal
•  substitutes



Class Rules
Have students help craft a set of class rules & post them.  Giving students a say in the creation of the rules for the class makes them more invested in them.
You can always start with a base set of rules and then have them help create the "amendments" to the classroom rules.


Decide what method you want to use with students for different tasks.  
•  Hand gestures for different things (questions, restroom, etc.)
•  Call & responses  (ex: 1-2-3 all eyes on me, finish the song lyric)
•  Stop Light at desk (red= I need help, green = I'm good on my own)
•  Egg  and I style cards to signal if help is needed
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Google Slides

Google Docs

Benefits:
•  Hyperlink to activities/documents referenced
•  Living document for students to reference & interact with





Benefits:  
•  Can act as the background  on the whiteboard while students work
•  Easily display Learning Targets & standards
•  Add new slides for each day/week or unit/lesson




DIGITAL Agendas

Line
Line
Sample Monthly Agenda w/Hyperlinks
(Created by C. Henneman)




Creating Digital Agendas PD Slides

Post your learning targets, links to notes & materials, daily work, & more.
Allows students who miss class to catch up & see what they missed.
Students can go back and refer to notes & materials for easy review.



[image: Agenda Slides Template]Agenda Slides Template

[image:  New Teacher Planning Slides] New Teacher Planning Slides
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Classroomscreen.com:  Background w/embedded tools ( random name picker, timer, post-it notes, sound level indicator, traffic light, etc.


DIGITAL Timers

Use digital timers to keep students on track while working.
You can use timers embedded into your slides (YouTube timers), apps, or extensions.



Random Name Generators

Timer - simple timer, no distractions, runs in browser window

Use random name generators to keep from calling on the same students over and over and avoid implicit bias when calling on students.   



Flippity :wheel (load from sheets) - pick single name or groups
Popsicle Sticks (Chrome Extension): pop up in corner of browser
Random Name Selector (Chrome Extension)
Wheel of Names: wheel selector (single student) has ad pop ups
Random Name Picker: Choose wheel or slot machine; has ads on bottom of screen & “click to spin” box
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Lesson Plans & Observations
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Initial Planning


Evaluation Protocol:  
You will be observed a minimum of two times for a duration of at least 80 minutes. In order to prepare for your observations, please do the following:
•   A pre-observation/initial planning conference will be scheduled for you within the next few weeks. At this meeting, you will:
1. Bring your completed and typed initial planning sheet (please no handwritten sheets)
Please also email the planning sheet to me.
Probationary Teachers
•  Complete the section for standard 1
•  Complete the section for standard 2
•  Complete the section for standard 6
•  Do not complete standards 3, 4 or 5

2. Discuss your goals for the school year.
•   All initial planning conferences should be completed by TBD.
•  We will schedule your first observation for September, October or early November.
•  After your first observation, we will meet for a post-observation conference within 5 working days.
•  Your second observation may be unannounced and unscheduled unless otherwise stated in the first post-observation conference. However, you can request a particular week/timeframe or a scheduled observation.



Suggestions:
•   Implement Google Classroom and/or other technology as an instructional tool.
•  Use grouping strategies to address the issues of challenged and challenging students.
•  Plan activities that integrate technology and increase student engagement.
•  Allow students multiple opportunities and methods to demonstrate mastery.
•  Be direct and firm in a caring manner and call home when necessary.
•  Consider implementing entrance/exit tickets to check for understanding.
•  Consider conducting a student interest survey or a similar activity and use the information gained to connect with students and activate prior knowledge.
•   Focus on areas under your control.



Instructional reminders:
•   Please communicate/post either electronically or on the board:
                  a clearly stated and visible Learning Target(s) that is tied to a CCSS standard 
                  a Language Target that is tied to an English Language Development (ELD) standard
•  Know the students in your classes. You should be able to identify English learners and students with disabilities or a 504 plan.
•  Provide differentiated instruction for English learners and students with disabilities.
•  Plan rigorous learning activities that provide opportunities for student
interactions and academic discourse (student voice).
•   Provide learning opportunities that offer students options to build ownership of their learning (student choice).
•  Execute numerous and varied checks for understanding.
•  Provide meaningful feedback to students.
•   Set a time standard for students to transition into groups or other activities.
•   Provide bell-to-bell instruction. Do not allow students to waste time.
•  For observations, please provide me with a place to sit in your classroom and a hard copy of your lesson plan as well as any materials that will be given to students.



