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Introduction 

PURPOSE 

This handbook and its contents are intended to assist classroom teachers in managing 

daily procedures in the classroom. They are meant to be a guide and a resource in 

addressing various issues that routinely occur. Not all classroom teachers may need to 

refer to all the procedures covered in this document; however, it may help answer some 

relevant questions teachers may have.  

This document serves as a guide to daily policies, procedures and district guidelines. In 

the appendix, you will find helpful forms that are to be used in conjunction with 

following through the policies, procedures and guidelines addressed by Fred W. Martin 

Middle School and Jersey City Public Schools.  

SCHOOL STRUCTURE 

The school is divided into three communities: Community A, Community B and 

Community C. Each community is headed by an administrator and includes a guidance 

counselor and crisis intervention teacher. Each community is answerable to the school  

principal.   

School 

Principal

Community 

A
Administrator

Community 

C
Administrator

Community 

B
Administrator

Community 

A
Guildance 

Counselor

Community 

B
Guildance 

Counselor

Community 

C
Guildance 

Counselor

Community 

A
Crisis Intervention 

Teacher

Community 

B
Crisis Intervention 

Teacher

Community 

C
Crisis Intervention 

Teacher

Community 

A
Designated 

Classrooms

Community 

B
Designated 

Classrooms

Community 

C
Designated 

Classrooms

 
 



Fred W. Martin Middle School  
Teacher Handbook 

ñAt Martin Middle School we agreeérespect and academic success are keyò. 

 

ñAt Martin Middle School we agreeérespect and academic success are keyò 
 

Martin Middle School Teacher Handbook JAM revised 9 - 5- 08; DH revised 9 - 02- 09 

3 

 

SCHOOL DAY 

The school year is 182 days. Staff report to school by 8:00 AM. During the 8:00-8:30 

time period, administrators plan meetings with school communities and instructional 

staff. The school day for students starts at 8:30 A.M. and dismissal is at 2:45 P.M for 6
th
 

grade. 6
th
 grade teachers and specialists remain on duty until 2:55 P.M. The 7

th
 and 8

th
 

grade school day begins at 8:30 AM and ends at 3:45 PM Monday through Thursday. On 

Friday, 7
th
 and 8

th
 grades are dismissed at 2:45 PM and teachers are to remain on duty 

until 2:55 PM.  

Teachers will meet with their students at approximately 8:25 A.M. in the school 

courtyard. A signal will be sounded for students to move to their predetermined spaces. 

Students are to line up quietly and orderly at designated spots. Since time is limited, 

teachers should start assessing if all students are dressed according to the prescribed 

uniform code. Have students open their bookbags and ready themselves to empty their 

pockets before they are wanded. When the next signal is given students and teachers are 

to enter the building. They are to enter in two lines as they continue from the courtyard to 

their classrooms. Order must be maintained from the beginning of the day. This sets the 

tone for what we expect of the students for the remainder of the day. Impress upon your 

students the importance of being on time and lining up with their class. Let them know 

that if they arrive after the class has entered the building they cannot cut through another 

teacherôs line. Support staff will hold these students until the students who have come too 

late to enter with their classes have lined up. They will be allowed to enter after all 

classes have entered the building. 

 

Upon entering the classroom complete the form listing students who are not in uniform or 

are late. Send this form to the office with the attendance card and bubble sheet no later 

than 9:30 AM. These students will be given detention by the CIT. Impress upon the 

students that receiving detentions may impact on whether or not eighth graders graduate 

on stage or whether students attend school functions (field day, assembly programs, 

school parties etcé).  

ATTENDANCE 

Attendance is to be taken immediately upon entering your homeroom. Complete the 

bubble sheet; the no uniform/lateness form and the cafeteria form. Select a student from 

your community to collect all forms and bring them to the office and cafeteria. Students 

are expected to attend school regularly. Missing school for 18 unexcused days may result 

in retention. Extended periods of absence must be documented with doctorsô notes which 

are to be given to the nurse. Detailed information regarding the student attendance policy 

is included under the topic Community Aide and in the Districtôs Student Code of 

Conduct.  
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Students will prepare for their first period class between 8:30 and 8:45 A. M. If students 

are being taken to a special class, students are to move through the hallways in two 

orderly and silent lines. They are to be dropped off to the specialist promptly.  

