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NOTICE OF NONDISCRIMINATION  
 

The School Board of Wakulla County, Florida does not discriminate in admission or access to, or treatment or 
employment in, its programs and activities on the basis of race, color, religion, age, sex, national origin, marital 
status, disability, genetic information for applicants and employees, or any other reason prohibited by Federal 
and State law regarding non-discrimination. See 34 C.F.R. 100.6(d); 34 C.F.R. 106.9; 34 C.F.R. 110.25.  

In addition, the School Board provides equal access to the Boy Scouts and other designated youth groups. This 
holds true for all students who are interested in participating in educational programs and/or extracurricular 
school activities. See 34 C.F.R. 108.9.  

Disabled individuals needing reasonable accommodations to participate in and enjoy the benefits of services, 
programs, and activities of the School Board are required in advance to notify the administrator at the 
school/center at which the event or service is offered to request reasonable accommodation.   

The lack of English language skills will not be a barrier to any opportunity or event associated with Wakulla 
County Schools.  

The designated Equity Coordinator, Title IX and Section 504 Compliance Coordinator as required by 34 C.F.R. 
100.6(d) is Lori Sandgren, Executive Director of Human Resources, 69 Arran Road, Crawfordville, Florida 
32327; 850.926.0065; lori.sandgren@wcsb.us 

  

The School Board of Wakulla County, Florida does not discriminate in admission or access to, or treatment or 
employment in, its programs and activities on the basis of race,  
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Faculty and Staff 
 

2022-2023 
 

KG 1st 2nd 
Alvarez, Raquel Dixon, Quenesia Everton, Mandy 
Nichols, Emily  Parks, Felicia Crunk, Amanda 

Schmidt, Jessica Coleman, Parker Reeves, Kay 
Lima, Kathryn Perry, Starla Smith, Autumn 

Ward, Terri  Dixon, Quenesia Roland, Sabrina 
Ehr, Susan Wise, Joy  

Williams, Toyia   
3rd 4th  5th  

Wright, Makenna Dixon, Marsha Adams, Kerri 
Glassner, Robin Garrett, Allison Muse, Brittany 
Millender, Jeana Nall, Christina Meyers, Kaylee 

Melton, Erin  Crunk, Amanda McCord, Suzie 
  Redfern, Jennifer 

ESE Support Special Area  
Coker, Amanda  Begley, Natalie 
Parker, Breon  Bunch, Erica 

Samlal, Ro  George, Imani 
Epperson, Kate  
Vause, Robin Simurra, Linda 

Williamson, Betsy 
Paraprofessionals Custodians Office Staff  

Brown, Caitlyn Pearce, Timmy – Operations 
Foreman 

Wheeler, Timothy – Principal 

Dollar, Leigh Ann Antol, Ronald Rodgers, Eden – Asst. 
Principal 

Caldwell, Doris Sanford, Jonesa Damron, Julie– Clinic 
Hill, Sharon  Montague, Tonya – 

Administrative Secretary  
Lewis, Angel  Harris, Shanna – Data Entry 

Morgan, Donna Harvey, Wanda Pandolfi, Cindy – School 
Secretary  Reeves, Hayden 

Graham, Abby 
Coleman, Tiphanie 

Weeks, Sandie 
Stevens, Sarah School Resource Officer 

(SRO)  
 

 Marsh, Amanda   
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SHADEVILLE ELEMENTARY 
  

Vision / Purpose 
 
 
The Vision of Shadeville’s Administration, Faculty and Staff is founded upon the belief that 
every child is unique and has the right to be treated as an individual. We will provide a rigorous, 
developmentally appropriate, child centered learning environment that guides our students in 
achieving educational excellence, that prepares them to live in a rapidly changing technological 
world, and that will produce contributing, responsible, and healthy citizens. 
 

            
      

Mission / Direction 
 
The mission of Shadeville Elementary is to ensure that every student by the end of fifth grade: 
 

• Reads and comprehends meaning from a variety of literature and non-fiction 
materials. 

 
• Writes clear, concise narrative, opinion, informative, and expository compositions, 

to examine a topic and convey ideas and information. 
 

• Analyzes text and multi-media presentations and is able to respond and give 
examples to support their answers from the text or multi-media materials. 

 
• Solves and explains multi-step real world math problems.  

 
• Utilizes educational technology as a tool for research, word processing, skills 

practice, and for audio-visual presentations. 
 

• Demonstrates positive, healthy character traits.  
 

• Defines a problem, uses appropriate reference materials to support scientific 
understanding, plans and carries out scientific investigations in Earth, Physical, and 
Life Science.  
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A CHALLENGE 
 
As we move past COVID-19, the 2022-2023 school year will be an exciting challenge for us all as we transition 
to the BEST Standards, retention/remediation legislation, as well as, the expectations for English Language Arts, 
Math, Writing, Social Studies, and Science!   
 
A Great School has common characteristics:  Purpose, direction, commitment, and focus.  Shadeville has all four.  
We know what students need and will continue to provide the necessary instruction to make sure our students 
reach their potential and develop into successful citizens.   
 
Each year we make changes and update our handbook to reflect positive policies as a prerogative for 
empowerment.  The evolutionary process of the handbook strives to move us toward a Shadeville Community of 
learners for the twenty-first century.  As always, your input and ideas are not only welcomed, but solicited. 
 
Remember--We ARE Shadeville.  The image we portray is up to each of us.  You, we, all of us, are responsible 
for our school's reputation.  We are a team dedicated to making sure we carry on our reputation as a High 
Performing School of Excellence. 
 
A (wo)man with knowledge and great moral principles is a great (wo)man. 
Dwight D. Eisenhower 
 
 

                   Committed to Success 
Working together for our students’ success 

through forward thinking, engagement, 
collaboration, and continuous growth.
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FRIENDLY   REMINDERS . . . 
 
           
You are a practicing educator, a profession that makes all others possible.  Teachers and staff members should 
remember these courtesies... 
 

1. Being on time is a developed habit...the day for all employees begins no later than 8:10.   
 

2. Teachers should watch arrival and dismissal times for lunch and special area very carefully. 
 

3. Meeting deadlines when turning in reports, schedules, and other needed     
  information by faculty and staff is essential for the smooth operation of the school. 
 

4. If a group or scheduled activity must be changed, let everyone involved know well in advance of 
the change.  We are a team.  If no advance explanation is possible, after the fact 
explanations/apologies work miracles. 

 
5. Accentuating the positive things about students, other faculty and staff, and yourself creates a 

healthy positive atmosphere!!!  Be Loyal!  Be Enthusiastic!  Be Respectful! 
 

6. Little people have big ears---do not discuss sensitive or questionable subjects in the presence of 
your students or with school volunteers or parents. Students should not hear inappropriate 
comments or observe unprofessional actions when playing or working near faculty and staff 
members. 

 
7. Being firm and requiring adherence to rules does not have to be coupled with harsh words or looks. 

 
8. The capacity to improve is directly related to our ability to recognize, acknowledge, and act on our 

strengths and limitations. 
 

9.      Use of cell phones and/or other devices is limited to when students are not with you 
(teachers/staff).   Follow WCSB guidelines. 

 
10.   Tobacco use is prohibited on school property at any time. 

 
REMEMBER: 

  
TEACHERS ARE RESPONSIBLE (LIABLE) FOR THEIR STUDENTS ------- NEVER LEAVE 
STUDENTS UNSUPERVISED OR UNATTENDED, ANYWHERE FOR ANY REASON!!! 

 
USE COMMON SENSE AND PROFESSIONAL JUDGMENT TO AVOID LEGAL 
COMPLICATIONS IN TEACHING 
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Interaction With Students 
 

• Maintain a professional barrier between you and students.  You are the adult, the teacher and the 
professional; act like the expert. 

 
• Keep the classroom door open when talking with students. 

 
• Refer students to the appropriate resource person for counseling and/or discussions about personal 

matters. 
 

• Do not take students from your classroom to your home as your personal guest. 
 

• Do not discuss your personal life or personal matters with students.  Do not discuss your husband/wife, 
boyfriend/girlfriend, dates or controversial issues with students. 

 
• When transporting students, coordinate transportation ahead of time, and use school or mass 

transportation. You may not transport a student in your vehicle for any reason. 
 

• Avoid leaving your students unsupervised, have an alternate plan of action. 
 

• Know your principal's policies, and district and state laws governing corporal punishment.  Establish 
and follow a consistent behavior plan.  Treat all students with respect.  Know the students' rights. 

 
• Chaperone only school sponsored functions.  Do NOT socialize with students.  If you chaperone a field 

trip, put in writing what your responsibilities will be.  Do not drink an alcoholic beverage in front of 
students. 

 
• Do not allow children to go back to the classroom unattended. 

 
Recordkeeping and Accounting Procedures 
 

• Know the laws, school board policies, and school rules and follow them.  Know your rights. 
 

• Know your principal's policies, and district and state laws regarding collecting money, purchasing 
materials, and equipment and follow them.  Work in pairs when collecting large amounts of money. 

 
• Establish a policy regarding your grading system.  Give written explanation of it to students and parents 

at the beginning of the year or when they begin your class or unit of instruction. 
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Reputation in the Community 
 

• Keep your co-workers and supervisors informed; work and communicate as a team; plan and teach 
together. 

