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ADMINISTRATION 
 

Principal:  Mr. Timothy Webster 

 

The Principal is responsible for the overall operation of the secondary building, grades 9-12.  The 

Principal shall prepare such rules and regulations as are necessary for the proper control of the 

building consistent with School Board policy.  Direct and encourage continuous research and 

evaluation of the instructional program to ensure that the best educational program is provided. 

 

Assistant Principal:  Mr. Sam Callis 

 

Assist the Principal with the overall supervision of the High School during the school year.  The 

Assistant Principal will be in charge of bus discipline and classroom referrals at the high school.  

Assist the Principal in providing a sound and effective educational program at the high school. 

 

Counselors:  Dr. Amanda Espinoza & Mrs. Tonya Hulbert 

 

The Guidance Department offers academic advising, career planning and personal counseling.  

Please feel free to refer students as a preventative step in the disciplinary process after teacher-

student conferences or teacher-parent conferences have already been completed.  Do not send 

students to guidance office without teacher-counselor contact, however, use sound judgment if 

immediate attention is required.  There will be a sign up sheet inside the Career Center for students 

to sign up in between classes. 

 

School Based Social Worker: Melanie Perkins 

 

The School Based Social Worker is a link between the school, home, and the Department of Family 

Services.  This position is funded by both DFS and the school district.  If you feel there is a need to 

refer a student to the social worker, please contact either the counselor or the principal. 
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GENERAL PROCEDURES 
 

PURPOSE OF HANDBOOK 
Internal communication at the building level in school administrating is essential to insure sound 

organization.  The Board Policy Handbook covers generalities, but does not include day-to-day 

situations in the secondary building. 

 

Therefore, this handbook will provide each staff member with pertinent information that 

corresponds with board policies and information that would aid in providing for the safety and well 

being of students.  The handbook will also serve as a constant source of reference to ensure the 

smooth operation of the secondary building. 
 

GRADES 
Grades will be turned in eight times a year on the dates listed on the school calendar.  Teachers are 

not to turn in any incomplete grades at the semester reporting times.  Grading for individual class 

will be left up to the classroom teacher.  IT IS RECOMMENDED THAT TEACHERS 

CONSIDER ATTENDANCE, WEIGHT OF TESTS, and HOME WORK IN DETERMINING A 

STUDENT'S GRADE.  All teachers shall give a semester test on days set by the Principal.  It will 

be comprehensive in nature and will account for 10 % of the student’s semester grade. Teachers 

must ensure that student records (attendance, tardies, & grades) are accurate and kept up-to-date.  

Grades on SIS must be updated at least once a week. 
 

DEFICIENCY REPORTS 
Deficiency reports will go out every 4 1/2 weeks.  Students who are failing, or have D grades 

should have deficiency reports sent home to their parents.  The dates deficiency reports are due can 

be found in the school calendar.  *Parents who request progress reports on a daily or weekly basis 

will be required to have a parent conference with teachers after the progress reports have been sent 

home for two weeks. 
 

STUDENT MAKE-UP WORK AND ABSENTEEISM 
Make-up work is due at the beginning of the period the 2nd day the student returns to school.  

Work required from those who have been absent for an extended period (2 or more consecutive 

class periods) may be handed in as mutually agreed.  If a student who has been absent fails to make 

up work in the allotted time, they will receive a zero.  Do not allow students to leave your class to 

make up work in another class.  All make-up work is to be done outside of the classroom. 
 

BEFORE OPENING DAY 
PLANNING BEFORE SCHOOL BEGINS:  Good management and preventive discipline starts 

before the school year begins.  Good discipline is much more likely to occur if the classroom 

setting and activities are arranged to promote cooperative behavior.  The teacher needs to know 

what types are appropriate for them.  The classroom must be arranged, and books, materials, and 

supplies made ready. 
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ROOM ARRANGEMENT:  While good room arrangement is not a guarantee of good behavior, 

poor planning in this area can create conditions that lead to problems.  If, for example, students are 

seated near distracting displays, if frequently used equipment or materials are inaccessible, more 

off-task behavior and wasted time are likely.  No one arrangement of space, furniture, storage, and 

equipment is best for all settings and purposes, but some general principles do underlie an effective 

and efficient arrangement: 

 The teacher must be able to observe all students at all times to monitor work and behavior. 

 

Frequently used areas of the room and traffic lanes should be unobstructed and easily 

accessible. 

 

Students should be able to see the teacher and presentation area without undue turning or 

movement. 

 

Commonly used classroom materials (e.g., books, attendance pads, absence permits, etc.) 

and student reference materials should be readily available. 

 

Potentially distracting seating arrangements should be avoided until students have 

established a pattern of cooperative behavior. 

 

Teachers can gather ideas for room arrangement simply by visiting other teacher's rooms.  Some 

degree of decoration will help the setting, but the emphasis in planning should be on a functional 

use of space.  Lavishly decorated rooms and cute bulletin boards may divert attention from the 

basic principles guiding the use of space.  Decorations can always be added if time permits and the 

subject content demands. 
 

MANAGING STUDENT ACADEMIC WORK 

A prime classroom management task is establishing a reasonable set of procedures and 

expectations to regulate academic work.  Students' work behavior will improve if students know 

what is expected of them. 

 

A grading system must be implemented that is consistent with school policy and that reflects 

quality of student work.  The elements of the grading system and the percentage that each activity 

contributes to student grades should be carefully explained.  These guidelines will signal to 

students the importance of each exercise or assignment. 

 

A system must be developed for monitoring progress and for giving students feedback about their 

work.  Early interventions with students who skip assignments or perform poorly may help to 

prevent failure. 

 

Some effective classroom managers have students keep a record of their own work as a way of 

encouraging responsibility and self-monitoring. 

 

Student assignments and related work requirements must be communicated clearly.  The teacher 

should explain assignments in a way that creates no misunderstanding. 
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Course syllabus' including all of the above will be given to all students at the beginning of each 

year or semester. 

 

 

 

 

SETTING EXPECTATIONS FOR BEHAVIOR 

Teachers should identify expectations for student behavior and communicate those expectations to 

students.  Clear expectations also help the teacher monitor the classroom and give early feedback to 

students.  Rules and procedures are the most common explicit expectations.  A small number of 

general rules that emphasize appropriate behavior may be helpful.  A rule or two prohibiting 

particular misbehaviors may also be useful, but the overall tone should be positive. 

 

General rules alone will not adequately convey expectations for behavior, however, because 

desirable student behavior may vary depending on the activity.  Expectations for student talk 

during discussions or teacher presentations will be different from other activities.  Explicit 

expectations for the following procedures are helpful in creating a smoothly functioning classroom. 