 

DO NOT LEAVE STUDENTS ñWAITING AT THE DOORò. At the end of the period 

the students are to be picked up at the anticipated time, as specialists are expecting 

another class. It is important to take your class to specials in a timely manner and pick 

them up on time. Failure to do so is inconsiderate and causes additional confusion in the 

hallways. 

 

TRANSPORTING STUDENTS THROUGH THE HALLS 

If a teacher is not taking his own homeroom to a special, the community must meet to 

make sure everyone understands his role in this process. Additionally, homeroom 

teachers MUST give each member in the community a list of their studentsô names and 

the schedule for specials so there is no confusion as to what special the students are to 

attend.   

To the best of your ability separate students who cannot work well together. Inclusion 

classes must distribute their students among the specials as indicated on their schedules. 

If they are attending a special with another class the students must be equitably dispersed 

among those classes. Your schedule will indicate when your students attend these classes 

(i.e. gym/swimming; life skills; drama/music/art, world language). 

Make every effort to get your students to each class in a timely manner, however they 

should not be lined up too soon as conflicts tend to happen when students have idle time 

on their hands. Good judgment should be used when lining up your classes; use your 

authority to ensure that the students are in order as they move through the building. It is 

important that you set the tone for how your students move through the halls at the very 

beginning. Ultimately, each teacher is responsible for escorting the students in their 

charge from portal to portal.  

As educators, we must model the behavior we want our young adults to exhibit. By 

demonstrating and modeling behavior that is acceptable; it is mandated that teachers not 

talk loudly in the halls; not talk on cell phones in the hallway, in class or in the presence 

of students; and refrain from chewing gum, candy, and drinking coffee in the presence of 

the students.   

STUDENTS In the CORRIDOR  

Students are not to arrive at classes unattended. Students coming late to any class must 

possess a written pass stating the date, where they are going, the time and teacherôs 

signature. If they are retuning from another teacher, it is expected that the teacher 

returning the student indicate time and signature on the same pass. This is an effort to 

monitor studentsô movement throughout the building and as a check and balance measure 

so students understand that they are accountable for their actions.  
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Fred W. Martin Middle School Hall Pass 

Student 

Date Time 

From To 

Sending teacher 

Time Returned Signed 

 

 

 

 

Each student must sign a log that must be conveniently located in your room. Each 

student must indicate their name, destination, time they leave, and time they return to the 

room. Use discretion when you allow students to leave the room. Monitor the time they 

are gone. Students who must leave the room must have a pass and sign the log. An 

example of an appropriate log page is as follows: 

 

 

 

 

Studentsô Names 
TO  

Destination  

TIME 
leaving 

Rm.  

TIME  
Returning 

to Rm.  

    

    

    

 

 

THIS LOG CAN BE DESIGNED BY THE TEACHER. IT IS 
SUGGESTED THAT A NOTEBOOK IS USED AS THE LOG BOOK 
SO THE INFORMATION IS ON FILE FOR LONG PERIODS OF 
TIME. 
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STUDENTS ATTEND ONE OF THREE LUNCH PERIODS 

 11:00-11:45 First Lunch  COMMUNITY A     

 11:45-12:30 Second Lunch COMMUNITY B  

 12:30-1:15 Third Lunch  COMMUNITY C  

 
Each lunch allows the students to eat for 20 minutes and to have a 20 minute recess 

period. Five minutes are calculated for transitioning from place to place. One group of 

students has recess for the first 20 minutes while the other group has lunch. To provide  

more effective lunch periods, at the end of the 20 minute period, the groups switch.  