 
• Communicate with parents and document your communication using the communication tab in FOCUS.  

 
• Dress and act appropriately and professionally.  You are a role model in the community as well as in the 

school; be a good example for students. 
 

• Use common sense and good judgment.  Ask yourself how someone else could perceive your comments 
or actions.  Ask yourself if your comments or actions could be taken out of context and/or 
misinterpreted. 

 
• Think of a positive story when sharing with community members.  We can change the public's 

perception of education by being a marketing agent.  
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Absences (See Appendix D) 
 
Attendance and punctuality are professional responsibilities.  If you need a substitute, please call Cindy 
Pandolfi at (850) 508-2917 AND text Mr. Wheeler (850) 408-9949 as soon as possible.  Call before 9:30 P.M. 
in the evening or between 6:30 and 7:30 A.M. in the morning.  Shadeville substitutes will be contacted by 
Cindy Pandolfi.  If there is a problem with a substitute, please let us know immediately.  All requests for 
personal leave should be submitted to Mr. Wheeler two days prior to the absence.   
 
 
Accidents 
 
 
  1.  Students 

For any injury that occurs in the classroom or on the school grounds, the supervising teacher must 
report all pertinent information to the health aide and Principal and fill out an accident report.  This 
report must be completed before the teacher leaves campus the day of the accident.  The 
parents/guardians of the child will be notified by the health aide.  The teacher may find it helpful 
to keep a record of injuries.  To lessen a potential charge of negligence being filed against you, 
make certain students are supervised at all times.  The accident form requires the name of the 
supervising teacher. 

 
 
  2.  School Personnel 

In case of an accident (no matter how insignificant) always report it to the Principal or school 
secretary so that the appropriate action can be taken.  This is if, at a later date a doctor’s attention 
is needed, there will be recorded documentation of the accident.  There are specific procedures 
that must be followed when you are injured on the job. 

 
Announcements 
 
Each morning the school day begins with announcements at 9:00 A.M.  These announcements contain important 
information and sometimes urgent information for teachers and students.  The entire student body and staff should 
focus their attention on the TV for this time period. 
 
 
Assemblies 
 
Assemblies occur and are scheduled as needed.  When assemblies involve students that you teach, you are 
expected to attend the assemblies, unless excused by the principal prior to the start of this activity.  Each teacher 
is responsible for the behavior of his/her class. Students should be reminded by the teacher of the correct 
procedures and behavior prior to attending each assembly. ASSEMBLIES WILL BE ANNOUNCED ON THE 
SCHOOL CALENDAR AND PUBLICIZED IN THE MONTHLY NEWSLETTER IN ADVANCE. 
 
Attendance at PTO Meetings 
 
Shadeville School has several PTO meetings per year and an annual Fall Festival. Faculty are REQUIRED to 
attend PTO meetings unless an emergency arises. 
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Attendance Reports 
 
The homeroom teacher will take attendance each morning.  Attendance should be taken in FOCUS by 10:00 
A.M. EACH MORNING for students who are absent.   Data Entry will enter tardies into FOCUS. 
 
Tardy/late arriving students sign in at the office and will be given a tardy slip to give to the teacher. 
 
If a note or other communication has informed the school of the reason for the absence and it is an acceptable 
excuse, the absence will be excused.  If no communication has been received, the absence will be unexcused. (For 
the first few absences, teachers should initiate the communication with the parent/guardian if a written excuse has 
not been sent to school.) 
 
When necessary attendance letters will be mailed home for students with unexcused absences in accordance 
with the Wakulla County School Attendance Policy.  The Data Entry Operator and Principal will coordinate 
this process. 
 
When students are sent home with head lice, the first day of absence should be considered excused.  Any days 
absent thereafter are unexcused and the administration should be notified.  
 
NOTE:  Look over the Wakulla County School Attendance Policy Handbook.  Be familiar with the 
District’s policies. 
 
Business Partnerships 
 
The cooperation between business and education is a vital part of our school’s success.  There is no limit to the 
ways in which we can work with our business partners to improve the educational environment for our students.  
Use your imagination to find new ways to utilize this unique set of relationship possibilities.  Please coordinate 
your efforts with Mr. Wheeler or Mrs. Pandolfi.   
 
Character Education (See Appendix A) 
 
Each teacher is responsible for teaching and reinforcing the character education Word of the Month.  It’s important 
to stress these positive character traits and realize the impact that it can have in the children’s lives in promoting 
a more caring school community.  
 
Classroom Management 
 
In order for academic focus to be maintained in your classroom, well-defined and realistic classroom management 
must be in place and enforced.  It is your responsibility to maintain an orderly, safe, and effective learning 
atmosphere.  Research has shown that discipline works best when it immediately follows a violation of your code 
of behavior, is executed by the classroom teacher on the spot instead of relying on an outside person, and is 
conducted with a minimum of interference to the instructional program. 
 
The most effective way to reduce discipline problems in your room is to handle them yourself.  Serious 
problems should, of course, be referred to the office (see Discipline Procedures). 
 
Become familiar with the Wakulla County Schools Code of Student Conduct Handbook and Shadeville’s 
Positive Behavior Support school wide plan. 
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Classroom Visits 
 
Education is a co-operative affair between home and school for the good of the child. Parents are encouraged to visit 
classrooms for the purpose of gaining an insight into operation, content of programs, and for the purposes of gaining 
an insight as to means of helping their own child. Parents are not expected to evaluate teacher effectiveness, nor may 
they have access to data on students other than their own child.  
 

To avoid misunderstanding between parties concerned, the following guidelines for visits to the classroom 
must be followed:  

1. An appointment will be made with the school administrator in charge of the elementary, middle, 
or secondary program, the teacher of the class to be observed, and the parent, a minimum of one 
week prior to the visit. This appointment will take place on time not considered instructional 
time of the teacher.   

2. The parent/guardian will be briefed as to the lesson, its objectives and process of instruction to 
be used. This should avoid any misunderstanding.   

3. The length of the visit will be prearranged, not to exceed 20 minutes.   
4. No more than one (1) person at a time will be permitted to visit the room.   
5. Parents/guardians visiting classrooms will be spectators, not participants.   

 
It is understood that the school administration reserves the right to refuse visitation to persons who 
are not parents, guardians, or to persons it considers disruptive to the education process.  

 
Clinic (See Medical Services on Page 28) 
 
Cumulative Records (Cum Folders) 
 
Cum folders are kept in the Records Room and filed alphabetically by teacher. New students with incomplete 
data or students not having health clearance are filed separately.  Teachers should take special care to keep these 
records neat and orderly at all times.  Check with the Data Entry Operator for access to files.  All Cum Records 
should be returned to the Cum file at the end of each day for safe keeping.   
 
Use the ORANGE INSERT (place holder) when removing a file or group of files.  The completed insert 
(name of teacher who is checking out the folder) should be placed in the space where the folder was removed.  
This is a crucial step when using the cum records or registration folders.  The office personnel must know the 
location of these records at all times. 
 
Colored dots on a cum folder indicate the special information that is available on the student.  Refer to Section 
on Exceptional Student Education for specifics. 
 
Curriculum 
 
Curriculum is written and updated on a rotation which follows the state’s textbook adoption cycle.  Teacher 
representatives from each elementary school participate in the district led curriculum revision and textbook 
reviews. 
 
Each teacher should have a curriculum guide for the grade level/area being taught to include English Language 
Arts, Mathematics, Social Studies, and Science/Health. These areas are the major responsibility of each classroom 
teacher. 
 
There are developed curriculums for PE, Music, Media, Guidance, and each ESE program. 
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Computer/technology education is an integral part of the instructional program.  It is the responsibility of each 
teacher to see that the skills in the Technology Curriculum are covered with their students.  Keyboarding skills 
should also be encouraged. 
 
Florida Standards, grade-level expectations, major goals, pacing guides, and basic texts are located in the 
Curriculum Guide. The curriculums and texts will be used and additional or supplementary materials are 
encouraged. Creativity in presentation of materials, motivational programs, and projects to extend suggested 
topics, provide many opportunities for freedom and individuality as a teacher. Any deviation from the suggested 
curriculum, designated materials, timeliness and/or tests should be discussed with the Assistant Principal. 
 
Custodians  
 
Custodians have designated work hours. Only one custodian works in the school facility during the morning.  
Keep that in mind when requesting help. 
 
Custodians have schedules and particular assignments which must be completed during their designated hours.  
Please help us to help them use their time effectively. When you need assistance, plan ahead and advise the office 
of your needs in a timely manner so that schedules or assignments can be adjusted.  It will help the overall 
operation of the facility run smoother. 
 
In emergency situations, please notify the office of your particular need (i.e., sick child/children or accidental 
spills must be cleaned immediately). Someone will be sent to you as quickly as possible.  Please advise the office 
if the spill is on tile or carpet.  This will help the custodian to know what cleaning materials are needed. 
 