Created by R. Thomasy
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Lesson Planning


BCCHS Standard Lesson Plan

BCCHS Initial Planning Sheet
Model Initial Planning Sheet
Continuum of Teaching Practice


Types of Lesson Plan:
Data Informed Instruction Lesson Plan (BCCHS PD Model)
Sample Lesson Plan 1 - Concise
Sample Lesson Plan 2 - Narrative 


This is the standard BCCHS lesson plan template used for Stull observations, WASC  visits, etc.   

•  All of these sample lessons have been provided by our Instructional Coach, Ms. Thomasy, and are based on her English class lessons.  
Sample lessons are examples and are not to be used as-is.   



[image: Standard Lesson Plan ]
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CALIFORNIA MANDATED REPORTING
EASY STEPS...

WHAT MUST BE REPORTED and HOW TO REPORT!

What Must be Reported:
Any of the below acts involving anyone under the age of 18:

« Physical Abuse

« Sexual Abuse

« Emotional Abuse

« Neglect
The mandated reporter must only have reasonable suspicion that a child has been mistreated; no
evidence or proof is required prior to making a report.
The case will be further investigated by law enforcement and/or child welfare services.

How to Report:
By Phone: Immediately, or as soon as possible, make a telephone report to child welfare services

and/or to a Police or Sheriff’s department.

1. Child Welfare Services phone #

2. Police Department phone #.

3. Sheriff’s Department phone #

In Writing: Within 36 hours, a written report must be sent, faxed or submitted electronically. The
written report should be completed on a state form called the 8572, which can be downloaded at
http://ag.ca.gov/childabuse/pdf/ss_8572.pdf

Other information:
« Safeguards for Mandated Reporters:

« The Child Abuse and Neglect Reporting Act (CANRA) states that the name of the
mandated reporter is strictly confidential, although it is provided to investigative parties
working on the case.

« Under state law, mandated reporters cannot be held liable in civil or criminal court when
reporting as required; however, under federal law mandated reporters only have
immunity for reports made in good faith.

« Failure to report:

« Failure to report concerns of child abuse or neglect is considered a misdemeanor and is
punishable in California by six months in jail and/or up to a $1,000 fine.

« For the complete law and a list of mandated reporters refer to California Penal Codes 11164

-11174.3.

This document and Mandated Reporting information can be found at
www.mandatedreporterca.com
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OEBPS/ibooks.js
/*
 * Based on Apple's iBook JS Framework
 * Stripped down and enhanced for Book Creator
 */

// Top-level object containing some core constants providing information about the environment.
var iBook = {}

// Indicates whether the platform is an iBook.IS_IPAD.
iBook.IS_IPAD = (navigator.platform == 'iPad')

// Indicates whether the platform supports touches.
iBook.SUPPORTS_TOUCHES = ('createTouch' in document)

// The interaction start event name
iBook.START_EVENT = iBook.SUPPORTS_TOUCHES ? 'touchstart' : 'mousedown'

// The interaction move event name
iBook.MOVE_EVENT = iBook.SUPPORTS_TOUCHES ? 'touchmove' : 'mousemove'

// The interaction end event name
iBook.END_EVENT = iBook.SUPPORTS_TOUCHES ? 'touchend' : 'mouseup'

// The CSS selector for media elements.
iBook.MEDIA_BASE_CSS_SELECTOR = '.ibooks-media'

// The HTML attribute for the audio source
iBook.MEDIA_AUDIO_SOURCE_ATTRIBUTE = 'data-ibooks-audio-src'

// The HTML attribute for the audio reset on play
iBook.MEDIA_AUDIO_RESET_ATTRIBUTE = 'data-ibooks-audio-reset-on-play'

// The HTML attribute for pausing iBooks read aloud
iBook.MEDIA_PAUSE_READ_ALOUD_ATTRIBUTE = 'data-ibooks-pause-readaloud'

iBook.HYPERLINK_ATTRIBUTE = 'data-bookcreator-link'

// CSS class name on active elements
iBook.ACTIVE_CSS_CLASS = 'active'

// Tap threshold value, in pixels
iBook.TAP_THRESHOLD = 10

iBook.handleLink = function (e)
{
    var link = e.target.getAttribute(iBook.HYPERLINK_ATTRIBUTE)
    if (link)
    {
        e.preventDefault()
		window.location.href = link
    }
}

iBook.getEventClientX = function (event) {
    if (event.changedTouches && event.changedTouches.length == 1) {
        // Touch interface
        return event.changedTouches.item(0).clientX
    }
    else {
        // Desktop interface
        return event.clientX
    }
}

iBook.getEventClientY = function (event) {
    if (event.changedTouches && event.changedTouches.length == 1) {
        // Touch interface
        return event.changedTouches.item(0).clientY
    }
    else {
        // Desktop interface
        return event.clientY
    }
}