 

Beginning and ending the period, including attendance procedures and what students may or may 

not do during these times. 

 

Use of materials and equipment such as the pencil sharpener, storage areas, supplies and special 

equipment. 

 

Teacher led instructions. 

 

Seatwork. 

 

Independent group work such as laboratory activities or small group projects. 

 

School wide regulations -- particularly safety procedures -- should be explained carefully.  This 

requires, of course, that the teacher have a clear concept of the regulations so that he or she can 

convey clear expectations to the students either by stating what is appropriate or by giving 

corrective feedback.  Initially students are inclined to be cooperative, but without workable 

procedures some eventually will behave in unacceptable ways.  Indeed, the teacher may lose sight 

of the potential problem until it has gotten beyond control. 
 

STANDING COMMITTEES 
 

DEPARTMENTAL COMMITTEE:  The purpose of the Departmental Committee is to serve as 

liaison between the instructional area and the Principal.   

Members: Language Arts    Special Services 

Mrs. Munro, Chairperson   Mrs. Ray, Chairperson 

  Mrs. Martin     Ms. Harris 

  Mrs. Ludwig     Mrs. Timmons  

  Mrs. Floyd      

  Ms. Sellers 
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  Mrs. Cunningham 

 

  Mathematics     Fine Arts 
  Mrs. Behrendt, Chairperson   Ms. Moore, Chairperson 

  Mrs. Tufanio     Mrs. Steiger 

  Mr. Olson                Mr. Hudson 

   

   

  Health/P.E.     Social Studies 
  Mr. Joseph, Chairperson   Mr. Duarte, Chairperson 

  Ms. Bouckaert     Mr. Garber 

  Mr. Montalbano    Mr. Tucker 

         

 

  Practical Arts     Science 
  Mrs. Bouse, Chairperson   Mrs. Joseph, Chairperson 

  Mrs. K. Smith     Mr. Krodinger 

  Mr. R. Siwak       Mrs. Stack 

  Ms. D. Pilkenton     

  Ms. H. Bush 

  Mr. D. Riley 

  

   

LEADERSHIP TEAM:  The purpose of the Leadership Team is to develop programs and 

activities to improve the overall atmosphere and functions of the school and to increase student 

success.  The Leadership Team will meet in the high school conference room as needed. 

 

TEACHER EVALUATION 

It is the policy of the Crawford County R-II Board of Education that teachers receive formal 

evaluations.  The evaluation is intended to: 1) assist teachers in becoming better teachers, 2) protect 

students from ineffective instruction, and 3) improve the instructional process for the students.  For 

the purpose of teacher evaluation, an evaluation cycle has been developed to allow for all certified 

staff to be evaluated.   

 

EVALUATION CYCLE 

 

1. Formative Phase 

a. Observations  

1. A series of unscheduled observations (walk though observations) will be 

conducted on all teachers.  Evaluation will key on the predetermined indicators.  

Unscheduled observations will occur approximately 6 – 8 times throughout the 

school year. 

2. During the unscheduled observation, the administrator will observe the 

classroom for approximately 10-20 minutes.   
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3. Once the administrator has completed the unscheduled observation, the 

observation will be scored and e-mailed to the teacher. 

b. Post-Observation Conference 

1. This conference will be held after any observation. 

2. The principal and the teacher will sign the observation form implying that the 

document has been discussed. 

3. A copy of the evaluation form will be kept on file by the principal and a copy 

will be provided to the teacher. 

c. Job Targets for Teachers 

1. Job targets are precise objectives stated in measurable terms. 

2. Job targets may be identified by either teacher or evaluator. 

3. Job targets will remain in effect until satisfactorily completed. 

4. Job targets may be complex or simple, depending on the degree of agreement 

between the principal and the teacher. 

 

2. Summative Phase 

a. The summative phase is the review of all data pertaining to the performance of the 

teacher. 

b. The date will be shown and recorded on the summative evaluation report.   

c. The summative report will indicate the progress or lack of progress that the teacher 

made on the predetermined indicators.   

d. The summative report will also contain a comment area that can be used to document 

areas of weakness or areas of strengths. 

e. A summative evaluation report conference will be scheduled for all probationary 

teachers each year.  It may be necessary to have more than one such conference.  

Tenured teachers will receive a summative at least once every three years. 

f. Both the principal and the teacher will sign the summative evaluation report.  The 

signature implies that the document has been read and discussed. 

g. A copy of the summative evaluation report will be provided to the teacher, kept on file 

by the principal, and sent to the central office for the teacher’s personnel file. 

h. A Professional Development Plan may be developed for the following year by the 

teacher using the areas of concern documented in the summative report. 

 

3. Appeal Process 

Teachers have the right to appeal the conclusions of the summative evaluation report to the 

principal, Superintendent of School, and if necessary, to the Board of Education. 

 

4. Informal Evaluation 

a. A variety of informal tools may be used to assess all teachers each school year. 

b. Types of informal evaluation may include: 

1. Periodic collection of lesson plans. 

2. Written information turned in by the teacher (notes to parents, class bulletins, etc.). 
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3. Items turned in by the teacher for consideration. 

 

 

 

 

 

 

ADMINISTRATION PROCEDURES 

 

ACCIDENTS 
When an accident occurs in an area near the teacher's teaching station or in presence of the teacher, 

the teacher should report the accident to a building administrator and fill out an accident report 

form, which may be obtained in the Principal's office.  This should be done as quickly as possible 

after the accident while facts are fresh at hand.  If the teacher does not witness the accident, they 

should provide a list of names of people who were at the scene. 
 

ARRIVAL AND DEPARTURE TIME FOR STUDENTS 
Students should be discouraged from arriving at school before 7:45am.  If they do arrive before 

7:45am, they should be informed that they must stay in the commons area until the 7:35 am bell 

rings. 

 

School is dismissed at 2:45 unless students are involved with extracurricular activities.  Students 

will not be allowed in the building after 4:00pm except when they are under direct supervision of a 

sponsor. 
 

ARRIVAL AND DEPARTURE TIME FOR TEACHERS 
Teachers are to arrive and depart from school at 7:30 am and may leave at 3:15 pm. 

Teachers should notify the Principal's office before leaving the school building during the day.  

Occasionally, department meetings may be held on Fridays.  On those occasions teachers should 

arrive by 7:00 am, and may leave as soon as all busses have left. 
 

 

ASSEMBLIES 
Students will be released at a pre-arranged time for assemblies.  Students will be assigned areas by 

grades or by teacher. 

l.   Spend some time in your first hour class discussing proper audience courtesy. Help build 

     a constructive attitude toward assemblies. 