Discipline  
 
The word discipline comes from the word disciple and means to teach.  A goal of any discipline system should 
be to aid students in developing a sense of responsibility for their own behavior.  This is done by changing a 
student’s focus of control from external (behaving because others force them to) to internal (behaving because 
they know it is the right thing to do).  This is no small task. 
 
School Discipline Guidelines 
 
 I. Principles are the basis for all behaviors and attitudes. Shadeville students will: 
 
  1. Accept responsibility for their behavior. 
  2. Take pride in our school.  Make it a good place to be. 
  3. Respect others and their property. 
  4. Work cooperatively to have a positive learning environment. 
  5. Maintain a safe and orderly school classroom, playground, and lunchroom   
                         environment. 
  6. Maintain quiet, orderly halls—remember others are working. 
  7. Obey their teacher. 
 
 II. At Shadeville School students will: 
 
  1. Walk in hallways single file to the right without talking or touching the    
                         walls or other students. 
  2. Be polite – keep hands, feet and unkind words to yourself. 
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  3. Use playground equipment properly. 
  4. Follow lunchroom rules (see Appendix M). 
  5. Take pride in our school by: 
   a. Keeping walls and floors clean; 
   b. Putting litter in trash cans even if it’s not theirs; 
   c. Not writing on school furniture; 
    
 

d. Keeping restrooms clean; 
   e. Not lingering in the restrooms – taking care of business and    
                          getting back with their class; 
   f. Not climbing or standing on equipment and fixtures in the     
                          restrooms and playground; 
   g. Staying out of trees and shrubs. 
  
  7. Leave the following items at home:  Hats, radios, toys, electronic    
                         devices, knives and guns. 
  8. Cell phones must be turned off and kept in a backpack. 
 

III. Classroom Rules and Expectations are developed by each teacher and class   .  
Rules will cover: 

 
  1. The above school guidelines.   

2. The responsibility of bringing school supplies needed for completing daily 
               assignments (pencil, paper, scissors, etc.)                           
  3. The responsibility of care for all materials and equipment. 
  4. The responsibility of orderliness/cleanliness for work areas, desk, and    
                          lockers (cubbies). 
  5. The responsibility of being mannerly. 

6. Completing work assignments. 
  7. The responsibility of observing all rules necessary for a safe/orderly    
                          learning environment. 
 

IV. Bus Rules and Expectations are clearly defined in the Wakulla County Code of Student Conduct 
and in our school handler.  Students must have a note signed by office personnel to:  

 
  1. Ride any bus other than their assigned bus. 
  2. Get off the bus at any other stop on their regular bus route. 
 
 V.        Warrior Expectations (See Appendix P) – to be incorporated with Positive 
  Behavior Support 
 
 
Discipline Plans  
 
A.  Each instructor should be familiar with the Wakulla County School Board Code of Student Conduct and 
develop a classroom discipline plan that incorporates procedures that will promote a safe learning environment 
for the children.         
       
B. Office referral...An official WCSB Discipline Form should be completed on-line after calling an 
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administrator to inform them of the situation prior to sending the student to the office.  A data base of all school 
referrals will be kept each year.  Referrals should only be entered after you have exhausted the steps in 
your discipline plan. 
 
-Write up the action, not the student. 
   -Write up the action in behavioral terms (only what you saw happen...as if      
                          a video camera taped it). 
 
-Write up only what you witness...do not take a student’s account as the sole basis for a referral. 
   -Write one student per referral. Do NOT include names of other students.  
-If it is an emergency, call for the principal immediately (by emergency                                                     
that means someone is hurt or may get hurt). 
   -Make sure name, grade, date, and times are filled in on the referral. 
   -Always use referrals...it is our legal documentation.  Do not use         
                         pieces of paper, etc. 
 
Dress Code 
 
Educators are professionals.  Our daily attire should portray a professional appearance.  Care should be given to 
dress in a fashion that will gain you the respect of fellow educators, parents, and students.  Please refrain from 
attire that is revealing.  Limit obvious body piercing to ears while at school in a professional setting.  Comfort 
and neatness as you carry out your particular job responsibilities are factors to be considered.   PLEASE, NO 
SHORTS OR SKORTS, except on field trips or other outside activities such as field/water day.   
 
On Fridays “Dress Down Day” may be observed and jeans may be worn. 
 
The office staff and paraprofessionals are expected to abide by the dress code with the same care as the                 
instructional staff. 
 
Other personnel should follow set forth regulations/stipulations as their job description states for appropriate dress 
(e.g., custodians should wear county uniforms, lunchroom workers – as instructed by Food Service rules.) 
 
Emergency Procedures/Situations –See Appendix B 

• Two Fire Drills will be held in August and one each month September through May. 
• Tornado Drills will occur once per semester 
• Lock Down Drills will occur once per month August-May 
• Bus Evacuations will occur once per semester 

 
 
End of Year Responsibilities 
 
A packet of forms with specific instructions of how to close out the year will be given out at the first faculty 
meeting in May.  Teachers are expected to complete closeout activities in a timely manner and prior to leaving 
for summer vacation. 
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Evaluation/Grading 
 
Teachers will maintain grades using FOCUS on-line.  Teachers will have a uniform and specific grading routine 
and will be prepared to share information about grading routines and individual student grades with other teachers, 
administrators, and/or parents as needed.   
 
The grading system used should comply with this scale: 
 
  Grades for K and               Grades 1-5 
  Special Area 
 
  E = Excellent    90-100 = A (Excellent) 
  S = Satisfactory   80-89   = B (Above Average) 
  N = Need Improvement  70-79   = C (Average) 
  U = Unsatisfactory   60-69   = D (Below Average) 
       59-0     = F (Unsatisfactory) 
 
ELA grading Categories as directed by the District Office: 
   
Kindergarten: 

• 50% Foundations      
• 25% Reading 
• 20 % Communication 
• 5% Vocabulary 

 
Grades 3: 

• 15% Foundation 
• 45% Reading 
• 25% Communication 
• 10% Vocabulary 
• 5%  Spelling 

 
 
 
Ample grades shall be gathered periodically during the nine weeks to attain a fair estimation of each student’s 
progress.  Remember that grades earned and the level of instruction presented, gives a complete picture of a 
student’s achievement.  Grades gathered for students should concur with grades on report cards and 
progress reports. 
 
Our instructional aim is to challenge each student with attainable learning activities. 
 
Students should not receive an E or A grade when working below grade level.  Students should be moved 
to a more challenging level if this occurs.  
 
Each teacher will be responsible for setting up and maintaining an electronic grade book.  Please keep your 
password confidential in order to maintain the integrity of your grade book. Grades should be entered in a 
timely manner and consistently reflect an average of one grade per week. At the end of each nine weeks 
teachers must be sure to have all grades entered in FOCUS so that they can be downloaded for the printing of 
report cards. 

Grade 4: 
• 10% Foundation 
• 45% Reading 
• 25% Communication 
• 15% Vocabulary 
• 5%   Spelling  

Grade 1: 
•  45% Foundations 
• 25% Reading 
• 20% Communication 
• 10% Vocabulary 
• 5% Spelling 

Grade 2: 
• 30% Reading  
• 30% Communication  
• 25% Foundations 
• 10% Vocabulary 
• 5% Spelling 

Grade 5: 
• 5%  Foundation 
• 45% Reading 
• 30% Communication 
• 15% Vocabulary 
• 5%   Spelling  
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Exceptional Student Education (ESE) 
 

Following is a list of ESE programs that are offered at Shadeville Elementary School:  
(1)Speech/Language Impaired; (2)InD – Intellectually Disabled; (3)SLD-Specific Learning Disability; 
(4)Gifted-In Need of Intellectual Enrichment; (5)OI- Orthopedically Impaired; (6)VI-Visually Impaired; 
(7)DHH- Deaf or Hard of Hearing; (8)OT-Occupational Therapy; (9)PT-Physical Therapy; (10)EBD-
Emotional Behavior Disorder; (11) OHI- Other Health Impaired. 

 
The ESE instructional personnel should be familiar with the procedures and policy manual known as “The 
Gray Book.”  “The Gray Book” is on-line at the WCSB website.  This gives specific directions for all ESE 
procedures. 

 
Color Coding for ESE Folders and Stickers on Cum Folders 
 
  

FILE COLOR CHART 
CODE EXCEPTIONALITY COLOR 
P Autism Spectrum Disorder (ASD) Light Blue 
H Deaf or Hard of Hearing (DHH) Blue  
T Developmentally Delayed (DD)   (Age: 0-5) Gray 
J Emotional/Behavioral Disorder (EBD) Green 
U Established Conditions   (Age: 0-2) Gray 
L Gifted White 
M Hospital/Homebound (H/H) Manila 
W Intellectual Disability (InD) Red 
C Orthopedically Impaired (OI) Light Green 
V Other Health Impaired (OHI) Light Green 
K Specific Learning Disabled (SLD) Yellow 
F Speech Impaired Blue 
G Language Impaired Blue 
S Traumatic Brain Injury (TBI) Light Green 
I Visually Impaired Pink  
O Dual Sensory Impaired (DSI) Light Green 

FILE COLOR CHART 
EXCEPTIONALITY COLOR 
Response to Intervention (RTI)  Purple  
Restraint / Seclusion Navy 
504 Plan Teal Blue 
English Learning Language (ELL)  Manila 
Occupational Therapy (OT) Light Green 
Physical Therapy (PT) Light Green  
Not Placed Exceptionality Black 

 
 
1. Gifted Program 

The gifted students are now being served in grade level classrooms with teachers who have/will 
have the Gifted Endorsement certification 
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 2. Occupational/Physical Therapy, Vision, Hearing Impaired 
 

These programs are delivered to students on an itinerant basis.  When a student needing such 
services is identified, the program instructors will contact the child’s homeroom teacher to arrange 
a time to work with the student.  Usually these persons are in the school only on particular days 
during the week.   