/* ==================== BASE CONTROLLER ==================== */

function iBooksBaseController()
{
    // Set true for an onscreen log
    if (false)
    {
        var logArea = document.createElement('textarea')
        logArea.id = 'logArea'
        logArea.style.position = 'absolute'
        logArea.style.bottom = '5px'
        logArea.style.left = '5px'
        logArea.style.width = '420px'
        logArea.style.height = '150px'
        logArea.style.zIndex = 4000
        var body = document.getElementById('main')
        body.appendChild(logArea)
        
        iBook.log = function (msg) {
            var logArea = document.getElementById('logArea')
            if (!msg) msg = 'null'
            logArea.value = msg + '\n' + logArea.value
        }
    }
    else
    {
        iBook.log = function (msg) {}
    }
    
    this.media = new iBooksMediaController()
    this.link = new iBooksLinkController()
}

// On DOM content loaded, instantiate the iBook base controller
window.addEventListener('DOMContentLoaded', function() {
    window.iBookController = new iBooksBaseController()
}, false)

/* ==================== ELEMENT PROTOTYPE ADDITIONS ==================== */

// Indicates whether the element has a given class name within its <code>class</code> attribute.
Element.prototype.hasClassName = function (className)
{
    return new RegExp('(?:^|\\s+)' + className + '(?:\\s+|$)').test(this.className)
}

// Adds the given class name to the element's <code>class</code> attribute if it's not already there.
Element.prototype.addClassName = function (className)
{
    if (!this.hasClassName(className))
    {
        this.className = [this.className, className].join(' ')
        return true
    }
    else
    {
        return false
    }
}

// Removes the given class name from the element's <code>class</code> attribute if it's there.
Element.prototype.removeClassName = function (className)
{
    if (this.hasClassName(className))
    {
        var curClasses = this.className
        this.className = curClasses.replace(new RegExp('(?:^|\\s+)' + className + '(?:\\s+|$)', 'g'), ' ')
        return true
    }
    return false
}

// Adds or removes the given class name from the element's <code>class</code> attribute based on a condition. If no
// condition is set, the class will be added if it is not already present and removed if it is.
Element.prototype.toggleClassName = function (className, condition)
{
    if (condition == null)
    {
        condition = !this.hasClassName(className)
    }
    this[condition ? 'addClassName' : 'removeClassName'](className)
}

/* ==================== LINK CONTROLLER ==================== */

function iBooksLinkController()
{
    // <img data-bookcreator-link="page002.xhtml" .../> or <img data-bookcreator-link="http://www.google.com" .../>
    var imgElements = document.documentElement.getElementsByTagName('img')
    
    for (var i = 0, max = imgElements.length; i < max; i++)
    {
        var img = imgElements[i]
        var link = img.getAttribute(iBook.HYPERLINK_ATTRIBUTE)
        if (link)
        {
            // iBook.log("adding image click:" + link);
            img.addEventListener('click', iBook.handleLink, false)
        }
    }
    
    document.querySelectorAll('.item.link a').forEach(function (a) {
    	var remote = a.href.toLowerCase()
    	remote = remote.startsWith('http:') || remote.startsWith('https:')
    	var link = a.parentNode
        if (!remote && a.parentNode.getAttribute('data-bookcreator-content-type') !== 'application/pdf') {
        	a.setAttribute('disabled', 'true')
        }
    })
}

/* ==================== MEDIA CONTROLLER ==================== */

function iBooksMediaController()
{
    this.allMedia = []

    var audioElements = document.querySelectorAll(iBook.MEDIA_BASE_CSS_SELECTOR + '-audio')

    if (audioElements) {
        for (var i = audioElements.length - 1; i >= 0; i--) {
            this.allMedia.push(new iBooksAudioController(audioElements[i]))
        }
    }
    
    var videoElements = document.documentElement.getElementsByTagName('video')
    
    for (var i = 0, max = videoElements.length; i < max; i++) {
        this.allMedia.push(new iBooksVideoController(videoElements[i]))
    }
}