 2.  Be sure all of your students are sitting in the area assigned to you. 

 3.  Teachers are not to block the doorways to the gym.  They are to take a seat where they 

      can help with the supervision of the assembly. 

 4.  Remain with your class until it is dismissed. 

5.  Report any students not sitting with their assigned groups and any who misbehave 

     Habitual offenders will be denied the privilege of attending assemblies. 
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ATTENDANCE PROCEDURES FOR TEACHERS 
Because teachers play such an important part in contributing and encouraging good attendance, the 

following procedures are expected: 

1.  Show students that you are interested in their attendance.  This can be accomplished in a  

     variety of ways. 

 2.  Work with students who have been absent from class. 

 3.  Enter attendance within the 1st five minutes into S.I.S. 

 4.  Make a list of students, for teachers and office, of all students attending your field trips. 

 5.  If you keep a student after class, make sure he/she has a properly signed note  

                 with an explanation for the next teacher. 

 6.  If a student leaves your room, make sure he/she has a hall pass or is 

      carrying his/her student handbook. 

 

7. ALLOW STUDENTS TO LEAVE YOUR ROOM ONLY FOR EMERGENCIES AND  

ILLNESS 

 8.  Provide challenging and rewarding classroom activities for students who are present. 
 

BUDGET 
Near the end of first semester, teachers will be asked to submit a budget for the up-coming school 

year.  The following procedures will be used: 

 l.    The department chairperson should inform the Principal of any major budget needs in 

                  his/her department prior to the time the staff will work on the budget. 

2. Each department will be given a figure of instructional supplies, equipment and  

      textbooks which the department must stay within. 

3. The department will then meet to discuss each teacher's needs and distribute the money 

      within the department. 

4. Each teacher will then fill out requisition forms to be turned in to the Principal on the 

     designated date. 

 

BULLETIN BOARDS 
Bulletin boards should be attractive, educational, and informative.  They should be changed 

frequently to correspond to the interests and activities of the class.  Teachers are encouraged to 

make bulletin boards that are relevant to the unit being taught.  Do not use tape (scotch or masking 

tape) to tape materials to the wall. 
 

 

BULLETINS 
A daily bulletin and monthly calendar will be published.  Information for the daily bulletin should 

be turned in before the beginning of the fourth hour for Gold days and eighth hour for Black days.  

Special announcements and recognitions will be read over the intercom at 8:00 when deemed 

necessary. 
 

CARE OF THE CLASSROOM 
The teacher will determine if the blinds need lowering, drapes need adjusting, a window raised, 

etc., during the school day.  All windows are to be closed and locked, blinds all the way down, and 

lights turned off at the close of the school day.  The top of the desk is to be cleaned daily before the 

teacher leaves the classroom.  Bookcases in the classroom are to be kept in a manner that presents 
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an attractive appearance at all times.  Chalkboards should be cleaned only with the erasers 

provided.  If a teacher needs his/her chalkboards cleaned, contact the Principal.  Do not attach 

anything to wooden doors in the building.  Do not attach anything to painted walls with tape. 
 

CHILD ABUSE AND NEGLECT 
Teachers are reminded that they are required by law to report any instances of child abuse or 

neglect which they have knowledge of or reason to suspect.  Teachers should report any suspicion 

of child abuse or neglect to the building principals or guidance counselors.  In the event that none 

of these individuals are available, teachers may call the Child Abuse Hotline.  The Child Abuse 

Hotline number is 1-800-392-3738. 
 

 

CLASS SPONSOR DUTIES 
1. The Head Sponsor is to compile a list of class activities and delegate the various 

activities to the class sponsors.  Being class sponsor should not become the burden of 

any one individual. 

2. Class sponsors will meet as groups and decide on procedures for arranging class 

meetings and activities.  All activities and meetings need to be scheduled through the 

Principal. 

3.   Prom will not be the sole responsibility of the junior class sponsors.  We will form                                                                                                                                              

committees, made up of all teachers, to handle the various responsibilities associate with 

Prom. 

 4.   Senior class sponsors will assist with graduation. 
 

   

Freshmen Advisors   Sophomore Advisor 
  Mr. Tucker    Mr. Duarte 

  Mr. Krodinger                                     Mrs. Ludwig* 

  Mrs. Martin    Mrs. E. Joseph 

  Mrs. Timmons                                             Ms. Harris 

  Ms. Bouckhaert   Mrs. Tufanio 

Mrs. Behrendt *   Ms. Moore 

                  Mr. Siwak 

        

 

  Junior Advisors   Senior Advisors 
  Mr. Garber    Mrs. J. Ray 

  Mr. Hudson                          Mrs. Bouse* 

Mrs. Munro        Mrs. Floyd  

  Ms. Steiger     Mr. Montalbano 

Ms. K. Smith    Ms. Pilkenton 

Mrs. Stack*               Ms. Bush 

  Mr. Riley               Mr. B. Joseph  

     Mrs. Cunningham 

     Ms. Sellers 

     Ms. Olson 
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*Head sponsor for 2019-2020 school year 

 

 

COPY MACHINE 
There are two copying machines available to teachers.  Both copier are high speed; please use the 

backroom copier for jobs over 25 copies.  Students are not to use the copying machines.  The 

secretaries are only available to complete emergency copying requests for teachers. 

 

CUSTODIAL SERVICES 
If you should need special cleaning or repairs, please fill out a work order form that can be obtained 

in the office.  If the services can be handled immediately, contact a building custodian and let them 

know what needs to be done. 
 

DAMAGE TO SCHOOL PROPERTY 
Any damage that is done to school property maliciously or by accident should be reported to the 

Principal's office.  If the damage is something that can be repaired, fill out a work order form 

describing what needs to be repaired. 
 

 

DISMISSAL OF SCHOOL DUE TO INCLEMENT WEATHER 
If it becomes necessary to dismiss school early or to dismiss school for the entire day because of 

undesirable weather, you will receive a phone call courtesy of Bright Arrow.  School closings will 

be announced over the following:  

 

RADIO: 

KTUI – 1560AM KTTR – 1490AM/99.7FM KZNN – 105.FM KDAY – 

103.1FM KXMO – 95.3FM KKID – 92.9FM 

 

TV:  

KSDK – CH5  KMOV – CH4  KRCG – CH13 FOX – CH2 

 

DISCIPLINE 
 

MANAGING INAPPROPRIATE BEHAVIOR: 

Most inappropriate behavior in classrooms is not seriously disruptive and can be managed by 

relatively simple procedures that prevent escalation.  Minor misbehaviors such as excessive talking, 

movement around the classroom, play, prolonged inattention, or failure to follow instructions 

should not be ignored unless they are likely to be of brief duration.   