Students are to be brought the cafeteria on time and in an orderly manner. Students are to 

sit at designated tables. The lunch monitors will instruct them on how lunch will be 

dispersed. Below is a copy of the rules posted in the cafeteria. Please go over the 

procedures with your class periodically to ensure minimal confusion in the cafeteria.  
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HALF DAY SCHEDULE 

Occasionally, due to staff development, students will attend half-day sessions. A half-day 

session begins at 8:30 am and ends at 12:45 pm.  

The half-day school session schedule is as follows: 

Half Day Schedule  

Periods  Times  
Period 1 8:45-9:15 

Period 2 
Period 2 

      9:15-9:45 

Period 3       9:45-10:15 

Period 4       10:15-10:45 
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On a day like this, you will                      

 

remain with your homeroom  

during the period that would  

normally be your studentsô 

lunch period. 

 
 
Each period is 30 minutes. 

 
 
 
             
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

STAFF DRESS CODE 

Period 5       10:45-11:15 

Period 6       11:15-11:45 

Period 7       11:45-12:15 

Period 8       12:15-12-45 
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A directive was issued on December 20, 1997 detailing the Standard Operation Procedure 

for staff dress code #2.036. The memo outlined the requirements for appropriate dress by 

building staff. It is as follows: 

I  Purpose: 

To set forth guidelines as determined appropriate by the sub-committee of 

legal committee to establish a dress code for staff in order for students to have 

suitable role models. 

II  Authority:  

The State District Superintendent 

III  Responsibilities: 

Administrative Staff 

IV  Procedure: 

The following dress code must be followed by staff members: 

The grooming and attire of all employees are expected to be neat, clean and appropriate 

to the work being performed, in order to set an example to students and add dignity to the 

educational setting 

1. All apparel for staff members must: 

a) Be clean and neat. 

b) Be of a dress or casual nature. 

2. Clothing must not be: 

a) Faded frayed, tattered or shabby. 

b) Of a work-clothing style, except maintenance and custodial personnel. 

c) Injurious to the health and safety and faculty or students. 

3. Acceptable attire for male personnel: 

a) Suit or dress, sports jacket with shirt and tie. 

b) Slacks with shirt, with or without tie, with or without jacket. 

c) Slacks with turtleneck, sweater, and dress or sports shirt. 

d) Dress shoes, dress boots or loafers. 

 

 

4. Acceptable attire for female personnel: 

a) Dresses, jumpers or suits, culottes. 

b) Sundresses, if worn with a jacket or cardigan sweater. 

c) Dress slacks with blouse and/or sweater. 
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d) Skirt with blouse and/or sweater. 

e) Cotton knit or polo shirts with dress slacks or skirts. 

5. Unacceptable attire for all personnel: 

a) Tee-shirts and sweatshirts. 

b) Work boots, work shoes and sneakers. 

c) Sandals worn without socks or stockings (except after May 1
st
). 

d) Warm-up and sweat suits (except for Physical Education teachers as 

described herein). 

e) Dungarees or any type of jeans. 

f) Hats or caps within the building (except for religious or documented 

medical reasons). 

g) Sunglasses within the building (except for documented medical reasons). 

h) Clothes of a casual nature not normally approved for daily attire (may be 

worn with the approval of the principal, for special occasions, events and 

activities). Example: school spirit day (school tee-shirts/sweat clothes). 

i) Skin-tight fitting clothing is not permitted. 

j) Mini skirts (mid-thigh or higher are not permitted. 

k) Unsafe footwear: i.e. flip-flops, shower shoes, Chinese slippers, etc. 

l) Sneakers (except medically documented conditions). 

Volunteers are expected to adhere to this Dress Code. Volunteers should wear a visitorôs 

identification badge while in the building.  

Violations:  

Persons whose dress and/or grooming do not substantially comply with this Code shall 

first be advised, orally or in writing, of the non-compliance by their supervisor and of the 

potential for disciplinary action for continued non-compliance. 

 

 

 

 

 

STUDENT DRESS CODE 

Many issues regarding In School Suspension revolve around students not adhering to the 

District/School Dress Code. The Student Dress Code is as follows: 
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 ̧ Uniform shirts or black collared shirts must be worn throughout the entire school 

day. 

