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PEARSALL JR. HIGH SCHOOL
2011 - 2012
Regular Bell Schedule

Enter Building		         7:50
Tardy Bell	      		7:55

1st period (Class Begins 8:00)		7:55 (tardy bell)    75 minutes
			9:10

2nd period			9:13 (tardy bell)    70 minutes
			10:23

3rd period			10:26 (tardy bell)  70 minutes
		         11:36		       	
_________________________________________

“A” Lunch 		        11:39 – 12:09          30 minutes
4th period	                                   12:09 – 1:19            70 minutes
___________________________________________________________                                                                    
4th period	                                   11:39 – 12:49        70 minutes
“B” Lunch 		        12:49 – 1:19          30 minutes   
____________________________________________________________ 	                                                                      
5th period	                                    1:22 – 2:32           70 minutes                                                                                                              
Homeroom		         2:32 – 2:44           13 minutes 

6th period                                                        2:47 (tardy bell) 70 minutes
                                                                        3:57

Power Hour			4:00 (tardy bell)   30 minutes
			4:30

· There is a 3-minute passing time between each period.





PEARSALL JR. HIGH SCHOOL
2011 - 2012
Assembly Bell Schedule

Enter Building		         7:50
Tardy Bell		      	7:55

1st period (Class begins @ 8:00)		7:55 (tardy bell)     65 minutes
			9:00

2nd period			9:03 (tardy bell)     60 minutes
			10:03

3rd period			10:06 (tardy bell)   60 minutes
		         11:06		       	
_________________________________________

“A” Lunch 		        11:09 – 11:39          30 minutes
4th period	                                   11:39 – 12:39          60 minutes
___________________________________________________________                                                                    
4th period	                                   11:09 – 12:09         60 minutes
“B” Lunch 		        12:09 – 12:39         30 minutes   
____________________________________________________________ 	                                                                      
5th period	                                    12:42 – 1:42          60 minutes                                                                                                              
Homeroom		         1:42 – 1:55           13 minutes 

6th period                                                        1:58 (tardy bell) 60 minutes
                                                                        2:58


Assembly	                                    3:01 (tardy bell)    30 minutes
                                                                        3:31

· There is a 3-minute passing time between each period.	
· 30 minute assemble period include

SCHOOL CALENDAR

First Teaching Day……………………………………………………………August 22, 2011
Last Teaching Day………………………………………………………………May 31, 2012

STUDENT HOLIDAYS
September 5, 2011………………….………..…………………………… Labor Day Holiday
October 10, 2011……………………………………………………………Staff Development
November 21-22, 2011………………………………………Staff Development/Comp days
November 23-25, 2011………..………………………………….…....Thanksgiving Holidays
December 19, 2011 – December 30, 2011 .…..…………………………...Christmas Holidays
January 27, 2011…………………………………………………………..Stock Show Holiday
February 20, 2011 …………………………………………………………..Staff Development 
March 12-16, 2011…………………………….………….………………………Spring Break
April 6, 2011…………….…………………………………….……………......Easter Holiday
April 9, 2011…………….…………………………………Easter Holidays/Bad Weather Day
May 28, 2011….…………….……………………………………..……Holiday/Bad Weather
                          May 31, 2011……………………………………………………Last Day of School/Early Out
              

EARLY OUT DAYS

December 16, 2011              January 13, 2011              May 31, 2011


SIX-WEEKS DATES
First Six Weeks Grading Period…….….….………….…….….…..August 22 – September 30, 2011
Second Six Weeks Grading Period.………….………..…….........October 3 – November 11, 2011
Third Six Weeks Grading Period….……………......................November 14 – January 13, 2011
Fourth Six Weeks Grading Period…………..……..…….........…..January 16 – February 24, 2011
Fifth Six Weeks Grading Period.…………….............……………     February 27 - April 13, 2011
Sixth Six Weeks Grading Period.………….……..…………….………..April 16 - May 31, 2011


TESTING DATES

 March 26….……………………………..…………………,..…STAAR Grade 8 Mathematics
March 27……………….………………………………...……..….. STAAR Grade 8 Reading                                                                                     
March 27………………………………………………………STAAR Grade 7 Writing Day 1
March 28…….……………………………..……..………….. STAAR Grade 7 Writing Day 2
March 28…….…………………………….…..………….. STAAR Grade 7 Writing Make-up
April 24…….……………..………………….…..………….. STAAR Grade 6-7 Mathematics
April 25…….……………..………………….…..……………….. STAAR Grade 6-7 Reading
April 26…….……………..………………….…………..………….. STAAR Grade 8 Science
April 27…….……………..…………..……….…..………….. STAAR Grade 8 Social Studies


                                                                                                




Department Chairs and Lead Teachers


English/Language Arts – Cheryl House, Chair

Math – Kim Wasley, Chair;	
		
Science – Samuel Yanez, Chair

Social Studies – John Hernandez, Chair



CEIC Members

Cheryl House

Kim Wasley

Samuel Yanez

John Hernandez



DEIC Members

Kim Wasley

Gilbert Cantu




INSTRUCTIONAL AND SUPPORT STAFF
2011-2012


All office staff members are required to be on campus for the designated time specified by the principal. Please make sure to clock in daily upon arrival.  .  