 

The way the teacher reacts to unacceptable behavior is a clear signal to students about what will 

and will not be tolerated.  Effective classroom managers practice skills that minimize misbehavior.  

They monitor students carefully and frequently so that misbehavior is detected early, before it 

involves many students or becomes a serious disruption. 

 

They take prompt action to stop inappropriate behavior, usually unobtrusively, so as not to interrupt 

the instructional activity or to call excessive attention to the student.  Unobtrusive strategies for 

handling inappropriate behavior include the following: 
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 Moving close to the offending student or students; making eye contact; 

 giving a nonverbal sign to stop the offensive behavior. 

 

 Calling a student's name or giving a short verbal instruction to stop the 

 behavior. 

 

 Redirecting the student to appropriate behavior by stating what the  

 student should be doing; citing the applicable procedure or rule. 

 

When several students are involved, an effective strategy is to refocus class attention. 

The teacher might say, "Everyone look at the overhead projector and read the first line with me," or 

"I need to see everyone's eyes looking here," or "Turn to page 75 and locate the picture of the 

paramecium."  The object of such a strategy is to create a behavior that is incompatible with the 

disruptive activity, but does not cause a disruption of instruction. 

 

More serious disruptive behaviors such as fighting, continuous interruption of lessons, and refusal 

to follow reasonable procedures or rules cannot be dealt with unobtrusively.  These students should 

be sent to the Principal with a discipline referral.  Teachers should also call to inform the office that 

a student has been sent out of the classroom. 

 

PROMOTING APPROPRIATE USE OF CONSEQUENCES 

In secondary school classrooms, the most prevalent POSITIVE consequences are intrinsic student 

satisfaction resulting from success, accomplishment, good grades, social approval, and recognition.  

If the teacher is skillful in motivating students to a level that ensures real interest, student 

performance and good grades will help to promote good behavior. 

 

Nearly all students will work on assignments that affect their grades, as long as the task is not 

beyond their ability and resources.  Students must be aware, of course, of the connection between 

tasks and grades.  The connection must be made explicit and the teacher should avoid giving mixed 

signals such as, "I want you to learn this, but I won't test you on it," or "This assignment is 

important, but it won't be graded." 

 

Negative consequences, or punishments, are a part of the classroom environment too.  Punishments 

range from relatively mild forms such as criticism or after-school detention to stronger forms such 

as suspension or expulsion. 

 

Frequent use of punishment is associated with poor classroom management and generally should 

be avoided.  When used, punishment should be related logically to the misbehavior. 

Requiring students to repair or replace damaged material is more logical than assigning detention.  

When a "logical" punishment cannot be used, then students should be provided with a clear 

rationale for what does happen. 

 

Milder punishments are often as effective as more intense forms, and do not arouse as much 

negative emotion.  Misbehavior is less likely to recur if a student makes a commitment to avoid the 

action and to engage in more desirable alternative behaviors. 
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Consistency of enforcement is a key factor.  If a student receives disapproval or punishment on one 

occasion but is reinforced at other times, higher levels of the misbehavior may occur. 

 

Sometimes teachers use check or demerit systems, with detention to punish misbehavior.  Such 

systems have advantages and disadvantages.  They are usually simple to use, involve mild 

punishment, and make it possible to handle inappropriate behavior without seriously disrupting on-

going activities.  The primary disadvantage is that the systems are manipulative and too easy to 

use; as a result, they may be overused.  The more positive preventative approaches described earlier 

in this handbook are more effective. 
 

 

 

 

 

DISCIPLINE REFERRAL FORMS 
When it becomes necessary for a teacher to send a student to the Principal's office, fill out the 

referral form on SIS.  Use one form per student, as the parents are notified each time a student is 

sent to the office.  Forms not filled out correctly will be returned to the teacher. 
 

Classroom Discipline 

The teacher will develop a list of rules for their class and actions they will take if a student violates 

the rules.  This is to be turned in to the Principal before the first day of school.  These are some 

useful guidelines: 

 1.  Referral to the Principal should not necessarily be the first action to be taken 

      in the case of a disciplinary problem. 

 2.  A private conference between teacher and student can go a long way 

      toward solving a problem. 

 3.  Contact with the parent can often be helpful. 

 4.  Try to give the student a chance to explain his/her behavior.  Perhaps a  

      search for the reasons may prove enlightening. 

 5.  Study and understand the unique characteristics of adolescents.  Such  

      things as peer pressure, physical changes, the need for recognition, the 

      groping for maturity, and rebellion against adult authority all influence 

      adolescent behavior. 

 6.  Students must experience success.  If a student always fails, he/she 

      will attempt to be successful in disrupting the class. 

 7.  Try to learn as much as you can about the background, environment, 

      home life, interests and abilities of your students. 

 8.  Be consistent in your approach to discipline problems.  Students have 

indicated that firmness is the quality they most appreciate in good teachers. 

 9.   Do not threaten or promise unless you can, and intend to, fulfill the 

       threat or promise. 

 10. Be firm, but with understanding.  Do not use sarcasm as a tool to affect 

       good discipline. 

 11. Accept the fact that many students regard you as the enemy.  You have 

       to win acceptance.  Do this with your honesty, industry, fairness, and 

       consistency. 
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EMERGENCY DRILLS 

Report All Hazards 

All school employees are to be on the lookout for hazards in the school building or on the grounds.  

Such hazards shall be reported to the building Principal as soon as possible. 

 

Drills 

In order to protect the safety of students, periodic fire and tornado drills will be conducted.  

Cooperation and discharge of delegated responsibilities are required of teachers and all other 

members of the school staff.  A description of these delegated responsibilities and procedures 

follow in this handbook. 
 

 

 
 

EVALUATION CYCLE 

 

All staff of the Crawford County R-2 School District have the opportunity to grow professionally 

through a systematic support process that includes administrator observation, teacher self-

reflection, summative evaluation, and a professional development plan.  Every certified staff 

member will annually complete the evaluation process. 

 

Based on the year to receive tenure in the CCR2 district, teachers are classified to a group: 1st & 2nd 

Year Non-tenured teachers, 3rd & 4th Year Non-tenured teachers, or 5th Non-tenured & Tenured 

teachers.   

 

● 1st & 2nd Year Non-tenured teachers receive a minimum of seven (7) observations which 

includes a short, 10-minute walkthrough observation in August then three (3) additional per 

semester. 1st / 2nd Year Non-tenured teachers receive 2 scheduled observations (1 per 

semester).  