 ̧ Proper and safe footwear is required at all times. No sandals, flip flops, slippers 

or open-toed shoes. 

 ̧ All head covering, (unless for religious or medical purposes with documentation 

brought from home), sweatbands, and street-related headgear are not permitted. . 

Hats are not to be worn or carried throughout the school. Any head 

coverings/hats will be confiscated and labeled and returned to the parent at the 

end of the school year if worn or carried in school. 

 ̧ Skin tight fitting pants, dresses or shorts are not permitted. 

 ̧ Clothing that could cause damage to any student or school property is not to be 

worn. 

 ̧ Miniskirts (mid-thigh or higher) are not permitted. 

 ̧ Short-shorts (mid-thigh or higher) are not permitted. 

 ̧ Undershirts are not permitted to be worn as the outer garment or exposed from 

under their uniform shirts. 

 ̧ Slogans, patches and emblems that are obscene or violent in nature are not 

permitted at any school sponsored activity.  

 ̧ Clothing worn while actively participating in physical education class is not to be 

worn in the classroom in schools where lockers are available. A change of 

clothing must be worn in gym and / or on the athletic field. 

 ̧ Pants should not hang so low as to expose underwear while on school grounds 

are subject to detention. 

 ̧ Sneakers and shoes with laces must have laces tied and secured at all times. 

 ̧ Clothing or symbols that are gang related are not permitted at any school 

sponsored activity. 

 ̧ No metal name belts. 

Failure to comply with the district established Student Dress Code may result in: 

 ̧ Parent/guardian bringing a change of clothes to school 

 ̧ Parent/guardian conferences 

 ̧ Detention 

 

 ̧ In-School suspension (ISS) 

 ̧ Saturday detention/suspension 
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EMERGENCY PROCEDURES 

Emergency procedures are extremely important. You must make sure you are aware of 

where your students are at all times. Speak to your class about these procedures prior to 

the event. If they are aware of what is expected there will be no surprises. 

Students who are out of the room running an errand or at the nurseôs office will need to 

understand that they will report to the nearest teacher if they can not return to class before 

the class has left the room. Staff members who have these students must take charge of 

them for their safety.   

 

GENERAL EMERGENCY PR OCEDURES ARE DETAILED ON THE 

FOLLOWING PAGES. OUTLINED ARE:  

 STANDARD FIRE DRILL  

 EMERGENCY EV ACUATIONS TO #15 AND #29 SCHOOLS 

 DANGEROUS INTRUDER 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Fire Drill Procedure  
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Orange 

Exit #1 to Wilkinson Ave. 

 

 

 

2
nd

 Floor -200, 201, 202, 203, 221, 219 

3
rd
 Floor-300, 301, 302, 303, 305, 321 

 Yellow 

Exit #2 to Wilkinson Ave. 

 

 

 

2
nd

 Floor-214, 216, 218, 220, 222 

3
rd
 Floor-316, 318, 320, 322, 324 

                    Blue 

Exit #3 to Bayview Ave. 

 

 

 

2
nd

 Floor -208, 210, 212 

3
rd
 Floor-308, 310, 312, 314 

 Green 

Exit #4 to Bayview Ave. 

 

 

 

2
nd

 Floor -204, 205, 206, 207, 209, 211 

3
rd
 Floor-304, 306, 307, 309, 311 

 
Red 

Exit #5 to Ocean Ave. 

 

 

2
nd

 Floor-Teach. L, 213, 213A, 215, 217 

3
rd
 Floor ïTeach L, 313, 315, 317, 319 

 
Gymtorium use main entrance. All other first floor rooms proceed to nearest exit.    

 

PLEASE NOTE: 

1. All classes exit in single file moving quickly and quietly. 

2. Second floor classes keep to the LEFT  using the stairs. 

3. Third floor classes merge and keep to the Right using the stairs. 

4. All teachers must have daily attendance records in their role books with studentôs 
addresses and emergency contacts. 

5. Teachers on preparation periods must join their class immediately at their 

designated area with the specialist for that period. 