The following is a list of support staff and their assignment:

 1.  Leslie Pina			Principal’s Secretary/Bookkeeper
 2.  Bianca Sambrano		PEIMS Clerk
 3.  Noelia Villareal		Asst. Principal’s Secretary
 4.  Anna Perez		Counselors’ Secretary
 8.  Eliseo Martinez		Inclusion Aide
 9.  Iris Vinton			Inclusion Aide
 10. Miranda Gutierrez	Inclusion Aide
 11. Melissa Alcala                 Life Skills Resource
 12. Frances Donnell               Inclusion Aide 


	
All paraprofessionals will have a mid-year and end-of-the- year evaluation.
  	
	
			
Job descriptions, expectations and the evaluation instrument will be reviewed with staff.


Questions and concerns need to be addressed to the Principal.  Please remember we are a team and as such will need to be available to help other team members when necessary.  Everyone is a valued employee possessing skills and talents that are needed to make our school a success.














CAMPUS CLIMATE

Staff morale and campus climate is the responsibility of all staff members.  The freedom to communicate concerns, to raise questions, and to make suggestions for campus improvement and/or change lead to an improved school climate and decreased job-related stress.

Some suggestions may include:
· Create an atmosphere of acceptance.  
· Give praise when praise is due.
· Compliment students on their work to give the feeling of achievement, which is necessary for self-confidence.  
· Adapt assigned work to student abilities.  
· Make certain students understand what is expected.  
· Make each individual feel important to the group.  
· Be consistent with treatment of students and their behavior.
· Be fair.

RIGHTS AND RESPONSIBILITIES OF TEACHERS
Pearsall Junior High School Teachers have the responsibility:
1. Strive to perfect discipline management techniques developed in the district’s discipline management plan.
2. Ensure good student discipline by being in regular attendance and on time, being prepared to perform their teaching duties with appropriate preparation, assignments and resource materials.
3. Respect other individuals and property ans conduct themselves in a responsible manner.
4. Comply with district and school policies, rules, regulations, and directives.
5. Maintain an orderly classroom atmosphere conducive to learning.
6. Teach to the standards of performance required by the district.
7. Encourage work habits that will lead to the accomplishment of both short-term and long-term goals.
8. Serve as appropriate role models for their students, in accordance with the standards of the teaching profession.
9. Hold two parents conferences during the school year and every six weeks if the student is failing.
10. Review the student code of conduct with students the first day of school and through the school year.

DISTRICT TEACHER EXPECTATIONS
Each teacher shall be under the general direction of the Superintendent, but immediately responsible to the principal for carrying out the Board of Administrative Policies as they relate to the function of the school, to the classroom and to the immediate contact with pupils and parents.

Each certified employee for filing the required official documents with the Superintendent’s office. The State Board, for their particular assignment, shall not pay any professional employee who does not hold, or have application pending, for an appropriate certificate a professional salary.
Responsibilities:
1. Accept and execute the best of your ability assignments for work by the Superintendent and/or Principal.
2. Attend all staff meetings. Called by those authorized to call such, unless excused for a good reason. (It is the teacher’s responsibility to obtain the information presented at the meeting.)
3. Give careful and constant attention to the instruction, discipline, manners, and habits of the pupils.
4. Report each day at the scheduled time and place for the purpose of maintaining order and discipline and otherwise assisting with the school project, when assigned to do so.
5. Direct and evaluate the learning experience of the pupil in all school activities and experiences.
6. Maintain contact with parents.
7. Provide for the care, protection, and use of school property.
8. Provide a proper and desirable appearance for your classroom.
9. Cooperate with and participate in the planning and evaluation of the whole school program.
10. Take part in the in-service education programs of the school.
11. Cooperate with the principals in improving the curriculum and instructional program.
12. Be absent from school only with the principal’s permission, except in the case of illness.
13. Make lesson plans for classroom work in accordance with the regulations established by the principal.
14. Make requests for the needs of the custodians to the principal, except in cases of an emergency.
15. Report, in writing, inefficient custodial work, and defects in the building and furniture to the principal.
16. Be well groomed and appropriately dressed.
17. Perform other duties as assigned.