 

● 3rd & 4th Year Non-tenured teachers receive a minimum of four (4) observations which 

includes a short, 10-minute walkthrough observation in August then three (3) additional 

throughout the year. 3rd / 4th Year Non-tenured teachers receive 1 scheduled observation 

during 1st semester. 

 

● 5th Non-tenured & Tenured teachers receive a minimum of three (3) observations which 

includes a short, 10-minute walkthrough observation in August then one (1) additional per 

semester. 5th Year Non-tenured / Tenured teachers receive 1 scheduled observation during 

1st semester. 

 

***These are minimum standards.  Administration reserves the right to add additional 

observations as necessary to support teacher effectiveness and student achievement*** 

 

Teacher self-reflection and summative evaluation forms become available February 1 each 

year.  All summative evaluations must be completed prior to the March board of education 
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meeting.  The teacher’s professional development plan becomes available once the summative 

evaluation is complete and is due prior to end-of-the school year checkout. 
 

Appeal Process-Teachers have the right to appeal the conclusions of the summative evaluation 

report to the principal, Superintendent of School, and if necessary, to the Board of Education. 

 

FACULTY MEETINGS 
Teachers are expected to attend all faculty meetings unless prior arrangements are made with the 

Principal.  All faculties are expected to attend weekly PLC meetings as set forth by the Principal.  

Faculty and Department Head meetings will be scheduled as deemed necessary by the Principal. 
 

FIELD TRIPS 
 1.  Club and team trips must be approved by the Principal. 

 2.  Curriculum related field trips must be approved by the Principal. 

 3.  All field trips must be approved 4 days in advance of the trip by the 

      Principal.  The club or organization must have money in their account to 

      cover the cost before the trip will be approved. 

 4.  If more than your class is going to be missed, students must have a  

      field trip permission slip signed by all the teachers whose classes the  

      students will miss. 

 5.  Sponsors do not need to use field trip permission forms for contests 

      or athletic events.  However, a list of students going is to be given to  

      the office prior to your departure. 

 6.  Any student participating in the field trip must have a permission slip 

      signed by their parent or guardian.  The forms may be obtained in the  

      high school office and must be on file before the student will be allowed 

      to participate. 
 

GRADING SCALE AND GRADING POLICY 
All students should be graded in relationship to the maximum standards of achievement in the 

designed course.  Consider the actual mental and physical abilities of the student, then compare 

what he/she has accomplished during the grading period with the standards you have set for your 

class.  Students should receive a grade based on the quality of work completed as compared to your 

estimate of the student's ability. 

 

The letter grades A, B, C, D, & F are used with D- being the lowest passing grade. 

If your grade distribution has a large number of failures (10 percent or more), let the Principal 

know so he will be better able to answer any questions that might arise. 

The grade of "I" will be placed on a student's report card when work is incomplete because of 

illness or some excused absence.  It is NOT to be used for a student that has time to complete his 

assigned work. 

 

The meaning of the F grade:  the student has not achieved a passing grade but is capable of 

achievement of such a grade and would benefit from repeating the course.  If no effort has been 

made, regardless of ability, the student should fail. 
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A complete record of attendance, test scores, etc., will be recorded in your grade book.  Please 

make sure all entries are legible.  It will be up to the teacher's grade book to justify a student's 

grade.  You will be backed 100 percent on your grading, but please assure that you are able to 

substantiate any grade given.  The quarter grade is considered a progress grade and the semester 

grade, which is recorded on the permanent record, indicates the student's achievement for the 

semester.  High school teachers are to use the first quarter percentage and the second quarter 

percentage to determine the semester grade. 

 

All teachers are required to update each class’s grades once a week onto S.I.S. 

 

GRADING SCALE 
All high school teachers are required to use the following scale: 

 

 100 - 95    A  83 - 80     B-  69 - 67     D+ 

  94 - 90     A-  79 - 77     C+  66 - 63     D 

  89 - 87     B+  76 - 74     C  62 - 60     D- 

  86 - 84     B  73 - 70     C-  59 -          F 

 

GUEST SPEAKERS 
Teachers wishing to utilize guest speakers as resource people are encouraged to do so. 

All guest speakers must be approved by the Principal before an invitation is extended to the guest. 

 

RESTRICTIONS ON STUDENTS LEAVING THE CLASSROOM; 
 1.  Going to the restroom (and then occasionally) is about the only reason 

      to allow a student to leave your classroom. 

 2.  Do not let students leave the classroom to use the telephone.  If they 

      are to call home at a given time, the office will inform you and the student. 

 3.  Do not let students leave to go see another student.  This disrupts two classes. 

 4.  Do not let students leave to see another teacher. 

 5.  Do not let students leave class to come to the office to pay fees, look up 

      student schedules, etc., unless called by the office. 

 6.  When sending them to the Library, use passes only and indicate time left 

      for the Library and times returning to the classroom. 

 7.  DO NOT ALLOW STUDENTS TO GO TO THE NURSE’S OR COUNSELOR’S  

      OFFICES UNLESS THE TEACHER HAS ALREADY CALLED THE NURSE OR   

      COUNSELOR. 

 

ILLNESS OF A STUDENT 
If, in your opinion, the student who is ill is not in any danger, send that student to the 

Principal's office so the nurse can be contacted.  If you feel it is an emergency, send the sick 

student directly to the nurse's office with a reliable student and report to the office what has 

transpired.  If you feel the student cannot make it to the nurse, call or send someone to the office 

and we will get help. 

 

INVENTORY 
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Keep an up-dated, on-going inventory of all materials and equipment which are your responsibility.  

Keep equipment and teaching areas in good order.  At the end of each school year, you will be 

expected to up-date the inventory provided by the Superintendent's office. 

 

KEYS 
DO NOT LOAN YOUR KEYS.  If you do, you become responsible for the school building.  A 

record of keys in your possession should be turned in to the office.  If you have a padlock in your 

room or department, make sure there is a key for it on file in the office.  Your keys will be turned in 

at the end of the school year. 

 

LESSON PLANS 
The teacher will have evidence of an organized, systematic course of instruction geared to the 

needs of the student.  Each unit the teacher presents to his students will have a well organized set of 

measurable objectives that relate directly to the approved curriculum guides.  Teachers are free to 

use their own form for organizing their lesson plans.  Teachers will have their Unit Objectives & 

an Agenda posted on the board for their students every day. 
 