 
3. Homebound Program 

   
This service occurs when an illness prevents a student from attending school for more than two 
weeks. 

 
4. Speech 

 
Concerns about articulation should be referred to the speech teacher, as well as the Principal.  If 
you have concerns about a child’s language development, please see the Principal for direction.  A 
child must go through the RtI process to be identified as language impaired.  Students needing 
these services are scheduled on an individual basis for either pull-out or in-class services. 

 
5. Self-Contained Classrooms 

 
We have two Varying Exceptionalities self-contained classrooms and one EBD self-contained 
classroom to meet the needs of those students zoned for Shadeville requiring specialized 
instruction.  ESE remediation will be provided by a teacher who is certified in exceptional student 
education for students with active IEPs and those students in Tier 3. 

 
Students from these classes are sometimes “mainstreamed” (sent to participate in a “regular 
classroom”) for a designated period of time if the ESE teacher feels it is beneficial to the student. 

 
The ESE teacher will discuss students who need mainstreaming with the Assistant Principal, 
who in turn, will schedule and IEP meeting for the IEP team to determine the most 
appropriate means in which to accomplish the mainstreaming. 

 
FOCUS –WCSB attendance, grades, and Parent Portal 
 
Intervention Support Team (MTSS / IST) and Child Study Team (CST) 
 
Purpose – This team discusses concerns of school personnel and parents about individual students.  This concern 
can be instructional, emotional, behavioral, or “school related.”  It serves as an important communication link.  
Permanent members of the IST/CST are Principal, District Staffing Specialist, Psychologist (when not testing), 
and the Guidance Counselor. 
 
Procedure – The teacher signs the student up for selected time to meet with the IST members.  IST/CST day is 
Tuesday of each week and will be from 8:30 a.m. to 3:30 p.m.  Teachers/staff will be called in the order that they 
appear on the Sign-up Sheet.  If needed, a paraprofessional will cover classes while the teacher attends.  Any 
student having academic, attendance, or behavioral difficulty must be discussed with the IST and interventions in 
place for a reasonable and appropriate amount of time before considering the student for CST. The Guidance 
Counselor and Reading Coach, and Principal will assist in providing the necessary forms to classroom teachers, 
assisting with interventions and data collection, as well as, monitoring and supporting the teacher in the 
completion of required forms. 
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A Tier 1 Plan is required for any student who scores a level 1 or 2 on FSA or any district approved progress 
monitoring assessment, has an N/U/D/F on report card, and has behavioral concerns or excessive absences. 
 
 ALL ESE REFERRALS WILL GO THROUGH THE IST/CST PROCEDURES.  Please refer to your Response 
to Intervention Handbook for complete details and more information.   
 
All students that are to be considered for ESE programs must be discussed by the IST/CST members and 
go through the RtI process.   
 
Individual Educational Plans (IEPs) 
 
A copy of the child’s IEP is in the ESE folder located in the Cum Folder room.  Every homeroom teacher who 
has a child in one of these programs should have an explicit understanding of the shared responsibility for that 
child’s instructional program.  The ESE teacher is responsible for providing materials and instruction as noted on 
the IEP for that child.  IDEA regulations define the legal responsibilities of a regular education teacher as a 
member of the IEP team.  As such, your duties are to: 
 

• Participate in the development of the child’s IEP and assist in determining appropriate 
behavior interventions and strategies for the child. 

 
• Assist in determination of supplementary aids and services, program modifications, or 

supports for school personnel that will be provided. 
 

• Figure out how he/she can be successful in your classroom with accommodations and 
modifications. 

 
Psychological Reports 
 
ESE student history is confidential and files are kept in the cum record room.   
 
If a child participates in an ESE program or has a psychological on file, his/her cum folder will have a 
corresponding colored dot on the cumulative record. 
 
The ESE student history folder includes the psychological testing and other documentation of testing, as well as 
the placement and history of yearly IEPs.  The ESE teacher(s) and Guidance Counselor are responsible for 
maintaining this folder.  Information should be placed in a particular order.  ESE personnel should consult the 
Gray Book (ESE Procedures Manual) for the correct form(s) to use, as well as the order of material/information 
required.  A parent consent form must be signed prior to any type of screening or testing. 
 
Speech records are filed under active or inactive status.  Speech students do not require psychological testing, but 
do require parental permission for testing in the areas of language or articulation.  Students in multiple ESE 
programs will have all records in one psychological folder. 
 
These records can be checked out for review by the teacher, but must be kept in a secure  place. Place an 
orange insert in its place until you return the file to the drawer.  Don’t forget to sign the insert and date it. 
  
Personnel 
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District Staffing Specialist – Cori Revell is in our school every Tuesday to assist with IST/CST and staffing.  Cori 
is a former ESE teacher and has a wealth of knowledge to share. 
 
Psychologist – Wakulla County contracts with FSU’s Multi-Disciplinary Center for our psychological testing 
services.  The school psychologist will be in our school on Tuesdays to do testing and attend IST/CST meetings 
as a regular team member. 
 
Faculty/Staff Meetings 
 
Faculty/staff meetings will be held as needed each month in the Media Center.  All teachers and staff members 
are required to attend and be there on time.  Check the message board for information regarding meetings.  
Additional Wednesdays will be used to meet with the following groups:  Sunshine, PLT, Safety, Reading 
Leadership, and Grade Levels.  Do not plan meetings and/or conferences on Wednesday. THESE MEETINGS 
ARE SCHEDULED TO BEGIN PROMPTLY AT 8:15 A.M. AND LAST UNTIL 8:45 A.M. 
 
Faculty/Staff Lunches 
 
Faculty and staff have duty free lunch.   Faculty/staff may eat in the place of their choice. 
 
Adults are not allowed to charge lunch.  Adults may purchase certain items “a la carte” from the menu posted in 
the cafeteria and the faculty/staff lounge.  Faculty/staff can pay in advance and set up a credit program.  
Refrigerator, microwave, soft drink and snack machines are in the lounge for your convenience.   
 
Faculty and Staff Parking 
 
All faculty and staff are to park in the front parking lot except for unloading. Please don’t drive across the grass.  
Please do not park between classroom wings or the bus loading shelter.  The concrete is not reinforced and 
will crack.  Oil and fluid leaks also create a terrible mess.  
 
Field Trips – See Appendix C  
 
 
First Aid (See Medical Services on Page 28) 
 
 
Guidance 
 
Guidance at Shadeville focuses directly on a child’s emotional and social development.  Every student experiences 
classroom guidance lessons throughout the year.  Younger children learn about feelings, and how to identify and 
express them appropriately.  Using puppets, stories and pretending, children learn how to be responsible, handle 
disappointments, make and keep friends, and act fairly.  Older children learn how to speak and act in a direct and 
considerate manner.  Fifth grade students talk about “stress” and ways to cope with it. 
 
Individual guidance counseling occurs when individuals or small groups of children meet with the Counselor.  
Listening, art, worksheets, and special games are ways used to help children talk about problems.  Counseling 
helps children identify choices and teaches personal skills that will help them. Note:  The Individual Referral 
Form should be used when referring a student for specific counseling. Teachers should continue to communicate 
with the Guidance Counselor about individual students.  The individual referral form will use a “tracking” method. 
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Deliberate Practice 
 

Deliberate Practice goals are optional, but if a teacher chooses they are created yearly on-line in 
conjunction with the principal.  All goals should be tied to our school improvement plan and student 
achievement.  They are reviewed at the end of each year during individual evaluations. 

 
Instructional Materials Acquisition  
 
Teachers receive funds for instructional materials from the District Allocation/School Budget, PTO funds,  
School Recognition funds, and Teacher Lead money.  Plan Ahead! Materials must be purchased through a formal 
requisition procedure. Teacher Lead money will be accessed through individual teacher accounts at Office Depot. 
The request for a purchase order (PO) is given to the Secretary who submits it for the Principal’s signature. It is 
then forwarded to the County Office for the Superintendent’s approval and the assignment of a PO number by the 
finance department.  Needs beyond the allocated amounts should be discussed with the Principal. 
 
These items are provided by the school budget: 
 
  Xerox privileges (allocation of clicks) 
  Paper (duplicating) 
  Laminating film (allocation of footage) 
  Handwriting and story paper for Grades K, 1, and 2 
  Bulletin board paper (rolls) 
  Report card envelopes (1 per student) 
  Letterhead and envelopes 
  Scanner cards and supplies 

Limited paper and ink cartridges 
  Journals 
  Supplies for Para-Professionals’ use in production room are as follows: 
  Staples, Tape, Rubber Cement, Paper Clips and Scissors 
 
 
Internal Accounts/Money Received-Receipted 
 
Receipt books will be passed out as the need arises. 
 