PARENT-TEACHER CONTACTS/COMMUNICATION
Teachers will schedule academic conferences throughout the school year.  Parent contact through written communication, telephone calls or electronic mail is needed to keep parents/guardians informed of their child’s academic performance, behavior, problems or other areas of concern.  KEEP DOCUMENTATION OF ALL PARENT CONTACTS.

There may be instances when a home visit is necessary.  If that is the case, an administrator, counselor, nurse, or truant officer will accompany the teacher.

PUBLIC RELATIONS
It is essential at Pearsall Junior High School to create and maintain good relations with the students, the school and the community.  The following recommendations may be helpful when conferencing:

· Always strive to make a good first impression.  Make parents feel welcome in our school.

· Use a pleasant tone of voice.  Remember that body language and mannerisms sometimes speak louder than words.

· Increase your effectiveness by seeking parent support.  This will require consistent positive communication; mention good or complimentary qualities about their child.  Focus on “strengths” and “areas needing improvement.” 

· Avoid gossip, criticism, or other personal issues.

· Personal issues involving other parents/students that arise in conferences are to be referred to the campus principal.

· Assure that all written communications are free of grammar, punctuation and spelling errors.
· Submit announcements or notices for mass distribution such as newspaper articles, cable announcements, or marquee to the campus principal for approval. 

LESSON PLANS

All Pearsall Junior High School teachers will email (depending on your appraiser) their lesson plans to their assigned administrator by 12:00 p.m. each Monday for that week.  It is not necessary to turn in lesson plans during the final week of any grading period.

Lesson plans WILL BE DONE USING THE CSCOPE TEMPLATE AND must include the TEKS, ELPS, and all modifications.  Assessment is critical:  detail how you will assess student mastery of lesson objectives.  Assessment informs and drives instruction in the classroom.


GRADING POLICIES

Pearsall Junior High School teachers will base grades on a numerical scale of 0 to 100.  The letter values are:
  
	A   90-100	B   80-89	C   70-79	F   Below 70

A grade of 70 is required for passing in all subject areas.  The maximum grade that can be recorded on a student’s report card for any grading period is 100.   


Teachers will develop, within departments, a six-week grading policy that will reflect percentage values for major and minor work during the length of the course.  Major assessment may include tests, student projects, research papers and/or portfolios.  Minor assessment may include daily work such as in-class assignments, quizzes, homework, and student participation.  

Each departments grading policy will be submitted to the principal for approval and communicated to the student prior to the end of the first full week of school.  The grading policy will be presented in written form to the student to serve as a communication tool between school and home regarding course requirements.

DETERMINING SEMESTER GRADES
To arrive at a Fall or Spring semester grade the three six weeks’ grade averages will equal 6/7 (or will equal 86% of the semester grade) and the semester exam will equal 1/7 (or 14% of the semester grade).


DETERMINING YEARLY GRADE AVERAGE
To arrive at the yearly grade average for a two-semester course, average the Fall and Spring semester grades.

ADDITIONAL INFORMATION
· Report cards are sent to parents within one week following the end of the six weeks’ grading period.
· Six-week and/or semester exams must be created and scored on AWARE for core areas and will be given the first, second, fourth, and fifth six weeks.  Six week exams are optional during semester exams. The aforementioned exams will be used to benchmark the progress of students in all core areas.
· Teachers will record a minimum of two (2) grades per week in each class per grading period.
· If re-testing is necessary, the highest grade a student may receive is a 70.


STUDENT PROGRESS REPORTS

At the end of the third week of each grading period (see schedule below), teachers must notify parents of students’ progress in each class.  It is important to communicate to parents if a student is not maintaining a 70 or above average.  Teachers are encouraged to include comments, especially positive ones as appropriate.  Please allow ample time to complete the progress reports.

Teachers will ensure grades for all students, including those in ISS or DAEP, are entered into district adopted grading program by 3:45 pm on the date indicated below.  Progress reports for all students will be printed and mailed by the office.

		1st Six Weeks – Three-Week Grading Period – September 12, 2011
		2nd Six Weeks –Three-Week Grading Period – October 24, 2011
		3rd Six Weeks - Three-Week Grading Period – December 12, 2011
		4th Six Weeks – Three-Week Grading Period – February 6, 2012
		5th Six Weeks – Three-Week Grading Period – March 9, 2012
		6th Six Weeks – Three-Week Grading Period – Jun 1, 2012

The Wednesday following the end of the 3 week grading period will be progress report distribution.