/* ==================== VIDEO CONTROLLER ==================== */

function iBooksVideoController(element)
{
    this.media = element
    this.media.addEventListener('play', this, false)
}

iBooksVideoController.prototype.pause = function()
{
    this.media.pause()
}

iBooksVideoController.prototype.handleEvent = function(event)
{
    if (event.type == 'play') {
        // iBooks will stop any other media automatically
        // but let's also call pause() on each item to reset the UI
        
        var allMedia = iBookController.media.allMedia
        
        for (var i = 0, max = allMedia.length; i < max; i++) {
            if (allMedia[i].media != this.media) {
                allMedia[i].pause()
            }
        }
    }
}

/* ==================== AUDIO CONTROLLER ==================== */
/**
 *  This is called when we've found a valid iBooks audio HTML element.
 *
 *  By default, audio will pause itself on touch, then resume playing when touched again.
 *  To reset the audio track, include the HTML attribute <code>iBook.MEDIA_AUDIO_RESET_ATTRIBUTE</code>
 *  and set the value to equal to <code>true<code>.
 *
 *  For example:
 *  <div class="ibooks-media-audio" data-ibooks-audio-src="audio/src.m4a">Play audio</div>
 *
 *  @property {Object} element The required object to instantiate the <code>iBooksAudioController</code>
 */
function iBooksAudioController(element)
{
    // iBook.log("iBooksAudioController construction:" + element);
    
    this.el = element
    this.el.addEventListener(iBook.START_EVENT, this, false)
    this.src = this.el.getAttribute(iBook.MEDIA_AUDIO_SOURCE_ATTRIBUTE)
    this.resetAudioOnPlay = false // For future maybe
    this.setAudio()
}

// Creates a new audio element, set the source, then load it.
iBooksAudioController.prototype.setAudio = function()
{
    this.media = new Audio()
    this.media.src = this.src
    this.media.addEventListener('ended', this, false)
    document.documentElement.appendChild(this.media)
}

iBooksAudioController.prototype.play = function()
{
    var allMedia = iBookController.media.allMedia
    
    for (var i = 0, max = allMedia.length; i < max; i++) {
        allMedia[i].pause()
    }
        
    if (this.resetAudioOnPlay) {
        // Remove the existing element to prevent duplicates.
        document.documentElement.removeChild(this.media)
        this.setAudio()
    }
    
    this.el.addClassName(iBook.ACTIVE_CSS_CLASS)
    this.media.play()
}

iBooksAudioController.prototype.pause = function()
{
    this.media.pause()
    this.el.removeClassName(iBook.ACTIVE_CSS_CLASS)
}

// When the audio ends, remove its active class
iBooksAudioController.prototype.ended = function()
{
    this.el.removeClassName(iBook.ACTIVE_CSS_CLASS)
}

/**
 *  On touch start, add an event listener for touch end. Store the
 *  touch start X, Y coordinates for later use.
 */
iBooksAudioController.prototype.touchStart = function(event)
{
//    iBook.log("iBooksAudioController.prototype.touchStart");
    
    this.startX = iBook.getEventClientX(event)
    this.startY = iBook.getEventClientY(event)
    window.addEventListener(iBook.END_EVENT, this, false)
}

/**
 *  On touch end, remove our event listeners. Determine if the user action was a
 *  tap, or gesture; if the action was a tap then add <code>iBook.ACTIVE_CSS_CLASS</code>
 *  to the body class and prevent default. Otherwise, allow iBooks to handle the event.
 */
iBooksAudioController.prototype.touchEnd = function(event)
{
    /*
    iBook.log("iBooksAudioController.prototype.touchEnd");
    
    iBook.log("event.pageX=" + event.pageX);
    iBook.log("event.clientX=" + event.clientX);
    if (event.changedTouches && event.changedTouches.length == 1)
        iBook.log("event.changedTouches.item(0).clientX=" + event.changedTouches.item(0).clientX);
    */
    
    window.removeEventListener(iBook.END_EVENT, this, false)
    
    this.xTap = (Math.abs(this.startX - iBook.getEventClientX(event)) < iBook.TAP_THRESHOLD)
    this.yTap = (Math.abs(this.startY - iBook.getEventClientY(event)) < iBook.TAP_THRESHOLD)
    
    if (this.xTap && this.yTap) {
        event.preventDefault()
        if (this.media.paused)
            this.play()
        else
            this.pause()
    }
}

// Event triage.
iBooksAudioController.prototype.handleEvent = function(event)
{
    // iBook.log("iBooksAudioController.prototype.handleEvent:" + event.type);

    switch(event.type){
        case iBook.START_EVENT:
            this.touchStart(event)
            break
        case iBook.END_EVENT:
            this.touchEnd(event)
            break
        case 'ended':
            this.ended()
            break
    }
}
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Past Due Attendance Discrepancies When a Sub Took Attendance

If you receive a discrepancy
message and a sub took
attendance on that day. Please

follow the four steps indicated in
this set of instructions.