LIBRARY 
Learning Resources Center (LRC):  The learning resources center program is a plan to assist the 

staff and students to meet the educational goals and objectives of the school through the integration 

and utilization of learning resource materials and services in the instructional process.  Several 

services offered to the faculty by the LRC include the following:  notification of new materials 

received by the LRC, lists of current audiovisual materials and equipment, teacher orientation of 

the LRC, lists of books received by the LRC, reserved usage of the LRC, instruction in how to use 

and repair all A-V equipment provided by the LRC, and selecting and compiling lists of resources 

in all educational areas.  The provision of quality learning resources services require the active 

cooperation between the classroom teacher and the learning resources staff, therefore, the learning 

resources staff wishes to encourage faculty input and suggestions concerning the services offered 

by this LRC. 

1. Teachers are to schedule the use of audio-visual equipment with the Librarian.  This should 

be done in advance of the date needed. 

2. Teachers are to accompany their classes to the media center.  You are responsible for your 

class when using the media center. 

3. Library hours will be from 7:45am to 3:30pm.   

4. Open Library will be held every Tuesday & Thursday evenings from 6:00-8:00pm and on 

Monday, Tuesday, Wednesday, & Thursday mornings from 7:00-8:00am.   

 

LOANING OF SCHOOL PROPERTY 
Any property that belongs to the Crawford County R-II School District should not be loaned to any 

outside group or person without the permission of a building Principal or Superintendent.  Please 

ask the secretaries for the proper form to be completed. 

 

LOST AND FOUND 
Lost and found items will be kept in the high school office during the school year.  If something is 

left in your classroom, keep it and display it until your classes have met one time, then turn it in to 
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the office.  If the item involves books, turn Library books in to the Librarian and textbooks to the 

proper department. 

 

MEDICATION 
Other than first aid, no medication will be given at school.  Students who take medication of their 

own themselves must bring a form to school signed by the parents and their physician (see board 

policy 2870).   

 

 

 

 

MAIL BOXES 
Teachers will be provided with boxes that should be visited regularly every day.  PLEASE KEEP 

THEM CLEANED OUT.  A card will be put in your mailbox when there is a package too large to 

fit the box. 

MONEY 
Teachers who have resale money, or conduct a fund-raiser should turn the money in to the high 

school office at the end of the day.  No money should be kept in the classroom over night.  Money 

will be transferred to the Superintendent's office daily.  The Superintendent's secretary will count 

the money and a receipt will be written for the amount deposited and sent to you for your records. 

 

Freshmen Orientation 
There will be a Freshmen Orientation for the 9th graders entering High School (see calendar).  All 

teachers will attend. 

 

PARENT-CONFERENCE GUIDELINES 
Most parents are quite anxious for their children to succeed in school.  A rewarding experience for 

both parents and teacher is the parent-teacher conference when information and ideas about the 

student's progress or problems are exchanged.  Some important points to keep in mind: 

 1.  Put the parents at ease. 

 2.  Give the parents an opportunity to express themselves freely. 

 3.  Show understanding for parent-teenage problems and understand the  

      parent's point of view. 

 4.  Conduct yourself in a manner that will instill confidence in the parent's 

      appraisal of your comments and actions. 

 5.  Learn the parent's attitude, opinions, defenses and/or rationalizations  

      concerning their son/daughter, then speak frankly to the parent concerning 

      the problem. 

5. End the conference on a positive note. 

 

PARTIES 
Parties will be held to a minimum.  Teachers should get clearance from the principal before having 

any parties. 

 

PERSONAL LEAVE REQUEST 
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Two days per year may be granted for the transaction of any employee's business which cannot be 

completed at times when school is not in session. Request shall be made in writing (using the 

"Request for Day(s) Off" form) at least two (2) days before the date.  Requests for personal days 

before and after a holiday or during the last two weeks of school should be avoided. 

 

PURCHASE ORDERS 
Teachers will submit a requisition to be approved by the Principal and Superintendent.  Only after 

the purchase order is signed should the teacher purchase the item.  There are exceptions to this, but 

teachers should get permission before making any purchase. 

 

SECURING A SUBSTITUTE 
1. Notify the Assistant Principal between 5:30 and 6:30am if you will not 

      be in school that day.   

 3.  Place the following materials in your substitute folder to assist 

      the substitute in case you are absent:  seating charts, class schedule  

      information, and an emergency lesson plan in case you are gone and 

      could not prepare instructions for the substitute. 

 3.  Lesson plans should be provided for the substitute.  If you are out for 

                 more than two days, a complete set of plans will be necessary. 

 4.  Upon your return to work, fill out your absence report form, and return 

      it to the high school office. 

 

STUDENTS BRINGING VISITORS TO SCHOOL 
All visitors, including parents, must have a pass from the office.  Visitors are expected to register in 

the secretary's office.  The school district discourages the practice of student visitors attending 

class.  Only emergency cases will be considered. 

 

STUDENT TEACHERS 
Student teachers will be assigned the following procedure: 

 1.  The sending college should contact the Superintendent. 

 2.  The Superintendent and Principal will meet and discuss our options. 

 3.  The supervising teacher will be contacted and the student teacher applicant 

      will be discussed. 

6. If the supervising teacher agrees, the sending college will be notified. 

 

SUPERVISION OF STUDENTS 
Teachers are employed to teach.  However, to create the atmosphere for learning, teachers need to 

take part in the supervision of halls, restrooms, gym, cafeteria, and school grounds.  All teachers 

will be expected to be outside their room at 7:50am and at the beginning and end of each period.  If 

a teacher is having a problem with a student in the hall, other teachers in the area should assist that 

teacher.  Teachers have the same authority outside the classroom as in the classroom. 

 

GENERAL INSTRUCTION 
 1.  Students should not be left unsupervised in any part of the building during 

      the school day.  Do not give students permission to go to other rooms, 

      unless you wish to take the responsibility of supervising them. 
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 2.  Be aware of the contents of the Student Handbook and report  

      any infractions to the Principal. 

 3.  Do not give room keys to students under any circumstances. 

 4.  Students are expected to use the restrooms and go to their lockers 

      between classes and not during class periods.  Let students know early 

      in your classes that this dismissal will not be tolerated.  Teachers can 

      usually determine when an emergency exists.  If a student is sent to the 

      restroom make sure a hall pass is issued. 

 5.  If you are experiencing a problem with a student in class; tardies, grades,  

      behavior, etc., do not hesitate to contact the parents by phone.  Parents 

      want to be kept aware of their child's progress and behavior in school. 

 6.  All students wishing to see the school nurse must first obtain a hall pass 

      from his/her teacher and report to the Principal's office for permission. 