ATTENDANCE RECORD KEEPING

ABSENCES
Accurate attendance recording is vitally important, since student attendance is the basis for school funding and as an AEIS indicator for the rating of campuses.  All teachers must make a conscientious effort to keep attendance records accurate; therefore, attendance will be taken each class period.  It is important that each teacher keep a “working copy” of daily attendance, either in a grade book or separate roster.  Attendance will be submitted through the district adopted attendance program within 20 minutes after class has started.

The sponsor/coach of any school-related activity requiring a student’s absence from class is responsible for providing the principal with a roster of students at least 72 hours prior to the event for approval.  The approved roster will be forwarded to Bianca Sambrano, attendance clerk, and staff.  This roster is to be used to take attendance by the sponsor/coach prior to leaving for the event and Bianca Sambrano is to be notified immediately if a student does not participate or is not present for the scheduled activity.

 If the attendance has already been submitted, it will be necessary to fill out an absence correction form, sign, and turn it into to Bianca Sambrano by the end of the day in the attendance office.  Please write legibly, provide the necessary information, sign and date.  Other corrections may be sent to the teacher with an office aide and will require the teacher’s immediate attention to avoid errors in our attendance documentation.

A student absent for any reason should promptly make-up specific assignments missed and/or complete additional in-depth study assigned by the teacher.  A student who does not make up assigned work within the time allotted by the teacher will receive a grade of “0” for the assignment.  Late work will be accepted at the discretion of the teacher as defined in his/her individual classroom rules.

Problems arising regarding attendance should be addressed immediately by notifying the attendance clerk or an administrator.  

LOCKERS
Students will not be issued lockers.

HALL PASS POLICY	
No student may be released from a classroom without an appropriate hall pass and sign in/sign out documentation.

TARDIES
A student who is tardy to class by more than 20 minutes is considered absent for attendance purposes.  Less than 20 minutes will be considered tardy. For the tardy program to be successful everyone must follow the procedures below.

· Teachers are required to be in hallway during passing periods to maintain deliberate flow of traffic.
· Teachers are to inform students of tardy policy and consequences. 
· Teachers will be required to post, on their classroom door, the tardy policy.  When the tardy bell rings teachers will close and lock their door.  A designated hall will collect names of tardy students and deliver the students to their class. The attendance office will keep track tardies.  

Tardies are tallied for each six week cycle (Tardies do not carry over from one six weeks cycle to another).

Tardy Policy
1st and 2nd Tardy- WARNING & Parent Contact by Teacher
3rd Tardy-1 DAY ISS & Parent Contact by Administration 
4th Tardy- 2 DAYS ISS & Parent Contact by Administration
5th Tardy- 3 DAYS ISS & Parent Contact by Administration

AFTER 5 TARDIES THE STUDENT WILL SERVE 3 DAYS ISS FOR EACH ADDITIONAL TARDY.

WHILE IN ISS STUDENT WILL BE SUSPENDED FROM ALL EXTRA CURRICULAR ACTIVITES.

CLOCK HOUR CLASS PROGRAM

The Clock Hours Class (CHC) Program is one that allows a student to make up hours for excessive absences beyond the limit set by the state.  Students are notified when there is a concern with their attendance.  A letter is sent to the student’s home address after three absences and again after the fifth absence.  Students will be assigned to CHC by their assistant principal when excessive absences become an issue.  Students who fail to make up the assigned hours risk losing class credit.

At any time students may also verify their absences with the appropriate assistant principal and/or Bianca Sambrano
 
CHC is held afterschool for 1 hour and on specified Saturdays for 4 hours from 8:00 a.m.–12:00 p.m. in the library. 

Saturday School days will be posted on website and announced over the intercom.

CHC rules and regulations:
1. Be on time.  Doors are locked at 8:05 am on Saturdays and 3:45 – 4:45 on Monday through Thursday.
2. Students must be in uniform.
3. Bring schoolwork or ask teacher for schoolwork to be completed in CHC.
4. Bring school supplies –
5. Talking, sleeping and noise are not permitted.
4. No food, drinks or candy (gum included) are allowed.

Violation of the above rules will result in immediate dismissal from that session with no credit for the time spent in CHC.  Further disciplinary action may be taken.  



ORGANIZATION/ACTIVITY SPONSORS

ATHLETICS- Juan Hinojosa
CHEERLEADERS – Jennifer Hutchins
PEP SQUAD –  
NATIONAL JUNIOR HONOR SOCIETY – Gloria Tomasini 	
STUDENT COUNCIL – Sheila Kurtz/Nicole Carroll 
U. I. L DIRECTOR – Samuel Yanez
YEARBOOK – Paul Wilkins
DOGIE PRIDE CLUB –
BAND – Humberto Sanchez

The sponsor/coach of any school-related activity requiring a student’s absence from class is responsible for providing the principal with a roster of students at least 72 hours prior to the event for approval.  The approved roster will be forwarded to Bianca Sambrano, attendance clerk, and staff.  This roster is to be used to take attendance by the sponsor/coach prior to leaving for the event and Bianca Sambrano is to be notified immediately if a student does not participate or is not present for the scheduled activity.