[

oLosour

£CHANGE PASSHORD

Lst et Atendrce Sychoresd 01202025 Q40P

Atendance D

Atiendance Discrepandies (6) Distribution Percentage: 100.0%
SEARCH BY .
tep 1: Select "Pending”
. Pening © (0 Vew i Dscrepances Coret Semeste Discnces
Uscasstt Res " ?
[ ! e Step 2: Click "Search", This will open a screen that will wa ) ]

allow you to make changes to the student attendance
without having to click the link in the email.

PEROD  EMAILSENT §

© ovzez0es — B o0z o
0 [ — 7 outsas "o
0 otsenzs Fro— 3 sz onszs Pencs Atentance
3 Corect
" oS A 3 oS onsas Mo Percs Atendance
e Coredt.
0 ovtsz0es A 3 s onsaes M Perca Afendance
Corect

Step 3: On the Additional Comments,
note that “Attendance was reported by

Step 4- Click Submit the substitute.






OEBPS/wJ9PTLLcSsKasPWJsRnxtg.pdf


Classroom Policy for Student Use of AI Programs 
Purpose: 
This classroom policy aims to establish guidelines for the responsible and ethical use of AI 
programs in our learning environment. The use of AI programs can enhance our educational 
experience when used appropriately and with prior teacher approval. However, if used 
incorrectly, the use of AI tools can severely limit the potential learning goals for students.  
 
Policy: 
Students and teachers may embrace the use of AI to enhance learning while maintaining the 
integrity of academic work, adhering to teacher-created classroom policies, and following 
ethical guidelines.  
 
School-approved AI platforms for student use: 
MagicSchool.Ai student platform                                    Khanmigo by Khan Academy 
 
Guidelines: 
1. Prior Teacher Approval: 
All usage of AI programs in class for student work requires prior approval from the teacher. 
Before incorporating any AI tool into an assignment or activity, you must discuss your intent 
with the teacher. 
 
2. Responsible Use: 
AI programs should complement learning, not replace it. Use AI as a tool to assist your 
understanding and creativity, but do not rely on it exclusively for assignments. 
 
3. Originality and Attribution: 
No AI-generated material is "original", as it is inherently plagiarized from stolen or licensed 
work (depending on the AI engine). I would want this statement revised to say that "All 
Submitted assignments created with the assistance of AI programs must be originally 
written, drawn, or otherwise created by the student taking credit for the work. AI cannot be 
used to generate all or part of a work, but can be used to assist the development of an 
assignment if a teacher's permission is granted. All Submitted assignments created with the 
assistance of AI programs must be original. Plagiarism, even if AI-generated, is not 
acceptable. Properly attribute AI-generated content if it is used in your assignments. 
 
4. Academic Integrity: 
Maintain academic integrity in all AI-assisted work. Any violation of academic honesty will be 
subject to appropriate consequences. 
 
5. Privacy and Data Security: 
Respect the privacy and data security of yourself and others when using AI programs. Do not 
share sensitive information or engage in any unethical activities. 
 
6. Assistance, Not Substitution: 
AI programs are tools for assistance. They are not a substitute for your own critical thinking 
and understanding of the subject matter. “Generative AI tools must be used ethically, 
responsibly, and intentionally to support student learning, not to bypass it. Students can use 
generative AI tools as optional aids for exploration of potential topics of inquiry, initial 
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Classroom Policy for Student Use of AI Programs 
searches for sources of information, confirming their understanding of a complex text, or 
checking their writing for grammar and tone. However, students must read primary and 
secondary sources directly, perform their own analysis and synthesis of evidence, and make 
their own choices on how to communicate effectively both in their writing and presentations. 
It remains the student’s responsibility to engage deeply with credible, valid sources and 
integrate diverse perspectives” (AP Policy) 
 
7. Verbal Review: 
Any assignment created with the use of AI programs is subject to a verbal review with the 
teacher. Be prepared to explain and discuss the content of your work, without the 
contributions of AI. When AI use is suspected, your teacher will expect that you can explain 
your thinking and how you developed your work. 
 