These instructions regarding Internal Accounts should be followed throughout the year.   If you will adhere to 
the rules set forth, it will help the system run smoothly and keep us in the auditors’ good graces. 
 

1. All money handled through Internal Accounts MUST be receipted and the    
  numbers of said receipts stapled to the green Internal Accounts deposit slip.     
  MONEY MUST BE TURNED INTO THE OFFICE WITHIN ONE     
  WORKING DAY AFTER BEING RECEIVED/RECEIPTED. 
 

2. Money sent to the office must be accompanied by a green Internal Accounts deposit slip, which 
lists teacher name, date, amount of deposit, and receipt numbers.  (This money must be 
brought to the office by a teacher.) 

  
3. If money is receipted into Internal Accounts and a student does not get to participate in the special 

activity for which the money was paid, DO NOT GIVE A CASH REFUND...a check must be 
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issued from Internal Accounts to keep the books balanced. 
 
 4. Do NOT cash checks out of money collected. 
  

5. When spending grade level or special account money, no blank checks will be issued.  You must 
complete an Internal Accounts Purchase Order and get the Principal’s approval before funds can 
be expended in any account.  You will need to provide the following information:  
name/company of payee, nature of expenditure, and the amount to be spent. 

 
6. Purchases requiring reimbursement from grade level accounts must be authorized by the 

Principal on an Internal Accounts Purchase Order prior to any expenditure being made.  When 
submitting your request for reimbursement, you must have a descriptive receipt with your 
signature and date.  Only the items bought for the school should be on the receipt, if possible.  If 
other items are on the receipt you need to highlight the items purchased for the school. If you do 
not use the school’s tax exempt number (copy is enclosed in your Internal Accounts packet) 
and are charged tax, you will NOT be reimbursed the amount of tax paid. 

 
 7. Because of State policies NO CHECKS WILL BE CASHED in the office. 
 

8. At the end of the school year, teachers will turn in the receipt book(s).  If         
during the year you need an additional receipt book, please let Tonya know. 

 
Leave Procedures – See Appendix D 
 
 
Lesson Plans 
 
A plan book or white notebook for lesson plans should be kept by ALL instructional personnel and is provided 
if requested.  Many teachers choose to create lesson plans using the computer and a white notebook is provided 
for this purpose.  Good planning is necessary for good teaching.  Therefore, planning is expected in ALL 
instructional areas–not just by homeroom teachers.  Administrators expect to see plan books open, up-to-date 
and on the teacher’s desk, or in other instructional space when observing or visiting classrooms.   
 
Lesson plans should include the following: 
 

1. Florida Standards; 
2. Reflect Differentiated Instruction for Reading/Math; 
3. Grade Level Curriculum Skill/Essential Question/Activity; 
4. Materials to be used for all lessons; 
5. Reflect 90 minute reading instruction, 30 minute writing instruction, and 90 minute math 

  instruction. 
  
Lesson Plans will be reviewed by the Principal or Assistant Principal at least once each nine weeks. 
 
A good rule of thumb is to have it up-to-date and available at all times. 
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Media Center 
 
 1.  Schedule 
 

Library will be incorporated with Special Area allowing time for Open Access (See Special Area 
schedule).  Students may come to the library individually or in a small group for check out and return 
during Open Access times.  Please speak with Mrs. Williamson if you have more specific needs like 
stories related to the curriculum, or research topics for reports, using both print and non-print materials, 
or more personalized assistance. 

 
2.  Check-Out Policies 

  
We strive to make sure that all children have access to great books and are aware of their responsibilities 
when borrowing them.  Students must return all books by the date they are due in order to check out more 
books.  Reminders will be placed in teachers’ boxes on a regular basis to help teachers identify those 
students with late or lost books; however, students who lose or damage books beyond repair will be 
charged the replacement costs for the book.  Check out period is one week.  The number of books allowed 
for check out for Kindergarten and First Grade will be one book.  Second through Fifth Grade may check 
out two books.  With special arrangements, additional check out is possible for class assignments and 
book buddies.  Books may be renewed.  Students do not have to keep their books for the entire week 
period.  Books can be exchanged and returned during Open Access.  Intermediate students may also check 
out books over breaks, but must return them to school the first day back from break.  Accelerated Reader 
advises that A/R tests should be taken within 24 hours of completing a book, so it might be best to read 
non A/R books during long holidays. 

   
 
3.  Classroom Resources 

 
The Media Center staff will gladly assist in pulling media resources for your classroom.  For resources 
outside the Media Center such as Sunlink and other interlibrary loan resources, requests need to be made 
a minimum of three weeks in advance. 

 
Through cooperative planning with the classroom teacher, the Media Specialist will help  to identify and 
meet the information needs of the students.  Upon request, the Media Specialist may be able to provide 
instruction for classes in the computer lab, media center or your classroom in the areas or research, 
technology and reading. 

 
Media stations and hookups are available in each classroom.  The Media Specialist can advise teachers of 
the available channels.  Use of videos will be scheduled through the media center and must be approved 
by the Principal or Assistant Principal.  Only G and PG-rated videos may be shown in the classroom 
and should be educationally relevant. PG-rated videos require approval from administration AND 
parent notification and consent. 

 
All videos to be broadcast over the schoolwide system must be scheduled at the circulation desk.  
Schoolwide and classroom presentations of videos must comply with the guidelines set forth in the 
Wakulla County Library Media Handbook and the copyright laws for fair use. (See Appendix K). 

 
NON-EDUCATIONAL VIDEOS MUST RECEIVE PRIOR APPROVAL FROM THE 
PRINCIPAL OR ASSISTANT PRINCIPAL BEFORE IT IS SHOWN. 
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Medical Services/Procedures 
 
Students with health concerns will have a medical alert icon and/or an individual healthcare plan icon in Focus. 
Students with individual healthcare plans will also have an orange folder in their cum folder. Daily health concerns 
are handled by the school health aide.  Supervision of the health aide is handled by a school administrator and a 
nurse.  Any major concerns you have about a student’s health or safety should be reported to the nurse 
immediately.   
 

1.  Referrals for Health Services 
 

Dental:  Limited emergency dental services are available (ask the Assistant Principal or Health Aide for 
particulars). 

 
Vision and Hearing:  Routine procedures for Kindergarten, first and third grade.  Referral forms for all 
others come from the Health Aide.  Vision should be checked within one week. 

 
Glasses:  If a child needs assistance purchasing glasses, see Assistant Principal. 

 
Medication:  Medicine will be dispensed by the the Aide or office personnel and must be in the original 
bottle with the permission form signed by parent or guardian.  Medicine has to be brought to school by an 
adult.  It cannot be sent with the student. 

 
 

2.  Illness/Sickness 
 

Children should be sent to the office with a purple clinic pass explaining their problem.  The Health Aide 
will notify parents if the illness deems such a contact.  Teachers are expected to keep track of students 
sent to the office.  If a student becomes a “frequent flier,” please investigate the situation.  Some students 
like the outing so much, they keep coming back.  The Health Aide will notify the teacher if a child is going 
home. 

 
3.  Accidents 

 
Accident reports forms are located in the office.  A form MUST be completed when an accident occurs.  
The principal should be made aware of all serious accidents immediately.  Minor ones should be reported 
to the office when they occur.  When minor accidents happen, a note or telephone call to the parent is 
good public relations.  

 
Emergency first aid contacts are Timothy Wheeler, Principal; Eden Rodgers, Assistant Principal; School 
Health Aide. 

 
 
Morning Meetup 
Morning meetup occurs daily from 9:00-9:10am. This is a time for all learners to interact with their adult 
advocate and peers for the purpose of developing positive relationships and having support for their educational 
experiences.  
 
 
Para-Professionals (Duties and Assignments) 
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Para-Professionals are scheduled for morning and/or afternoon duty.  Para-Professionals are to be at their assigned 
places by 8:25. 
 
The Principal assigns para-professionals to particular programs and grade levels.   
 
The Para-professionals’ work day is the same as instructional personnel (8:10 A.M.-3:40 P.M.).  See schedule 
pages in the front of the Handbook for assignments. 
 
THE PARA-PROFESSIONALS’ AUTHORITY MUST BE SUPPORTED BY THE CLASSROOM 
TEACHER OR INSTRUCTIONAL PERSON IN CHARGE!!!  Their authority is an extension of the teacher’s 
organization and rules.  Para-Professionals should know your expectations and a mutual trust must be established.  
REMEMBER, Para-Professionals can and should be used to help students by delivering and assisting with 
instructional activities. 
 
Playground 
 
Supervision is very important while your class is on the playground.  Administrators, parents, and other 
visitors expect to see you watching, interacting and closely supervising your students while on the playground.  
Stay close enough to offer assistance or intervention in a timely manner.  Monitor restroom use to and from the 
playground carefully.  Recess should be limited to no more than 30 minutes.  Staying on the playground too long 
could create potential problems or accidents.  No more than three classes should be on each playground at 
any time.  PE classes should not mingle with classes that are out for recess and vice versa. 
Everyone should be OFF THE PLAYGROUND AND BACK INTO THEIR ROOMS BY 3:00 P.M. EACH 
DAY. 
 