Principal approval is required prior to hosting any social activity including those that require contracts for the use of facilities outside the school.  

Non-athletic events held on school property must end by 9:00 p.m. 

The principal must approve any guests that occur during school hours that are not students at Pearsall Junior High School. 

Sponsors must attend all events involving their particular group and are expected to remain until all students have vacated the premises.  Once a student leaves a school-sponsored activity, he/she may not return during the event.  Students are not to be left unattended at any time.

Any practice, rehearsal or field trips scheduled for Sundays must have the principal’s approval.

FIELD TRIPS
The term “Field Trip” refers generally to an off-campus visit by the class for a specific purpose other than entertainment. Field trips will be limited to those containing academic value.

The success of field trip depends upon the thoroughness of its planning. Each detail that affects the safety, convenience, educational value, and length of the trip should be anticipated. When planning a trip, the following problems must be considered and solved.

1. Objectives
2. Finance
3. Supervision
4. Transportation
5. Exact time of departure
6. Time schedule to maintain
7. Meals 

Parent permission must be obtained in writing before any child is taken off campus. A child is never taken on a field trip without parent permission.  (Sample form is provided in the front office)
All field trips must have the approval of the principal. The principal must be notified in advance of any pending field trip and notified before students leave the campus.

Documents such field trips on lesson plans and prepared to describe the trip in its entirety and its educational value to the lesson.

Travel should be in authorized buses, requests for buses must be made three to four weeks in advance of the trip, and the principal should sign the form.

					
FUND RAISING
· The principal must approve financing of all school activities and special projects.
· Fund raising activities must be approved by the superintendent in order to be placed on the school calendar.  
· A fund raising approval sheet must be completed prior to scheduling an event.  This form can be found on our district’s website, www.pearsall.k12.tx.us, under forms.
· All money collected from students for dues, school-sponsored activities, fund-raising drives, project sales, etc., must be properly documented and submitted to Leslie Pina for deposit in the Pearsall Junior High School Activity Fund.  To safeguard against theft, monies must be turned in immediately the day following collection.
· An organization will not be allowed to spend more money than in its activity account.  A group may, however, spend its money in any way that has been approved by both sponsor and principal.  
· Sponsors will not allow students to make purchases on behalf of their organization. 
· Teachers are not authorized to make charge purchases to the school.  TEACHERS WILL BE REQUIRED TO PAY ANY CHARGES THEY INCUR IF LOCAL POLICY HAS NOT BEEN FOLLOWED.  
· NO PAYMENTS WILL BE MADE WITHOUT PROPER DOCUMENTATION.


ADDITIONAL CAMPUS POLICIES

ACADEMIC DISHONESTY/CHEATING/PLAGIARISM
Academic dishonesty, cheating, or plagiarism is not acceptable.  Any help given or received when the instructor has specifically stated that the work must be done individually is considered cheating.  If cheating occurs, the student will be subjected to the following penalties:
· A zero will be given to all involved.
· The parent will be notified by the teacher in writing (mandatory) and by telephone when possible, with a copy of the notification placed in the student’s discipline file.
Plagiarism consists of using another person’s original ideas or writing as one’s own without giving credit to the true author.  Plagiarism will be considered cheating and the student shall be subject to disciplinary action, which may include an academic penalty such as a zero for the work in question.

AUDIOVISUAL EQUIPMENT/RESOURCE MATERIAL
Reserve library materials well in advance to insure their availability.  Each teacher is responsible for equipment checked out under his/her name.  You are encouraged to check out AV equipment as often as needed.  DO NOT SEND STUDENTS TO THE OFFICE TO PICK UP OR DELIVER ANY EQUIPMENT.

CAFETERIA
School employees can purchase meals from the cafeteria, but are not allowed to charge.

CONFERENCE PERIOD
A teacher’s conference period will be utilized for instructional planning, for contacting and/or conferencing with parents or other staff or addressing other assigned duties.  Teachers should only be off- campus during their conference period for extenuating circumstances and must sign out with the principal’s secretary indicating expected time of return.

DRESS CODE AND RESPONSIBILITIES
It is every faculty and staff member’s responsibility to enforce the student dress code.  It is located in the student handbook.  First time warn the student about the violation and have him/her correct it.  If the student refuses to correct it and/or continues to not follow the dress code, write him/her up for insubordination and submit it to the appropriate assistant principal.   