Examples: (Adapted from The College Board / AP Capstone:) 
 


Type of Task Acceptable Use Not Acceptable 


Exploring ideas 
to develop and 
refine an area of 
inquiry 


Using generative AI tools to get a 
sense of existing debates on an 
issue, potential sub-topics, or what 
is generally already widely known 
about a topic.   
 


Taking the output of generative AI 
tools uncritically, such as using AI 
to generate a research question or 
thesis, without engaging with the 
actual research or relying solely on 
generative AI as a source of 
information about a topic 


Finding sources Using generative AI to find authors, 
organizations, publications, or 
sources that may be pertinent to 
the area of inquiry, so that the 
student can then locate and read 
those perspectives directly. 
 
Asking for recommendations on 
related sources to further explore 
the topic or address gaps in 
research.  


Using a list of sources generated by 
AI without going to the original 
sources and reviewing the content.  


Summarizing 
and/or 
interpreting 
sources 


Using generative AI to help develop 
understanding of complex texts by:  


●​ Requesting help with 
understanding complex 
vocabulary or sentence 
structures in a source.  


●​ Asking for clarification on a 
confusing concept or 
passage in a source.  


 
NOTE: Copying and pasting AI 
generated source summaries into 
any submitted work 


Generating a summary or 
paraphrasing of the source instead 
of reading it.  
 
Requesting direct quotes or 
citations from a source to use as 
evidence without independently 
identifying them. 
 
Copying and pasting AI generated 
source summaries into the final 
draft. 


Synthesizing No acceptable use without teacher Asking generative AI to:  
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ideas and 
information 
from sources 
into a literature 
review, report, 
or argument 


direction. ●​ Compare or contrast 
sources and/or generate a 
review of literature.  


●​ Synthesize common or 
contrasting elements from 
within a source or across 
multiple sources.  


●​ Develop statements or 
paragraphs that put sources 
in conversation 


Drafting or 
outlining a 
paper  


Seeking guidance on general best 
practices in how to structure a 
research paper, essay, or report  
 
 


Asking generative AI to produce an 
outline or draft of a specific paper.  
 
Requesting generative AI to write 
all or part of the paper. 
 
Using writing generated by AI in 
the final draft. 


Revising a 
paper 


Using spell or grammar checkers.  
 
Asking for feedback on style and 
tone (students must make 
deliberate choices on what 
feedback to incorporate).  


Accepting AI-generated 
suggestions for revisions of written 
work without critically evaluating 
such contributions.  
 
Incorporating into student 
submissions new sections of text 
suggested by generative AI. 


Creating 
Citations / 
Bibliography 


Seeking guidance on how to cite or 
check 
citations. 
 
Generating a draft of the 
bibliographic listing of 
citations or checking the format of 
a student-generated draft of the 
bibliographic listing of 
citations. 


Using AI to generate citations 
without having directly studied 
the original sources. 
 
Relying on generative AI to 
create the bibliographic listing of 
citations without then checking 
the accuracy of the format. 
 
 


Developing 
Presentations 


Seeking general guidance on 
effective presentations.  Generating 
initial ideas for key points, 
sequence, or visuals for 
presentations. 


Uncritically using AI to produce the 
key points, visuals, or structure for 
presentations. › Using AI to 
generate a script that is 
memorized or read for the 
presentation. 


*This is not a complete list of the ways that students can use AI to support their learning in the 
classroom. 
Things We Want Students to Know About AI: 
Not all AI tools are the same in terms of the likelihood they will provide output with credible 
sources. For example, AI-powered search engines for research databases draw from vetted 
sources, whereas ChatGPT does not necessarily differentiate. You must review output with a 
skeptical, critical eye to be sure any suggested sources are real, credible, and relevant to your 
inquiry. 
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Emergency Check-in with 5-Star 


Video Walkthrough *(from computer)     Walkthrough (app)     
If an emergency has been declared (real or drill), follow these instructions to check in any 
students/staff with you via 5-Star. 


1.​ Sign in to 5-Star at https://app.5starstudents.com 
2.​ If an emergency has been reported, the Emergency screen will display (also accessed 


by clicking the Emergency icon at the top of the page .   The type of emergency 
(DRILL/ACTIVE) will be at the top of the screen, and any message for staff will be 
underneath. 


 


 


3.​ You have 2 options: Individual check-in and class check-in  
4.​ CLASS CHECK-IN: 


a.​ Select your class period 


 . 
b.​ A list of all the students enrolled in your class will appear.   
c.​ Select “ADD ALL” 
d.​ Students will appear in the box on the left side of the screen.   