6. Teachers are to be sure windows and doors are closed. 

 

 

 

 

 

Emergency Evacuation Procedure  
For classes reporting to #15 
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The following will be in effect for all emergency evacuations. 

 

Everyone will exit the building from their designated fire drill exits. 

 

All classes using Orange Exit #1 and Yellow Exit #2 will proceed west along Wilkinson 

Ave. toward Ocean Ave. This group will be escorted by Security across Ocean Ave. at 

the Wilkinson Ave. intersection and proceed south along the western side of Ocean Ave. 

to Stegman St. Students and faculty will turn right and continue along Stegman St. to the 

P.S.#15 courtyard and wait quietly for further instructions. 

 

All classes using Blue Exit #3 and Green Exit #4 will proceed west along Bayview Ave. 

toward Ocean Ave. Led by Security this group will turn left on Ocean Ave.and continue 

south along the eastern side of Ocean Ave.to Stegman St. Once at Stegman St. this group 

will be escorted by security across Ocean Ave. and proceed west along Stegman  

St. to the P.S. #15 courtyard and wait quietly for further instructions. 

 

All classes using Red Exit #5 will proceed south along Ocean Ave. following the same 

instructions for Blue Exit #3 and Green Exit #4. (See above) 

 

Important Notes: 

 All teachers must bring class record book and attendance card. 

 Attendance must be taken upon arrival at P.S. #15. 

 Please impress upon your students that they must behave in an appropriate 

manner. 

 All teacher assistants and paraprofessionals will accompany their assigned 

homerooms. 

 

Additional staff members are assigned to the following classes. J Masongo-313, S. 

Lee-206, D.Hardy-305, M. McFadden-314, F. Loupis-304, R. Warnock-322, A.Dodge-

319, D.Chelak-309, J. McQuiller-212, M. Protovin-214, C. Corwin-212, M.Baran-202, 

C. Banks-213, H. Nasser-210, T. Boscarino-222, E.Mahon-316, R. Fonseca-317, 

S. Gonzalez-303, C. Wingate, 307, J. Burgess-204 

 

All CITs and Counselors will be floating to assist teachers with any 
problems that may arise.     

 
 
 
 
 
 

EMERGENCY EVACUATION 
For classes reporting to #29 
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The following will be in effect for all emergency evacuations. 

 

Everyone will exit the building from their designated fire drill exits. 

 

All classes using Orange Exit #1 and Yellow Exit #2 will proceed west along Wilkinson 

Ave. toward Ocean Ave. Led by Security, this group will turn right on Ocean Ave. at the 

Wilkinson Ave. intersection and proceed north along the eastern side of Ocean Ave. to 

Claremont Ave. Once at Claremont Ave. this group will be escorted across Ocean Ave. 

and proceed west along Claremont Ave.to the P.S.#29 courtyard and wait quietly for 

further instructions. 

 

All classes using Blue Exit #3 and Green Exit #4 will proceed west along Bayview Ave. 

toward Ocean Ave. This group will be led by Security across Ocean Ave. at the Bayview 

Ave. intersection and proceed north along the western side of Ocean Ave. to Claremont 

Ave. Once at Claremont Ave. students will turn left and continue along Claremont Ave. 

to P.S. #29ôs courtyard and wait quietly for further instructions. 

 

All classes using Red Exit #5 will proceed north along Ocean Ave. following the same 

instructions for Orange Exit #1 and Exit #2. (See above) 

Important Notes: 

 All teachers must bring class record book and attendance card. 

 Attendance must be taken upon arrival at P.S. #29. 

 Please impress upon your students that they must behave in an appropriate 

manner. 

 All teacher assistants and paraprofessionals will accompany their assigned 

homerooms. 

 

Additional staff members are assigned to the following classes. J Masongo-313, S. 