As professionals, school personnel must be aware that actions and appearance set the example for others.  As a general guide if students are prohibited from wearing certain items or styles of clothing, teachers and staff should adhere to the same restrictions.

All staff members are required to dress professionally
1. The length of dresses, skirts, and skorts shall be no shorter than a line drawn immediately above the knee.
2. Walking short suits shall be allowed; provided they are no shorter than a line drawn two inched above the knee.
3. Blue Jeans will be allowed only Fridays if worn with a Pearsall school spirit shirt that follows the school colors or with Junior High staff shirt.  (The only exception will be for the coaches/sponsors whose team shirts have no collar.)  
4. No tanks tops or t-shirts shall be allowed.
5. No warm-up suits shall be allowed except for coaching staff when performing athletic duties.
6. Canvas/leather tennis shoes shall be allowed. No”high-top” tennis shoes shall be allowed except for coaching staff when performing athletic duties.
7. Sandals shall be allowed however flip-flops shall not be allowed.
8. No leggings, shorts, or spandex clothing as outer garments shall be allowed.
9. Male employees or male substitute employees shall not be allowed to wear earrings (clip-on or pierced) or jewelry that requires body piercing. Female employees or female substitute employees may wear earrings, but shall not be allowed to wear any jewelry that requires visible body piercing. 
10. Male employees or male substitute employees’ hair shall be no longer than the bottom of the shirt collar.
11. Female employees or female substitute employees shall not be allowed to wear shirts with a neckline that expose any cleavage.
12. Any employee wearing thin or sheer clothing must wear appropriate undergarments.

ELECTRONIC MAIL
All faculty and staff must check their electronic mail (email) at least 3 times a day, preferably before school begins, conference period, and after school.  The majority of communication throughout the school and district will be through email. 

GUEST SPEAKERS
Background checks must be performed on all guest speakers and parent chaperiones. All teachers must secure principal’s approval before scheduling any guest speaker.  The guest speaker must sign in at the office before reporting to the classroom.

HALL PASSES
Teachers are encouraged to limit the use of hall passes.  Do not allow students to go to other classrooms and only allow students to go to the restroom if it is an emergency.  A 10/10 rule will be enforced.  Do not give students a hall pass during the first ten minutes or the last ten minutes of class.  This should be strictly enforced. Be sure all campus approved students sign in and out on the classroom sign in/out sheet. 

When students are allowed to leave a classroom for any reason, he/she must have a HALL PASS.  To see the nurse, the student must have a nurse’s pass.  These are provided by the nurse.  

LAMINATING MACHINE
The laminating machine is located in the Lounge.  Faculty and staff are to adhere to the following guidelines:

· All laminating must pertain and be restricted to school materials.
· Collect enough materials to laminate in order to avoid wasted laminated film

MAINTENANCE
Any work needed in the classrooms must be documented in a work request form.  Forms are available in the front office.

MANDATORY TUTORIALS
TBA







    


COPY CENTER
Copying requests will be submitted to the Media Center.  There is a 24-hour turn around waiting period,   make sure that the material is reproducible and complies with current copyright laws.  Please make the department chair aware of any mass copying needed. All cscope copy requests must be signed by an administrator.

ORGANIZATION OF SPACE
Teachers’ classrooms and storage spaces should be kept clean and orderly.  It is the responsibility of all employees to do their share to keep all areas clean.

Please keep lounge areas clean and clutter free, especially after eating.  Custodians are not required to wash dishes, coffee pots or clean the tables.


PERSONAL CALLS
Personal phone calls shall be limited to emergencies ONLY.  Teachers and staff are not allowed to be on their phone, talking or texting during class time.

SCHOOL FAX MACHINE
The junior high school fax number is 830-334-8025.  The fax machine, located in the front office, is for school-related use only.  An access code is needed to send a long distance fax.   All faxes and correspondence require an administrator’s approval.

CLOCK- IN
As per district policy, teacher work hours are to clock in by 7:45 a.m. and clock out not earlier than 4:00 p.m.  All faculty members will clock in by 7:45 a.m. on regular school days.  If you are unable to log-in, notify the campus secretary.  Faculty members assigned morning duty should be at their post no later than 7:35 a.m.  Faculty and staff may begin clocking out at 4:00 p.m. each afternoon. Staff will be available for parent conferences before and after school, if requested. The office will remain open until 4:00 P.M.

SCHOOL-RELATED PURCHASES
If a school-related purchase needs to be made, a requisition form must be completed and submitted to campus secretary.  Campus secretary has requisitions available upon request.  Approval from the campus principal is required.