 


1 



https://www.loom.com/share/bfd5dcd6a4e546cca0fb5d25466a0d2a?sid=0665a2f6-e4a6-4c91-aaa7-8ae972a0c014

https://www.loom.com/share/efe7894e44b4456e8f157644aac653f0?sid=eee00eda-1309-4b50-a715-5cb7df716304





Emergency Check-in with 5-Star 


e.​ If a student is absent, click on their name and then click “REMOVE SELECTED”


 
f.​ Enter a room number or location then click “CHECK IN” 


 
5.​ INDIVIDUAL CHECK-IN: 


a.​ Click CHECK-IN 
b.​ Enter a room number/location 
c.​ Type in the student’s name or ID number  
d.​ The student has been checked-in.  


If you have a student who has been hurt/injured, use the individual check-in option to 
mark them as hurt & provide a location.   


6.​ CHECKING STUDENTS OUT:  If a student is pulled out of your room/location for any 
reason, use the “CHECK OUT” button to remove them from your student list.    


a.​ Click the “CHECK OUT” button  
b.​ Type in the reason for the student’s check-out or the room to which they are 


being moved. 
c.​ Type in the student’s name or ID number.   
d.​ The student has been checked out.    


7.​ A list of all students who have been checked in by you can be seen under “My Check 
ins” 


2 
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Using Timekeeping Plus (TCP)

Option 1 – Use the App

Note: As with the AptaTime app, you must share your location while using the app, to confirm that you are clocking in at out from Birmingham. If you would prefer not to share your location, you will need to use option 2 below.



1. Go to your app store (IOS or Android) and search for “TCP mobile clock.” Select “TCP Mobile Clock”. Note that there is another app with a similar name (“TCP Mobile Kiosk”). Be sure to select the correct one.



[image: A screenshot of a phone

Description automatically generated]



2. Once you open the app, it will ask you for a company ID. The company ID for Birmingham is 333600. Enter this number and click “next.” You will only have to do this the first time you use the app.

[image: A screenshot of a welcome form

Description automatically generated]



3. Next, you’ll be asked to enter your ID number. This refers to your employee ID number. Remember that you can find this number on AptaFund under “My Information”. Enter your employee ID and click next. Note that TCP does not require a password. Additionally, once you log on, there is no need to log off, so for most people using the app, you will only need to enter your employee ID once.



[image: A screenshot of a login box

Description automatically generated]





4. You will see the screen below. Simply click “clock in” to clock in.

[image: A white rectangular object with a black border

Description automatically generated]



5. Once you have clocked in, you will see this screen. From this screen you can clock out for your meal break (if you are a classified employee) and clock out at the end of the day. Just like with AptaTime, there is no need to clock out for your paid rest breaks – only for meal breaks. 

[image: A screenshot of a phone

Description automatically generated]



6. For classified employees only. When you clock out for your meal break, TCP will start a timer, to help you track how long your break has been. 

[image: A screenshot of a computer

Description automatically generated]

 As you know, you should not take a break that is shorter than 30 minutes. If you attempt to click on “return from break” after fewer than 30 minutes, you will get a warning message, as you see in the screenshot below. If you get this message, you should click “cancel” and take the rest of your break, unless you have been directed differently by your supervisor (which would only happen in extraordinary circumstances.)

[image: A screen shot of a phone

Description automatically generated]

Option 2 – Using Your Computer or an iPad

If you do not wish to use the app, you can use your work computer by going to https://333600.tcplusondemand.com/app/webclock/#/EmployeeLogOn/333600/1 or going to an iPad, which will remain in the same locations they are in currently. Whether you use your computer or an iPad, the interface will look the same.



1. You will see the screen below. Enter your employee ID, and select what you’d like to do (clock in, clock out, leave on break, or return from break). Selecting “log on to dashboard” will show you your punch history.

[image: A screenshot of a computer

Description automatically generated]






2. Once you select what you want to do, you will get a confirmation screen. Be sure to click “continue” to confirm.

[image: A screenshot of a computer

Description automatically generated]




Correcting a Missed Punch

1. If you forgot to clock in or clock out, and you are using a computer or iPad you will be automatically prompted to correct this the next time you attempt to use the system In the example below, I am attempting to clock in, but forgot to clock out the previous day. To correct this, simply click “continue”. If you are using the app, simply click “missed clock out” or “missed clock in” to correct a missed punch.