Lee-206, D.Hardy-305, M. McFadden-314, F. Loupis-304, R. Warnock-322, A.Dodge-

319, D.Chelak-309, J. McQuiller-212, M. Protovin-214, C. Corwin-212, M.Baran-202, 

C. Banks-213, H. Nasser-210, T. Boscarino-222, E.Mahon-316, R. Fonseca-317, 

S. Gonzalez-303, C. Wingate-307, J. Burgess-204 

 

All CITs and Counselors will be floating to assist teachers with any problems that 

may arise.     

 

 

 

 

CODE C PROCEDURES (For Use in the Event of DANGEROUS 
INTRUDERS) 
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1. DO NOT activate the fire alarm. 

2. Lock classroom, office and room doors. 

3. Prohibit anyone from exiting classrooms, offices, or 
rooms. 

4. If not in a classroom, office, or room at the time of the 
CODE C announcement, enter the closest room, closet, 
etc., and lock the door. 

5. If in a large, accessible room such as the library or 
cafeteria, stay there and be prepared to take cover under a 
desk or table. 

6. Shut off lights, computers, TVs, and other equipment. Pull 
down window shades and blinds. 

7. Assemble all present on the floor in the safest part of the 
room, away from doors and windows. 

8. Prepare a list of those who are present, missing, or not 
normally in the room. 

9. DO NOT attempt to stand up or exit the room until notified 
via intercom or in person, ignore all bells until notified to 
do so via the intercom or in person. 

10. DO NOT prevent a dangerous intruder from exiting 
the building. 

11. DO NOT contact the office via the intercom system or 
telephone unless as a witness to an event.  

 

 

 

 

 

 

COURTYARD AND HALLWAY POSTS 

ONLY homeroom teachers are to pick up students in the 
courtyard. Teacher Assistants and Paraprofessionals are to 
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remain in the halls outside their classrooms to monitor 
movement of students 

Due to the increasing number of students wandering the hallways at arrival and dismissal, 

all staff members who are not responsible for a homeroom will be given a hallway or  

courtyard post. It is expected that any staff member who is assigned a post be present at 

that post from 8:25A.M to 8:35A.M. and at dismissal from 2:45 P.M. to 2:55P.M. 

Please see below for assignments. 

 

Bayview Ave. Courtyard -  Green Stairwell: McAlary & Dodge 

    Yellow Stairwell: Rooth & Terry 

    Blue Stairwell: Nabauns & Warnock 

First Floor  
     

YELLOW : 

Entrance:     Wingate 

Hall:              Baran 

 

BLUE: 

Entrance:     Burgess 

Hall:              Hardy 

 

GREEN: 

Entrance:     Corwin 

Hall:              McQuiller 

                       Lee 

Second Floor  
 

YELLOW : 

Stairwell:     Masongo 

Hall:             Boscarino 

 

BLUE: 

Stairwell:     Fonseca 

Hall:             Loupis 

 

GREEN: 

Stairwell:     Gonzalez 

Hall:             Mulhearn 

Third Floor  

 

YELLOW : 

Stairwell:      Nasser 

Hall:              McFadden 

 

BLUE: 

Stairwell:      Banks 

Hall:              Alagna 

 

GREEN: 

Stairwell:      Mahon 

 

 

ORANGE: 

Hall:               Chelak 

 

 

 

 

 

 

 

 

MAINTAINING CLASSROOM ORDER 
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All of the proceeding policies are enacted to help ensure a well ordered classroom. But 

ultimately it is up to the classroom teacher to be responsible for maintaining discipline. 

Discipline must be established the first day of school. The classroom teacher must set the 

tone of what is expected from the very beginning. The first few days of school should be 

used to establish what will be done in the days to follow. Discussions with your students 

about discipline should be your focus. Setting rules and boundaries must be repeated, 

demonstrated and displayed in your classroom. Examples of rules to be posted in your 

classroom are as follows: 
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USE OF PERSONAL BEEPERS AND CELLULAR TELEPHONES 

Student shall not possess a paging device while attending a school-sponsored activity on 

or off school property. A ñpaging deviceò is a telecommunication device that emits an 

audible signal, vibrates, displays a message, or otherwise summons or delivers a 

communication to the possessor.  