SCHOOL-RELATED WORK ORDERS
If you need something fixed and/or replaced in your classroom, you must complete a work order and submit it to Ms. Villarreal. This form is available to you online at www.pearsall.k12.tx.us under forms.

TEACHER/STAFF ABSENCES
When absent for sickness or a family emergency call Anna Perez at:(830)267-1306 - cell (no later than 8:00 p.m. and between the hours of 5:30 a.m. and 6:30 a.m.)  For leave that can be scheduled in advance, give 48 hours notice to Anna Perez for substitute scheduling.  Leave may not be taken on a day before or after a holiday, days scheduled for semester exams, or days scheduled for STAAR testing.  
Emergency Lesson plans must be on file with Ms. Perez.

TEACHERS/STAFF LEAVING CAMPUS 

Teachers who leave campus during lunch must return within their lunch period, but it is not necessary to go through the sign out process.

If an emergency arises and someone is needed to cover a class, please see an administrator.  DO NOT ask another teacher to cover your class unless it has cleared through the office.  Any absence of two periods or more requires a substitute.

VISITORS 
For the security of our students and staff, all campus visitors must sign in at the front office.  Only business related visits are encouraged.  If a visitor does not have visitor’s pass, please direct them to the front office.  All staff must wear ID badges.

Teachers and staff are prohibiting from inviting children, relatives or friends to visit during the instructional day or other contract days (i.e. staff development and workdays).

Individuals who would like to volunteer personal time to the campus should speak to the administrator.

TRAVEL
The campus principal must approve all school-related travel.  

A Request for Travel should be filled with all pertinent information of estimated expenditures and documentation to support the purpose of the trip.   If Request for Travel is approved by the principal pending availability of funds, it will then be sent to appropriate central office department for approval/disapproval.   If approved a Request for Advanced Payment will need to be filled out completely and a copy of the approved Request for Travel will also need to be attached.  

Request for Travel needs to be filled out at least two weeks prior to the trip so that all necessary paperwork is filled out and Request for Advanced Payment funds can be made available for the trip.  

If an employee is to be reimbursed for expenses incurred, a Travel Reimbursement Voucher Form will need to be filled out with attached receipts and a copy of the approved Request for Travel.  
ALL FORMS ARE LOCATED ON THE DISTRICT WEBSITE, www.pearsallisd.org, UNDER FORMS. COMPLETE FORMS AND EMAIL TO LESLIE PINA.  DO NOT SUBMIT HARDCOPIES TO HER.  SHE WILL NEED TO BE ABLE TO ADJUST INFORMATION ON THE FORMS BEFORE SHE SUBMITS THEM TO CENTRAL OFFICE.


VIDEOS
Teachers must obtain administrator approval prior to showing any videotapes in the classroom that are not available in the library.  An approval form must be submitted at least 24 hours prior to use.  Videos must be instructional and related to the contents of the lesson or TEKS












IMPORTANT REMINDERS

· Everyone must be visible during pass time.   Encourage the students to get to class and not to stand around in the hallways.

· Do not allow students to play games in your classroom (cards, dice, etc.) unless it is part of an instructional component.    

· Students are not allowed to have radios/CD/MP3 players, headphones, or cell phones unless being used for specific instructional purposes.  Do not give students permission to use these items in your classroom.  Please collect the item(s) and turn them into the front office.  If a student refuses to give you the device, document it on a disciplinary referral and send the student and referral to the appropriate assistant principal.

· Please make certain to adhere to the specific test dates as scheduled.

· Never leave your students unattended.  If you need assistance while in the classroom, please notify the office.  

· Students will not be given school keys at any time.

· Please check mailboxes daily.  Do not assign a student to do this.

· Monitor email in the morning, your conference period, and before leaving.  The majority of communication from campus administrators will be through email.

· Students are not allowed in the Teacher Break Rooms.
· Students are not allowed to drink or eat anything in the classrooms.  Teachers are not to give students permission to leave the room to purchase drinks or snacks from the snack machines.


Duty Schedule

	Pearsall Junior High Duty Assignments 2011-2012
	

	Morning Duty: 7:30 - 7:50 a.m.
	

	Afternoon Duty:  3:40 - 3:55 p.m.
	 

	Duty assignments are morning and afternoon on your assigned day, please DO NOT be late to duty!