Progress Reports 
 
Progress Reports will be issued for all students every 4 ½ weeks.  The progress report dates are indicated 
on the school calendar and in the weekly “Warrior Chant” produced by the principal. 
 
Registration 
 
School/district information–student registration, handbooks, attendance policy and code of student conduct can 
be found online.  School record requests from the previous school will be handled by data entry personnel and 
you will be notified when they arrive.   
 
Students and parents will be brought to classrooms when paperwork is completed and class assignment decided.  
Teachers will be alerted by intercom or phone that a new student is coming to the classroom.  The teacher will 
receive a copy of the student’s registration form.  Teachers should be ready to welcome the new student by:  (1) 
having  required materials list, your special welcome letter, skills/word list and your classroom procedures. (2)  
asking about transportation home; (3) asking about special health problems, and (4) ensuring that lunch 
arrangements have been made.   
 
Report Cards – See Appendix F 
 
Response to Intervention Plan – See Appendix E 
 
Restrooms 
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When the gang restrooms are used, you need to supervise both restrooms closely. 
 
Schedules for Students 
 
Students are scheduled into classes (not just homerooms) by instructors on the computer.  When team teaching 
occurs or a student leaves the room for instruction by another person, the Principal should be aware of this 
BEFORE IT HAPPENS.  After the changes have been approved, the Data Entry Operator will be alerted to the 
change and will update the changes in the computer. 
 
Correct report cards are dependent upon correct scheduling.  This SCHEDULING IS ALSO AN IMPORTANT 
PART OF THE FTE PROCESS AND MUST BE ACCURATE.  Scheduling changes are not always able to 
be immediately adjusted on the computer. 
 
School Improvement Plan – See Appendix H 
 
Sign-in Sheets 
 
It is the responsibility of each staff member to sign in and out accurately on the forms provided in the office.  
Teachers’ and Para-Professionals’ hours are from 8:10 A.M. until 3:40 P.M.  You are expected to be prompt.  IT 
IS NOT ACCEPTABLE TO SIGN DEPARTURE TIME WHEN YOU SIGN IN OR BEFORE YOUR 
ACTUAL DEPARTURE.  All faculty and staff, with the only exceptions being the lunchroom and custodial 
staff, should enter through the main front entrance and sign in upon their arrival.  Do not wait until your break or 
lunch...as the office staff needs to know that everyone is present before classes begin. 
 
Sign-Up/Multi-Purpose Room/Cafeteria 
 
See Timothy Wheeler when you need to reserve the multi-purpose room.  All requests MUST be approved in the 
office before placing your name on the calendar.  Rooms will be unavailable between 10:40 A.M. and 1:30 P.M. 
as the space will be used for serving lunch. A school-wide activity will take precedence over a grade or classroom 
activity.  We need to coordinate activities in advance. 
 
Student Folders 
 
Each student must have a Writing Portfolio and daily Math Journal.  Student folders are also encouraged and 
should include copies of notes sent home, notes from parents, tests, writing samples, periodic samples of student 
work, and other pertinent information.  This information documents actions taken by the school or the need for 
action to be taken.  A majority of this material will be destroyed at the end of the school year.  However, sometimes 
it is deemed wise to carry a folder forward to the next year because of continuing interventions needed involving 
the student.  The purple folder used for RtI will be housed in Room 602. 
 
Student Lunches 
 
All Elementary School Students will be eligible to receive free breakfast and lunch. Menus are sent home each 
month. Parents may send money so that students may purchase additional items if they wish. myschoolbucks.com 
is an on-line account that parents can also utilize to replenish student lunch money. 
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Student Programs 
 

1.  Brain Brawl – The Fifth grade academic contest promotes and recognizes excellence of academic 
knowledge within a competitive framework.  Each elementary school holds its own competition.  The 
school selects two teams of students.  The Coastal Optimist Club sponsors this activity and is 
coordinated by the 5th grade team.  
2.  Project Learning Tree – This project is coordinated yearly to increase students’ awareness and 
understanding of natural science. 
3. School Patrols – Patrols are selected from fifth grade students and change periodically. 
4.  Spelling Bee – This is a spelling competition among fourth and fifth graders to recognize excellence 
in this area.  Each school sends their winner to the county competition.  Competition is usually held in 
January. 
5.  Student Council – This program is sponsored by the Guidance Counselor.   Class officers are elected 
in the fall from second to fifth grade students.  Class representatives are selected in the fall from grades  
3-5 (one from each homeroom).  These students run the School News Program, welcome New Students 
with a goody bag, participate in P.T.O. meetings and other school events.  
6. Odyssey of the Mind – A creative problem-solving program designed to provide students with 
opportunities to learn creative problem solving, teamwork, brainstorming, self-reliance, and respect for 
individual strengths.  

 7.  Peace Keepers – This program is sponsored by the Guidance Counselor as part of the school’s 
      anti-bullying education. 
 8.  Arrow Council – Arrow Council members assist weekly in collecting Arrows for weekly drawings.  
 
 
Students to the Office 
 

• Students referred to the office for discipline must have had at least one parent contact (documented in 
FOCUS) and a completed discipline form prior to arrival.  Students sent as messengers need a pass or 
note explaining the nature of the errand. 

 
• The intercom should not be used in lieu of a note unless an emergency arises. 

 
• Students going to see the Guidance Counselor must have a pass.   

 
• Students are not permitted in the Teachers’ Lounge, without your personal lounge pass. 

 
• Students should not be sent to the office or to the Production Room (204) to have papers copied and 

returned immediately.  If materials come to either area, it will be held for the teacher assistant to take 
care of when they have time available. 
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Substitute Packet 
 
All instructional personnel responsible for students should have a red substitute folder.  This folder should help a 
substitute interpret your plan book.  Don’t rely on your team members (they may be out too!!!).  This packet 
should be easy to locate and updated periodically or after each use. 
 
 
 A substitute packet is a group of materials that a “sub” can use to run your class.  It should include: 
  a. Master schedule (up-to-date) 
  b. Student roll for homeroom and each instructional period. 

c. Schedules for students in other programs such as Speech, OT, PT, etc. 
  d. A set of directions for interpreting your lesson plans.  Location of teacher’s   
   guides and other materials.  Large and small group instructional methods    
   should be specified. 
  e. A set of optional materials for one to two days of instruction is a good    
   idea (in case your plan book is at home or not complete)... 
  f. A list of students who have special medical problems, special restrictions    
   on pick up, or unusual discipline instructions should also be kept in this    
   folder. 
 
Sunshine Guidelines – See Appendix L 
 
 
Supervision of Students 
 
Teachers are responsible for making certain their class gets to and from other classes safely and with supervision.  
This means you will want to line your class up and walk with them until they reach their destination.  Do not let 
them proceed on their own to P.E., Music, Media, Art, Lunch, etc.  If students are not supervised when they travel 
as a class, it can lead to horseplay, aggressive behavior, fights and sometimes injuries.  Don’t be negligent!  Make 
sure your class is supervised at all times!!!  Remember to monitor students who leave class individually by giving 
them a pass to the appropriate destination (clinic, counselor, office, etc.) 
 
Telephones 
 

• Telephones are in all teacher planning areas.   In the event you need to call a child’s parent during 
your instructional time, get someone to cover your class.  You should never leave your class 
unsupervised to make a telephone call.   

 
• If you are expecting a doctor or a parent to return your call, please alert the front office of this fact.  

Otherwise they will be transferred to your voice mail.  Also, if you leave a message for a parent 
requesting a return call, please let the front office know.  Otherwise when the parent calls back, 
we will not know who to forward the call or message to.  Remember to check your voice mail 
periodically throughout the day and before you leave school in the afternoon. 

 
• According to WCSB policy, school personnel may not use cell phones while students are 

present. 
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Textbooks 
 
 1.  Books, Workbooks, and Technological Support Materials 
 

Each grade level has state-adopted instructional materials and textbooks.  The grade level contact person 
is the team leader.  They are responsible for  communicating to the Assistant Principal, the textbook 
requisition requests and inventory of textbooks.  Kerry Adams is the Textbook Chairperson. 

 
 2.  Inventory  
 

All textbooks must be accounted for.  It is the responsibility of each teacher to keep a record of the 
books in the classroom, to seek payment of lost/damaged books, and to aid the Textbook Chairperson in 
accounting for instructional materials. 

 
  

3.  Lost/Damaged Books 
  

All monies requested for lost/damaged materials should be recorded on the designated form.  Monies 
collected MUST be receipted and sent to the office in the appropriate Internal Accounts envelopes with 
the green deposit form completed.  A lost/damaged book form is given to all instructional personnel at the 
beginning of each school year.  It must be maintained and turned in at the end of the year. 