[image: A screenshot of a phone

Description automatically generated] App View				Computer View													     [image: A screenshot of a computer

Description automatically generated] 

2. You will btaken 2. Once you have indicated that you want to correct a missed punch, you will be taken to a screen like this (on the app or on a computer/ iPad) where you can manually enter the time you arrived or left. You will be required to make a “note” explaining the reason for the correction.

[image: A screenshot of a computer

Description automatically generated]




Two Things About TCP to be Aware Of

1. For classified employees, the TCP will not allow you to clock in before your work hours begin. If you attempt to do so, you will get this error message. Wait until your scheduled start time, and clock in at that time.

[image: A white rectangular sign with black text

Description automatically generated]



2. For classified employees, when you clock out each day, you will be asked if you took all required breaks. This refers to meal and rest breaks. If you click “no,” your supervisor will be notified so he or she can support you in ensuring that you take all breaks to which you are entitled.
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You must wear clothing that includes a top & bottom or the equivalent (dress, romper, etc.)
TOPS
« No crop tops/exposed midriff
» Can't be sheer (see-through) or expose undergarments, (bra straps showing is okay)
» Racerback tops are okay
« No strapless, deep V/scoop neck or off-the-shoulder tops
BOTTOMS
» Have to cover to the tips of your fingers when your arms are down.
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« No rips/tears above where your fingertips hit
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4
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Endanger students/staff (ie. spikes, chains)
Denote gang affiliation/membership
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e When you enter class, you will be required to place your phone in either a locked box
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e You will get your phone back at the end of the period.

* You are allowed to use your phone during passing periods & at lunch.

R e S
T
Consequences for not following the policy . M
q g policy 1
e [f you don’t turn in your phone, Dean/Security will be called:
o 1st offense: you lose phone for the remainder of the day
o 2nd offense: Same as above, plus your parent will have to pick up the phone
o 3rd offense: Same as above, plus meeting with GLA Coordinator, Counselor, & Dean
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Adding Classroom Discipline Records into Aeries UPDATED SUMMER 2025

1. Type the name or ID number of the student in the search bar at the top of the page

‘QSearchStudenl ‘ ® 8 4

2. From the left hand toolbar, Click on STUDENT DATA, scroll down to GUIDANCE, and
select DISCIPLINE

Demographics
Supplemental
Contacts

Attendance
Attendance Enrollment
Attendance History

Grades Guidance

Guidance Discipline

3. Records provided by classroom teachers will appear on the screen.

- ) © Add New Record
4. To enter a new discipline record, click

5. Enter the event information in the spaces provided

Date Code Staff ID School Status
R O 06/09/2025 |5 v v
Created By User Lost Updated By Lost Updated Date
| 1 I

Incident information goes here
6. Select the code that best fits the situation

Positive Parent Notification Parent Contact/Notification
Academic Integrity 1st Offense Phone Confiscation
Dress Code violation 2nd Offense Phone Confiscation
Class Rules Violation 3rd Offense Phone Confiscation
Disruptive 4th Offense Phone Confiscation
Electronic Device 5th Offense Phone Confiscation

Foul Language
Materials, Lack of
Other
*NOTE: You can also use the Discipline Record to document positive parent
interactions as well (1st code option)
7. If you sent an email to a dean about the incident, you can copy and paste the
information from your email into the text box

Referral to... (Dean, Counselor, Et

8. When you have finished entering the information, hit the save icon H
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Staff Wellness Program

Dear Staff,

care~solace

We deeply appreciate the way you support our students and families. We realize when it's you

or one of your family members who need support, it might be hard to know where to turn. In

an effort to ease the burden of finding the mental health and substance use services you need,
we've partnered with Care Solace, your new central hub of care.

‘With a network of over 380,000 providers and services, Care Solace will help you find the

right help at the right time, 24/7/365. Care Solace's services are available at no cost to you.

How it works:

Callus or visit our website

Our multiingual team is available 24/7/365 to
help connect you to available providers. You
canalso search the Care Match™ website on
your own anonymously.

Complete abrief screening

Once you connect with us, we'll ask you a few
quick questions so we can better understand
what you're looking for.

Get matched & book an appointment

Our team will work to find providers matched to
your needs. Once identified, we'll present options
and can assist with booking your appointment.

If you have a life-threatening emergency, please call 9t
or the Suicide and Crisis Lifeline at 988. Care Solace is
not an emergency response service or mental health
services provider.

e Save our number!

Call (888) 515-0595
or goto

caresolace.com/
bechs

S
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