During school hours, students are required to keep portable cellular phones off and out of 

sight. Cell phones that are seen, heard, or used by students during the school day are to be 

confiscated and given to the CIT. The device will be returned to the parent/guardian 

when they come to school to retrieve it. Multiple offenses will result in the item being 

turned over to the Jersey City Police Department, pursuant to Jersey City Municipal Code 

2C:33-19. Students who utilize cell phones during school hours will be suspended. The 

use of camera phones is strictly forbidden during school and at any school function. 

Parents who need to reach their children during the school day to address an emergency 

should contact the main office.  

 

 

LETTERS TO PARENTS 

 

Along with the class rules that are displayed, discussed and enforced, students and their 

parents need to know what is expected for the school year. Communicate this to your 

parents during the first few days. A letter from the Community should go home to parents 

expressing the ideas and expectations that have been discussed n regard to behavior and 

academics. A sample letter follows. Remember, all written communication leaving this 

building must be seen and initialed by Mr. Howard. 

 

 

 

 

 

 

 

 

 

 

 

September, 2007 
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Dear Parents,  

We welcome your child back to another school year. We at Fred W. Martin Middle 

School are looking forward to working with you and your child.  

This year is an important step in your childôs life. We anticipate that you will be working 

closely with your child, as we will be doing the same. It is important that we get off to a 

good start. Below are the rules that have been established in our class with the help of 

your child. 

ƽ Speak when permission is given. 

ƽ Remain in your seat until directed to do otherwise. 

ƽ Respect others and you too will be respected. 

ƽ Talk your problems out in a controlled and reasonable manner. 

ƽ Cell phones and electronic equipment are not permitted 

ƽ Complete all assignments to the best of you ability.  

It is a district policy that homework is given every night. Please take the time to review 

the assignments with your child. If for any reason your child is unable to complete the 

assignments given, we ask that you write a note to inform us of his inability to complete 

the assignment. If no note is given, your child will receive a grade for not turning in 

homework. If your child is absent, it is his responsibility to make up the assignment the 

next day. Students are assessed regularly on learned skills and completing homework is a 

follow-up and practice of the dayôs work. 

In addition to the supplies we provide, please make sure that your child is prepared for 

class daily with the following: 

× All books must be brought to class daily. 

× Notebooks are needed for copying assignments and for taking 

notes. 

× Please have a minimum of 3 sharpened pencils and 2 pens. 

If any other equipment is needed, additional notices will be sent home to inform you.  

If you have any concerns, please notify us by sending a note with your child or call the 

school and we will return your call.  
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We will be available for conferences according to our special class schedule. 

Please call or send a note to arrange a conference according to this schedule:  

___________________________________________________________________ 

___________________________________________________________________ 

___________________________________________________________________ 

These are the only conference times available as the remainder of the day we are teaching 

classes. 

 

Thank you for your attention in this matter. 

 

Sincerely, 

Community _____ 

_____________________________________  ______________________________ 

_____________________________________  ______________________________ 

_____________________________________  ______________________________ 

TEAR OFF AND RETURN BOTTOM PORTION OF THIS LETTER 

 

-------------------------------------------------------------------------------------------------------  

I have read your letter and reviewed the classroom procedures and expectations with my 

child. 

Childôs 

Name________________________________________________Room_____________ 

Parentôs Signature________________________________________________________ 

 

SAMPLES OF LETTERS TO PARENTS AND OTHER FORMS MAY BE FOUND IN THE 

BACK OF THIS HANDBOOK. 
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SUPPORT SERVICES 

Students may be referred to receive support services for a variety of reasons. Listed 

below are the services you can access. 

 School Counselor(s) 

 Crisis Intervention Teachers (CIT) 

 Community Aide 

 Child Study Team  

 Inclusion Specialist 

 School Nurse 

 Service Broker 

 Speech Language Specialist (SLS) 

 Reading Specialist 

 

IN ACCORDANCE WITH T HE SERVICES LISTED A BOVE, THE PROTOCOL 

FOR RECOMMENDATION IS AS FOLLOWS . 