 
 
Title I 
 

Shadeville is a total Title I school.  We are eligible to adopt school wide programs to raise the achievement 
of our students by improving instruction throughout the entire school, thus using Title 1 funds to serve all 
children.  Funds may be used for a variety of services and activities, usually for instruction in reading and 
math.  Each school with a Title I program must submit a written plan supported by documented needs.  
This plan notes the activities and expectation of the Title I program for the year.  Any type of Parental 
Involvement activities such as Open House, classroom speakers, story readers, or any parent education 
activities, please have an agenda, if appropriate, and sign-in sheet to document the event.  These can be 
given to Eden Rodgers after each event.  Specific program information is also given at the beginning of 
each school year.   

 
Visitors 
 
All visitors must sign in at the office.  Before being admitted to your classroom, please ask to see a visitor’s pass.  
IF ONE CANNOT BE PRODUCED, HAVE THE PARENT RETURN TO THE OFFICE FOR A PASS 
OR CALL THE OFFICE FOR ASSISTANCE. 
 
Volunteers (Parents) 
 
Volunteers in the classroom and chaperones on field trips are essential to the elementary school.  It is, however, 
your responsibility as a teacher to ensure that volunteers adhere to certain guidelines.  Volunteers may not: 
 
  1. Have access to personal information regarding students. 
  2. Watch a class while you step out. 
  3. Discipline children. 
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  4. Behave or dress in an inappropriate way. 
  5. Smoke in front of children. 
 

NOTE:  Hours that volunteers spend on field trips should be reported to the Volunteer Coordinator, 
Angel Lewis and the Assistant Principal, Eden Rodgers.  

 
Shadeville has an active volunteer program that will be coordinated by Eden Rodgers and Angel Lewis.  
Volunteers are trained at the beginning of school and usually placed according to program needs.  Each volunteer 
must register on-line and attend Volunteer Orientation before placement.  Volunteers are allowed to work in their 
child’s classroom as long as this doesn’t cause problems for the teacher, child or other students.  Our program 
functions at its best when teachers actively recruit parents as volunteers.  Volunteer hours count toward the Golden 
School Award.  Shadeville has been the recipient of this award for the 39 years. 
 
Parents that would like to chaperone on a class field trip must fill out a Volunteer Registration form on-line at 
least 5 days prior to the trip.  You may check the Level 1 clearance status of each chaperone by asking Angel.  
There is also a Field Trip Orientation Form that each chaperone must sign before going on the field trip.  A copy 
of this form is located in the Miscellaneous Section by the Field Trip information. 
 
 
Warrior Chant 
 
The Principal produces a calendar each Friday for the following week’s events at Shadeville.  Things included 
are scheduled school-wide activities, agenda for IST/CST, field trips, assemblies, programs, etc.   
 
 
School Newsletter 
 
The Assistant Principal publishes a monthly newsletter for parents that are sent home on the last school day of 
each month.  Menus, important dates, and interesting articles are included.  If you have information to be included, 
please forward it to Eden Rodgers. 
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Miscellaneous 
Information 
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             Appendix A 
 

SCHOOL WIDE   
 

CHARACTER EDUCATION 
WORD OF THE MONTH 

 
2022-2023 

 
 

AUGUST – WORK ETHIC 
 

SEPTEMBER – COOPERATION  
 

OCTOBER – BULLYING / FORGIVENESS 
 

NOVEMBER – GRATEFULNESS 
 

DECEMBER – GENEROSITY 
 

JANUARY – SELF CONTROL / OBEDIENCE 
 

FEBRUARY – HONESTY / TRUTHFULNESS 
 

MARCH – HEROES 
 

APRIL – ENTHUSIASM 
 

MAY – RESPECT  
 
 
 

PLEASE REFER TO YOUR CHARACTER FIRST NOTEBOOK OR GUIDANCE COUNSELOR FOR IDEAS  
AND 

TEACH SOME LESSONS MONTHLY – THIS IS A STATE MANDATE 
              
 
 

 
 



38 
 

Appendix B 
 

 EMERGENCY PROCEDURES 
 
State regulations require schools to have 10 emergency drills (fire or tornado) during the school year.  These can be planned or 
unplanned.  Please make sure that your classroom has a fire exit map clearly posted with primary and secondary exits noted.  Specific 
procedures are as follows: 
 
FIRE DRILL CHECKLIST ( A loud buzzing sound – ear killer) 

1. Quickly line up the students – take your attendance list. 
2. Check the bathroom – leave the bathroom door wide open. 
3. Turn off the lights to the classroom. 
4. Exit the classroom in an orderly fashion – leave the classroom door unlocked. 
5. Have students clear the building and remain facing away from the building until the all clear signal is given. 
6. Take roll as soon as your students have cleared the building – have someone alert the office if a student is missing. 
7. When the all clear signal is given (A pulsing sound) return to your classroom in a quiet and orderly fashion. 
8. Please remind your students that in a true emergency quiet and calm are needed for safety reasons, therefore, during 

drills quiet and calm are expected. 
9. If your class is in the lunchroom, please go assist with exiting the building. 

 
TORNADO DRILL ( A fast Hi-Lo sound) 

1. Go to the interior hallway outside your classroom or the lowest floor level.   
2. Get into a crouched position with forehead, elbows, knees, and toes on the  

floor.  Students should cover their heads with their hands for protection. 
3. If students are outside and cannot get inside – lie flat in the lowest spot and  

cover head with hands. 
4. If you are in the lunchroom, please go to the administrative hallway. 
5. Stay away from windows. 

 
TORNADO WARNING (We will use the intercom to warn you of any severe weather condition.  Continue your regular schedule, 
but remain alert and listen for updates as they are received). 
 
 

EMERGENCY SITUATIONS 
 
Under a lock down situation – voice announcement that will say “Lock Down” 
Bus Entrance Gate will be locked. 

1. Perimeter doors are locked. 
2. Lock your doors and close your blinds.  Keep your students in the room and out of sight.  Take roll.  Notify the office of 

any students not in your room. 
3. If you are away from your room go to the nearest secure place and notify the office of your location. 
4. Traveling students should go to the office and we will notify the teacher. 
5. If you see or hear an incident, report it to the office using the telephone in your room. 
6. Ignore all schedules and routines.  Keep your students in the classroom at all times. 
7. Classes on the playground will be notified and should immediately go to the classroom. 
8. Do not open the door for anyone.  The unwanted guest could be there, too.   
9. The all clear will be given when the school is ready to go back to normal operations.  

 
REMINDER:  There are no more Red, Orange, or Green Codes 
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                                                                   FIELD TRIPS                           Appendix C 
 

Policy 
 

1. All field trips require a written request submitted by the principal and approved by the 
Superintendent or his designee.  In addition, School Board approval must be secured for out-of-state 
field trips. 

 
2. A field trip occurring during the school day shall be limited to a radius of 50 miles from the school. 

 
3. Parents shall be notified prior to any field trip that such trip is planned.  The notice shall give the 

place to be visited, the date, the time of departure, and the estimated time of return to the school. 
 
4. A permission slip signed by the parent or guardian of each student shall be required. 

 
5. All field trips must be for educational purposes except for the fifth grade graduation trip. 

 
6. Chaperones must be approved on-line prior to the trip. 
 
7.  Students may only be dismissed from a field trip to a custodial guardian. 

 
Transporting Students on Field Trips: 

 
(a) School buses will be assigned for field trips by the Transportation Department based on 

availability.  Buses must be properly requested and shall only be driven by certified drivers. 
 

(b) Students may be transported in vehicles owned or operated by the School Board, other than 
school buses, when necessary or practical.  Such transportation shall be provided in a passenger 
car or in a multipurpose passenger vehicle meeting 49 CRF Part 571 passenger vehicle 
requirements.  School Board vehicles used to transport students on field trips shall be driven by a 
School Board employee or authorized adult chaperone.  Students may not drive other students on 
field trips or at any time during the field trip. 

 
8.  Extracurricular field trips which prevent students from eating in the lunchroom or require Food  

            Services personnel to pack sack lunches will require notification to the Food Services manager 
           seven (7) working days prior to the trip.  If the trip is canceled, the manager and all other  
         appropriate personnel shall be notified as soon as possible.   
 

9.  In order to assist in scheduling, the request for use of buses for athletic trips shall be submitted to the           
transportation supervisor prior to the season for each sport as follows: 

  1.  Football:  September 1 
  2.  Basketball:  November 1 
  3.  Spring sports: February 1 
 

10. All participating students traveling to and from school-sponsored events or any extracurricular 
activities must use the transportation provided by the school going both ways.  Exception to this rule 
may be made only if a student is to ride with his/her own parents and this exception has been 
arranged, in writing, with that student’s principal or his designee. 
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                                    LEAVE  PROCEDURES                   Appendix D 
 

Absences – 
 

 Notify Shanna Harris at (931) 237-7426 between 6:30 am and 7:30 am if you 
cannot report to work AND text Mr. Wheeler.  

 A substitute will be contacted for you if one is needed by the Principal or 
Secretary. 

 Leave (other than sick leave) must be approved prior to the requested absence. 
 Leave slips are located in the main office and MUST be completed and given to 

the School Secretary upon your return to work. 
 
Types of Leave –  
 
 Sick Leave 

 One day of sick leave per month is earned by 10 month personnel 
 This leave is cumulative and carried forward from year to year. 
 Leave is figured on an hourly basis:  7.5 for teachers and 7 for Para-Professionals. 
 Four days are given in August and one day is earned for the next 6 months. 