 7.  Schedule all activities with the activities director. 

 8.  Supplies are housed in a central location for all R-II staff.   

           9.   Teachers are not to make a habit of detaining students, causing them 

      to be late for another class.  If the student is late, the teacher must  

      write the detained student a pass. 

           10. If a student is sent out of class, he/she must have a pass. 

           11. Teachers are to complete a maintenance request form for any repairs 

      or maintenance needed in their classroom.  The completed forms are  

      to be signed by the Principal. 

           12. Teachers are to be in their doorway during class change. 

           13. Teachers are professionals and examples to the students, therefore, 

                 you are expected to dress and groom in an appropriate manner. 

JEANS are allowed on Friday’s as long as they are accompanied by a black, white or 

gold shirt with the school logo on the left chest.  

 

SUPERVISION OF AFTER SCHOOL DETENTIONS (ASD) 
Teachers may require a student to stay after school on Tuesdays and Thursdays. The teacher must 

provide the necessary work in order to keep the student busy while serving the ASD.  Also, it will 

be necessary to notify the parents in advance concerning the day and time involved.  This period 

should be arranged for those students who continually interrupt a class or who persistently refuse to 

do the assigned classroom work either in or out of class.  In other words, there must be a reason for 

keeping the student after school.   

 

After school detentions will be assigned one week in advance.  All ASD's for this week will be for 

next Tuesday or Thursday.  When a teacher makes an assignment, give the secretary the student's 

name and the date you wish the student to serve the ASD by completing the After School Detention 

Form available in the office.  The secretary will compile a list of students assigned ASD each 

Tuesday and Thursday for the supervisor of ASD that week.  The teacher supervising ASD will 

inform the administration of any student which does not report for the assigned ASD by indicating 

referral for further disciplinary action on the ASD form. 

 

CLASSROOM TARDIES (kept by quarter) 
This policy is designed for use during each nine-week grading period. 
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1.  Tardiness is a classroom management problem and will be handled by the office with                  

assistance from the staff.  We will use the “tardy sweep” protocol. 

 2.  A student must be in the class before the bell rings or he/she will be considered tardy. 

 3.  If the tardiness is caused by another teacher detaining the student, the student should 

                 obtain a pass from the teacher who detained him/her before going to the next class. 

 4.  The following procedure will be used regarding tardies: 

  a.  First tardy - warning from the teacher. 

  b.  Second tardy - assigned one (l) after school detention. 

  c.  Third tardy - assigned one (1) Saturday school. 

  d.  Fourth tardy - assigned two (2) Saturday school. 

  e.  Fifth and sixth tardy - assigned three (3) days in-school suspension 

       and a parent conference will be held. 

  f.  Seventh tardy and each tardy thereafter - suspended for one (l) 

      day out-of-school suspension and a parental conference will 

      be held. 

 

TEACHER SUPPLIES 
Grade books and planning books will be distributed at the beginning of each school year. 

 

TELEPHONE USAGE 
Phones in the classrooms may be used for local and toll-free calls. 

Long-distance calls must be cleared through the Principal's secretary.   

 

TEXTBOOKS 
 1  For a temporary record of the book issued, enter the number of the book by the student's 

                name on the class roster given by the office. 

 2  For the permanent record, enter the student's name, number of book issued, and condition 

               of the book in the space provided in your grade book. 

 3. When assigning the condition of a textbook as it is issued to a student, use the following 

                symbols: 

   N = NEW   G = GOOD 

   F = FAIR   P = POOR 

 4.  At the end of the term or semester, the teacher will collect the textbooks 

     that have been issued to the students in his/her class. 

 5. When assignments are completed in the textbook, the teacher will 

      collect the textbook from the student. 

 6.  The day preceding your collection date, check each student's book 

      against the number of the book charged to him/her.  In the event a student  

      has no book, or has a numbered book different from the one issued to 

      them, the student will have the opportunity to look for the lost book or 

      correct any discrepancy. 

 7.  If a book is lost, charges will be pro-rated according to the cost of the 

      book not to exceed one dollar per year. 

 8.  If a book is damaged, the charge will be assessed for whatever the textbook will cost. 

 

USE OF THE BUILDING 
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Teachers who plan to use the building for meetings, etc., should advise the 

Principal two or three days prior to the meeting date.  Teachers should not,  

under any circumstances, lend building keys to students. 

 

THERMOSTATS 
Thermostats are pre-set for energy efficiency.  If you want your thermostat changed, 

please submit a work order. 

 

GUIDELINES AND RESTRICTIONS FOR USE OF 

COPYRIGHTED MATERIALS 

 

GENERAL GUIDELINES 
A few guidelines apply to the legality of reproduction of all types of materials.  The fair use 

doctrine should always be followed when determining whether or not to copy any material.  The 

copyright notice should be included on photocopies. 

 

ALLOWED 
 1.  In general, when copying a portion of a work, 10% of the whole is a 

      reasonable guide for copying. 

 2.  All works copyrighted before 1907 are in the public domain and may 

      be copied without applying copyright guidelines. 

 3.  Nearly all government documents may be copied in unlimited quantity, 

      unless they are copyrighted. 

 4.  News, both print and non-print, may not be copyrighted.  It may  

      always be copied.  Be sure it is news.  The format of the news, may 

      be copyrighted. 

 

NOT ALLOWED 
 1.  Copies may never be made to avoid purchase. 

 2.  Illegal copies should not be made on directions for higher authority 

      (teacher, supervisor, Principal). 

 3.  Copies may never be made from consumable materials unless 

      expressed permission is granted in print on the material. 

 4.  Copies may never be made of the same materials in repeated years 

      to avoid purchase. 

 5.  Materials copied without permission may not be filed and used in 

      subsequent years. 

 

If in doubt about your right to copy a particular work, ask your Librarian. 

 

VIDEOTAPES 
"Fair use" for videotapes and films that lack "educational rights" requires the showing as part of a 

"systemic instructional program" in the "face-to-face" teacher/student instructional environment.  

The fair use provision of the copyright act requires six conditions to be 

satisfied to use a 'HOME USE ONLY" videotape in an educational setting.  The videotapes must be 

shown: 



24 

 

 1.  As part of the instructional program. 

 2.  By students, instructors, or guest lecturers. 

 3.  In a classroom or other school location devoted to instruction. 

 4.  In a face-to-face setting or where the students and teacher are in the same general area. 

 5.  Only to students and educators. 

 6.  Using a legitimate copy with the manufacturer's label and copyright notice included. 

 

Public performances of videotapes in educational institutions is prohibited.  Public 

performances of videotapes include the following: 

 

 1.  The videotapes are used for entertainment, reward, recreation, 

      fund-raiser, cultural, or intellectual value, but unrelated to the curriculum. 