 

SCHOOL COUNSELOR(S) 

School counselors have specific issues to address. Their domain includes 

emotional/psychological and academic issues. A referral form was created with the 

assistance of the school counselors. Students should be referred for the reasons listed on 

the school counselor referral form. Prior to referring a student, some forms of 

intervention should have been attempted and documented.  

Reason for referral: Student: 
 Threatens to harm self/has harmed self (REPORT IMMEDIATELY)  

 Threatens to harm others (REPORT IMMEDIATELY)  

 Appears to displays periods of depression/emotional inconsistencies 

 Demonstrates a significant decrease in academic success 

 Inappropriate social skills (harasses, antagonizes, humiliates, disrespects) 

 Appearance is neglected (poor hygiene, poor grooming, disheveled clothes)   

Additional comments:  

________________________________________________________________________ 

________________________________________________________________________ 
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Interventions by teacher (check ALL that apply): 
 Conference with student 

 Student documents the incident in his/her own words 

 Discussed incident with parent via phone 

 Wrote letter to parent documenting incident  

 Scheduled parent conference 

 Assigned student to morning/after school detention 

 Privileges rescinded (i.e. assembly program, school functions) 

 Student required to complete a school service   

Additional comments:  

_____________________________________________________________ 

 _____________________________________________________________ 

Action taken by Counselor: 

_____________________________________________________________ 

_____________________________________________________________ 

This form, in its entirety is found in the back of this book. 
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CRISIS INTERVENTI ON TEACHER(S) 

Crisis intervention teachers have specific issues they address. Their domain addresses 

behavioral issues. A referral form was created with the assistance of the crisis 

intervention teachers. Students should be referred for the reasons listed on the crisis 

intervention teacher referral form. Prior to referring a student, some forms of intervention 

should have been attempted and documented.  

Home Contact Log 

Name(s) of students in conflict:  (Please provide above information for each student) 

NAME Room Number 

  

  

Where did conflict occur?  (check one) 

_____Bus      _____classroom       ______hallway      _____Cafeteria      _____Outdoors 

_____Other (specify)    ___________________________________________________  

Describe the problem: 

______________________________________________________________________
______________________________________________________________________ 

The form indicated above is to be placed in a behavior folder that all students must have 

(forms can be found in the back of this book). Behavior folders are in conjunction with 

the academic portfolio and working folders that are mandated by the school district. It 

may seem like an additional burden but you will see the benefits as the year progresses. 

When the parents meet to discuss their studentôs academic achievement it is wise to bring 

out the behavior folder as well to substantiate why the child is not doing as well as 

expected.  

 

 

 

Studentôs Provided 

Phone Numbers 

Dates and times of 

each call 

Dates of each 

written 

correspondence 

Dates of each 

parent conference 

Dates of each 

referral to ISS, Out 

of School 

Suspension and or 

Guidance 
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A sample of the referral form shown below must be filled out and submitted to the Crisis 

Intervention Teacher(s) upon sending a student for that service. Here is a list of 

infractions that are considered a crisis. 

 Fighting/assault 

 Profanity 

 Vandalism/graffiti 

 Theft 

 Verbal abuse 

 Sexual harassment 

 Bullying 

 

 

 
 

Once the form has been completed send for a security guard and the child will be taken 

from the classroom. The student may not be put out of the room or put in the hallway 

until the security guard arrives. You may ask a neighboring colleague to keep the child in 

that room until you have written up the referral and gotten a security to come to your 

room. A child will not be received by a crisis teacher if this form does not 

accompany the student. 

 

Once the crisis intervention teacher has evaluated the information detailed on the referral 

form, one of the carbon copies will be given back to you informing you of the studentôs 

status. It must be stressed that the form must be detailed. For example, if the student uses 

profanity, it must be spelled out on the form. If a student is disturbing the class you must 

indicate what the specific infraction is. Once you receive the form from the CIT, it should 

be put into the studentôs behavior folder. 

 