 
Personal Leave 
 Six of your ten sick leave days can be used for personal leave. 
 Requests for personal leave should be submitted to the Principal two days before 

the absence. 
 Personal leave is not cumulative from year to year. 
 Only 10% of the faculty and staff can be away from school at the same time.  

Personal leave is granted on a first come-first serve basis. 
 

Illness in the Line of Duty (Refer to School Board policy for particulars) 
 

Temporary Duty Elsewhere (TDY) 
 This type of leave is used when attending workshops, conferences, or any meeting. 
 The TDY form must be filled out two days before the TDY is taken. 
 Jury Duty is a form of TDY and any money earned must be remitted to the school 

board. 
 
Late to School or Leaving Early??? 
 
The Principal can grant up to one hour of leave during the school day without charging your 
leave account.  Get approval ahead of time and alert the front office of the change in normal 
routine.  Schedule your appointments very early or as late as possible.  Optional routine 
appointment times would be Spring Break, Summer, Winter Vacation. 
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            Appendix E 

 
Response  

To  
Intervention 
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           Appendix  F 

    REPORT CARDS                                           
 

Report Cards 
 
 Are issued every nine weeks and are produced electronically. 
 Teachers may use computer produced and/or handwritten teacher comments. 
 Have alpha entries (E,S,N,U) for all subjects in Kindergarten, Art, Music, and PE. 
 Have numerical entries for most subjects in grades 1-5.  However, alpha entries E, S, N, and U are assigned for  

work/study habits, citizenship, art,  music, and PE. 
 A copy of each report card is printed at the school.  A copy is sent home to be signed by the parent and returned to 

you. 
 Have a timeline for preparation.  It is a professional responsibility that MUST be adhered to.  If you have a 

problem, discuss this with the Assistant Principal. 
 No grade can equal more than 100. 
 All changes to report cards must go through the Data Entry Operator. 

 
GRADES REPORTED ARE:   A – 90 to 100 
       B – 80 to 89 
       C – 70 to 79 
       D – 60 to 69 
       F – Below 59 
 
Preparing a Report Card: 
 

Make sure all grades are entered in FOCUS each Tuesday and double check at the end of the nine weeks.  A time    
will be announced/scheduled so that your grades in FOCUS can be downloaded. 
Printed report cards will be placed in your box as soon as they are ready.  If any corrections are needed, let the 
Data Entry Operator know.  Please do not ask her to make massive changes for you due to carelessness on your 
part.   

  
Personalized comments should be added at this point, if computerized ones were not used.  Highlight the 
instructional levels on bottom of report card. 
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Appendix G 
RIBBONS                            

 
The School Secretary coordinates the ribbon program.  Exchange of information about ribbons will take place 
via the school e-mail.  Every effort possible is made to see that mistakes are kept to a minimum, but it is 
imperative that everyone adhere to the requested deadlines. 
 
Ribbons are awarded in the classroom for the first three nine weeks as designated below.  However, a Super 
Scholar Assembly is held at the end of the second semester in May.  At this assembly students in grades 1 
through 5 earn special academic awards if they have earned three or more red, white, or blue ribbons. 
 
The ribbons by color are:  (Students may earn only one blue, red, or white ribbon each nine weeks.) 

Work Habits and Citizenship does not affect receiving a Blue or Red academic ribbon 
Blue -   Earning straight A’s on the report card in all academic areas and an E or S in Art, PE, and 
  Music 
Red -   Earning all A’s and B’s 
White -  Improving in one academic area while maintaining all other grades 
Green -  Perfect attendance for the entire nine weeks (students must be present for the majority of the 
  academic day and not tardy) 
Black -  Being a Super Citizen at Shadeville (bus, lunchroom, classroom, PE, etc.) means getting a 

very small number of broken ARROWS or clipping down during the nine weeks and earning an 
“E” in Citizenship.  

Maroon - Students will receive a Work Habits ribbon for excellent work habits each nine weeks.  
Purple - Students will receive a Reading ribbon for reaching their predetermined reading goal each nine 

weeks.  
 
The academic awards are: 
 
Small Medallion – Having earned three ribbons during the year (white, red, or blue) 
Medium Medallion – Having earned four ribbons (white, red, or blue) 
Large Medallion – Having earned three blue ribbons 
Trophy – Having earned four blue ribbons 
 
Things to keep in mind about the ribbons and awards ceremony: 
 
 If a student has earned a “U” or “N”, in P.E., Music, or Art he/she cannot receive an academic ribbon. 
 Students working below grade level should NOT receive a blue ribbon.  If the student is earning E’s or 

A’s, they need to be moved to on grade level materials where the work is more of a challenge, even if 
extra help is needed. 

 Ribbons should be earned – NOT given. 
 Art, PE, and Music grades are important.  They may keep a child from receiving a ribbon. 
 If everyone in your class is receiving a ribbon, you need to take a closer look at how you are 

determining grades. 
 Medallions and trophies are tentatively ordered at the end of the third nine weeks.  If you have a student 

that misses this honor because of a grade earned earlier in the year, you CANNOT go back and change 
grades.  The Data Entry Operator has been instructed that approval from the Assistant Principal is 
required before this can happen – please do not ask her to do this for you! 
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Appendix H 

 
School 

Improvement  
Plan 
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            Appendix I  
              

SUNSHINE GUIDELINES 
 
Membership shall consist of all faculty and staff members. 
Dues will be collected by the Treasurer after the first pay period in September in the 
following amounts: 
  

Administrators, Teachers, &  
 Instructional Personnel      $25.00 
  
 Non-Instructional Personnel     $10.00 
 
 Itinerant Teachers – Dues will be based on the percentage of time at our  
         school.  
 
All faculty and staff are expected to pay dues in a timely manner. 
 
Sunshine Committee shall consist of one person representing each grade  
Kindergarten through Fifth, one person from special education and one from 
special area, a para-professional, and an administrator or designee. 
 
Events sponsored: 
 
 Faculty/Staff “Get Together” Beginning of Year – Pre-planning day 
      (Breakfast)    $ 150.00 
      End of Year – Post Planning day 
      (Lunch)    $ 150.00 
 
 Baby Shower   Party     $ 60.00 
      Flowers (including delivery)  $ 50.00 
      Gifts from Individuals 
 
 Birth of 2nd Baby   Gift from Faculty   $ 50.00 
      Flowers (including delivery)  $ 50.00 
 
 Wedding Shower   Party     $ 60.00 
      Gifts from Individuals 
  

Re-Marriage   Gift Certificate   $ 50.00 
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Retirement/Leaving 

 
• Sunshine will pay for retirement dinner if funds are available. 

 
• Gift certificate will be purchased based on the following years of  

  service: 
      0 - 5 years    $ 25.00 
      6 - 10 years   $ 40.00 
      11 - 20 years   $ 50.00 
      21+ years    $ 75.00 
 
 Flowers    Will be sent to school personnel only. 
      Cards will be sent to immediate family  
      members.  (Please let Mrs. Dixon or Tonya 

know when a card is needed). 
 
      Hospitalization or  
      Out-Patient    $ 50.00 (including delivery)  
 
 Christmas Party   $100.00 
 
Faculty Related Death – Flowers for a faculty related death will be defrayed by Internal 
Accounts and not Sunshine.  Flowers will be sent for an employee, their current 
spouse, children, and parents of an employee.  If you want different arrangements 
other than flowers, i.e. donations to a particular organization, please see Tonya. 
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                                                Appendix J  
   

 

District Plans Available on WCSB Website 
 

• K-12 Comprehensive District Reading Plan 
• School Improvement Plan 
• Technology Plan 
• Strategic Plan 

 
 
 
 
 

Also available: 
 

• RtI Handbook and Forms 
• K-5 Curriculum 
• Instructional Materials Handbook 
• AR Implementation Guidelines 
• ESE “Gray Book” and Forms 

 

 
  



48 
 

Appendix K 

 
Movie / Video 

Guidelines 
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Appendix L 
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Appendix M 
SHADEVILLE’S LUNCHROOM 

GUIDELINES 
 

 1.  For your safety always walk in the lunchroom. 
 
 2.  Use a quiet inside voice at all times ~ speaking to those in your  
                Magic triangle only. 
 
 3.  Keep your hands and feet to yourself. 
 
 4.  Wait in line quietly and face the front of the line. 
 
 5.  Be polite and kind to the lunchroom workers, para- 
       Professionals, and other students. 
 
 6.  Follow the directions of the adult working in the lunchroom. 
 
 7.  Eat only your food. 
 
 8.  Sit in your assigned seat and on your bottom. 
 
 9.  Keep your table area neat and pick up prior to going to the 
       Trash can. 
 
 10. Close your milk prior to going to the trash can. 
 
 11. Keep two hands on your tray when walking in the lunchroom. 
 
 12. When the lights are off there is not talking in the lunchroom. 
 
 13. Eat with your mouth closed, use your napkin, and no rude 
         Noises are permitted. 
 
 14. After putting your tray up, sit quietly on the stage steps until 
         Your teacher returns. 
 
 15. Enjoy your lunch and let others do the same.   
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Appendix N 
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