 2.  The videotapes are shown in an auditorium or theater before an audience 

      not confined to teachers, staff, and students. 

 

MULTIMEDIA PRESENTATIONS 
In creating a multimedia presentation a student or teacher is likely to deal with 

copyrights on all aspects of the production (video, graphics, music or other sound 

recording, and computer data).  Compliance under the guidelines doesn't mean the 

use is "legal."  It means that the copyright holder agrees not to sue someone who uses their 

materials within these limits. 

 

The new agreement on Fair Use Guidelines for Educational Multimedia provides concrete limits on 

the types and amounts of material that may be included in works created by teachers and students.  

All material used in multimedia works created by students and teachers should be properly cited as 

being taken from the works of others.  Multimedia works may be used only in support of the 

education of students. 

 

RETENTION AND ACCESS 
The new guidelines permit multimedia works made by students to be used in class for which they 

were created.  Teachers may use the multimedia presentations they, themselves, create in face-to-

face instruction, or they may assign students to view the presentations on 

their own.  Teachers may display their own multimedia programs at conferences and workshops.  

There is a finite limit to an educator's right to keep a work created from copyrighted material.  A 

teacher may only keep a work for two years from the time of its first use with a class.  After two 

years, there is no more fair use of the material used in that particular production. 

 

QUANTITY LIMITS 
These guidelines specify the amount of different types of copyrighted materials from a single 

source that may be used in all multimedia projects created in the course of a term. 

The limits PER TERM are: 

 

MOTION MEDIA (film, video, television) - up to 10% or 3 minutes, whichever is less, 

of an individual program. 

 

TEXT (prose, poetry, play, etc.) - up to 10% or 1,000 words, whichever is less, of a novel, story, 

play or long poem.  Short poems less than 250 words may be used in their entirety.  Only three 



25 

 

poems by one poet or five poems by different poets from an anthology may be used.  For poems 

longer than 250 words, only three excerpts from one poet or five from works by different poets in 

an anthology are permitted. 

 

 

MUSIC, LYRICS, AND MUSIC VIDEO - up to 10% but not more than 30 seconds from a single 

work (or combined from separate extracts of a work).  It makes no difference if the work is being 

used as a musical work on its own, or it is an incidental accompaniment to some visual material.  If 

a video clip has music in the background and you can't separate the music from the visual material, 

you will be restricted by the 30 second limitation for music.  If the music is altered in any way, the 

fundamental melody must be maintained and the basic character of the work should be preserved. 

 

ILLUSTRATIONS, CARTOONS AND PHOTOGRAPHS - a work may be used in its entirety 

but only if no more than five images from a single artist or photographer are used in a multimedia 

work.  In addition, if images are taken from a single collective work, no more than 10% or 15 

images may be used.   

 

NUMERAL DATA SETS (COMPUTER DATABASE OR SPREADSHEETS) - up to 

10% or 2500 fields or cells, whichever is less, may be used from a copyrighted database. 

 

HOW MANY COPIES 
An educator may make only two copies (including the original) of multimedia works. 

 

OTHER RESTRICTIONS 
The opening screen of the multimedia work and any accompanying printed materials must contain 

a notice that the work contains copyrighted materials that have been used under the fair use 

exemption of the U.S. Copyright Law.  While teachers and students may make alterations to 

copyrighted material if the purpose is to support specific educational objectives, the author must 

clearly indicate that such alternations have been made 
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Appendix M 

 

FIRE DRILL PROCEDURES 
 

1. All personnel in the building are to take part in the fire drills. 

 

2. The fire alarms within the building will sound. 

 

3. The fire alarm is the signal for teachers to immediately prepare  

 their class to leave the building.  All talking should cease. 

 

4. Pupils should leave in an orderly manner.  The traffic pattern 

     should be posted alongside this notice for ready reference.  It is 

     important that everyone drop what they are doing and  

     immediately exit the building according to the traffic pattern. 

 

 5.  The teacher must: 

  a.  Insist there must be no running, pushing, yelling, talking 

       or crowding. 
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  b.  Keep students quiet and in line when they arrive at their 

       assigned destination. 

c. Count heads and account for every student. 

 

7. Special personnel in charge of students will treat that class as 

     their own and follow the above directions. 

 

8. All students in areas other than the classroom will leave by the 

nearest exit. 

 

9. Everyone should move far enough away from the building to 

     insure safety and allow fire fighting equipment to move in. 

 

10. Teachers will be given an "all clear, return to classroom." statement 

when it is safe to return to the building. 

 

11.  Evacuation of students is your first consideration.  Take time to 

     identify a fire extinguisher near your room in the event a small 

      trash can fire occurs. 
 

Appendix N 

 

TORNADO DRILL PROCEDURES 
  

 1.  All personnel are to take part in the tornado drill. 

2.  The tornado drill alarm is the sounding of a series of short rings 

or a statement via intercom. 

3.  The tornado alarm is the signal for teachers to immediately 

prepare their class to go to the designated area and take cover.  

All talking should cease and windows are to be left alone.   

The teacher must: 

a. Move the students to the Safe Room via your designated                  

route/location. 

b. Insist there be no running, pushing, yelling, talking or 

crowding. 

b. Keep students in correct position (face interior walls on 

knees, chin to chest, arms behind head).  It is extremely 
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important to keep the head down. 

  d.  Count heads and account for every student. 

4. Special personnel in charge of students will treat that class as 

     their own class and follow the above directions. 

5. Everyone should remain in the correct position and in the safety 

area until the "all clear, return to classes" ring sounds.  It will be 

just one ring. 

6. Everyone should understand the difference between a tornado 

    watch and a tornado warning. 
 

  Tornado Watch:  There is a chance of dangerous weather 

         with damaging winds. 
 

  Tornado Warning:  A tornado has been sighted near-by 

           and you should go at once to a safe area. 
 

 

 

 

 

 

 

 

Appendix O 

 

EARTHQUAKE 
 

1. Earthquakes strike without warning, therefore, the teachers 

should direct students to immediately get under desks and/or 

tables.  Physically hold on to the legs of the desk or table where 

possible. 

  a.  Drop and take cover. 

  b.  Turn away from windows. 

  c.  Stay under shelter until shaking stops. 

  d.  Be quiet and listen for instructions. 

 

      People in the gym should move to the locker rooms and get under  

      the benches. 
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2. After the earthquake is over, the Principal may signal an 

evacuation of the building.  The evacuation will proceed as a fire 

drill. 
 


