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           STAFF RESPONSIBILITIES 

 
TEACHERS WORK DAY 

Classroom teachers shall report for work thirty (30) minutes before the beginning of their 

first class (fifteen (15) minutes at CVHS), unless otherwise mutually agreed with the 

principal.  Teachers shall work on campus or as otherwise assigned thirty (30) minutes after 

their last class (fifteen (15) minutes at CVHS).  All employees shall be provided with a thirty 

(30) minute, duty-free lunch period.  On student non-attendance workdays, employees shall 

report for duty as designated by the site administrator or Superintendent. 

 

TEACHER WORK DUTIES 

Teachers are expected to attend activities, such as Open House, Back-to-School Night, 

parent/student conferences, student study teams, etc.  All adjunct duties within the workday, 

which do not require full faculty participation, shall be equitably distributed among unit 

members.  Any services by a unit member beyond the contractually specified time, which 

involves supervision of students, shall be on a voluntary basis. 

 

STUDENT SUPERVISION 

At no time is a student to be left unattended by an adult in the classroom or on the 

playground.  All classroom doors should be locked when all adults are out of the room. 

 

ACCIDENTS 

A staff member who suffers an injury while working during school hours or during a school 

activity must fill out an Accident Report Form and inform the office as soon as possible that 

an injury has occurred. 

 

EMERGENCY SITUATIONS 

Staff members may not leave their school sites unless they have been released by their 

principal/supervisor.  (Government Code 3100) 

 

STUDY TRIPS/ATHLETIC TRANSPORTATION PROCEDURES 

Teachers must complete the Application for Study Trip and/or Transportation Request for 

each trip, whether using a school bus, private car, public transportation or walking.  This 

application must be completed at least 10 days before the study trip.  This form is to be 

submitted to the principal for routing to the various departments for approval.  If using 

private transportation, all drivers must have district approval five days prior to the day of the 

study trip and complete an Authorization to Use Private Vehicle for District Business form. 

 

FLAG SALUTE 

The flag salute should be said in every classroom every school day. 

 

STUDENT ATTENDANCE 

It is very important that attendance be taken accurately.  Please follow site level attendance 

procedures. 
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VISITORS 

All visitors must register and pick up a visitor’s pass in the school’s main office.  If staff 

members observe visitors without a pass, please notify the office immediately and ask the 

visitor to report to the office. 

 

GUEST SPEAKER 

Prior approval, in writing on the appropriate form, at least five days in advance of the 

presentation is required for guest speakers.  In the event a presenter is available on short 

notice, please obtain prior approval from the principal.   

 

SUSPENSION BY TEACHER (E.C. 48910) 

A. A teacher may suspend any pupil from his/her class, for any of the acts enumerated in 

Education Code Section 48900, for up to two days.  The teacher shall immediately 

report the suspension to the principal for appropriate action.  If that action requires 

the continued presence of the pupil at the school site, the pupil shall be under 

appropriate supervision, as defined in policies and related regulations adopted by the 

governing board.  The teacher shall contact the parent/guardian of the pupil regarding 

the suspension and arrange for the parent/guardian to attend a parent-teacher 

conference.  A school administrator shall attend the conference if the teacher or the 

parent or guardian so requests.  The pupil shall not return to the class from which 

he/she was suspended, during the period of the suspension, without the concurrence 

of the teacher. 

 

B. If the pupil is assigned to more than one class per day, the suspension shall apply only 

to that class. 

 

C. A teacher may also refer a pupil for any of the acts enumerated in Section 48900 to 

the principal or for possible suspension from school.  (Renumbered and Amended 

Stats. 1983.ch.498.) 

 

 










































