	
	
	
	
	as of 08/18/11
	

	Area
	Week 1
	Week 2
	Week 3
	Week 4
	 
	

	Bus Duty @ Cafeteria         (am & pm)
	R. Siller
	P. Martinez
	T. Smith
	G. Cantu
	 
	

	
	
	
	
	
	
	

	 
	 
	 
	 
	 
	 
	

	Cafeteria (am)  &          Bus duty (Cafeteria pm) 
	S. Meza
	S. Kurtz
	K. Wasley
	C. House
	 
	

	
	
	
	
	
	
	

	 
	 
	 
	 
	 
	 
	

	 
	 
	 
	 
	 
	 
	

	Cafeteria (am-only)
	T. Gonzales
	A. Ortiz
	M. Hernandez
	A. Ortiz
	 
	

	Cafeteria (am-only)
	T. Trevino
	D. Martinez
	S. Trevino
	T. Trevino
	
	

	 
	 
	 
	 
	 
	 
	

	Gym (am) &                 Flag Pole (pm)
	A. Gulley
	R. Echols
	T. Gonzales
	C. Rojas
	 
	

	
	
	
	N. Navejas
	
	
	

	 
	 
	 
	 
	 
	 
	

	Gym (am)                      Wing 2 exit (pm)
	C. Hastings
	T. Garcia
	T. Trevino
	K. Davis
	 
	

	
	
	
	M. Moreno
	
	
	

	 
	 
	 
	 
	 
	 
	

	Annex walkway                (am & pm)
	A. Morales
	R. Moreno
	S. Padilla
	N. Carroll
	 
	

	
	
	
	
	
	
	

	 
	 
	 
	 
	 
	 
	

	Caft (am) & Annex walkway (pm)
	A. Cabasos
	V. Gonzales
	J. Hutchins
	D. Rodriguez
	 
	

	
	
	
	
	
	
	

	 
	 
	 
	 
	 
	 
	

	Curve (am & pm)
	P. Wilkins
	J. Hernandez
	G. Tomasini
	S. Yanez
	 
	

	
	
	
	
	
	
	


 

		
						

DISCIPLINE

Good student management begins with setting the expectations on the first day of school and being consistent with it throughout the year.  

Procedures
Before a student is sent to the office, the following steps should be completed:

· Conference with student privately
· Contact Parent
· Teacher-held detention
· Implement various classroom management techniques such as: seating changes, behavior contract, removal of privileges, cooling-off time or techniques stipulated by a Behavior Intervention Plan.
· A classroom conduct record form
· Or a discipline referral


Each time you conference with a parent and/or student and take any discipline action document it on the discipline long form (page 21)

Discipline Referral (page 23)
When you have attempted to handle the situation as stated above, but the problem continues, complete a referral as stated below and give it to the appropriate assistant principal.  The assistant principal will call the student in as soon as possible.  DO NOT SEND STUDENTS TO THE OFFICE UNLESS IT IS ABSOLUTELY NECESSARY.  If this is the case, call the office immediately to let us know who you are sending and why.

Guidelines to remember:

· Complete student name, ID#, grade, referred by, date, time, and location.
· Complete previous action/s by teacher.
· If incident involves more than 1 student or person, DO NOT refer to the other student by name.
· DO NOT write any opinions or feelings about student or consequences on the referral.  State only the facts.
· DO NOT just check off the type of behavior, a brief explanation of behavior is needed in the space provided.


PEARSALL JUNIOR HIGH
DISCIPLINE MANAGEMENT

Category Level I 
Classroom Misbehaviors
	
	NOTE:  Teacher assess consequences on first and second infractions of any level I offense.  The third infraction of any level one offenses results in office referral.

Teacher Consequences:  Conference with student
			    Conference with parents
			    Referral to counselor
			    After school detention
Infractions:

1. Unexcused tardy
2. Cheating/copying
3. Misuse of equipment/materials
4. Teasing/taunting
5. Speaking without permission
6. Food items
7. Personal grooming/makeup
8. Dress code violation
9. Misuse of student passes
10. Detention-no show
11. Throwing objects
12. Agenda/planner misuse
13. Mild rude behavior
14. Horseplay/running
15. Refusal to do work
16. Other


















Category II
CAMPUS AND CLASSROOM MISBEHAVIORS

Administrators will assess consequences after an incident report has been received in office.  

Consequences may be but not limited to conferencing with student, parent conference, counselor referral, lunch detention, after school detention, Saturday detention, in school suspension (ISS), off campus supervision.

Infractions:

1. All level I infraction on third offense
2. Inappropriate/vulgar language/gestures
3. Inappropriate touching/display of affection
4. Pushing/shoving/tripping
5. Not cooperating with campus safety/order/discipline
6. Insubordination/defiance/disrespect
7. Damaging/defacing school or personal property
8. Violation of computer use policy
9. Unauthorized items at school
10. Cell phones, MP3, electronic devices
11. Graffiti (marking) on backpack/textbook covers etc…
12. Truant from class/school 
13. Office detention no show
14. Leaving Campus without permission
15. Throwing rocks/objects
16. Disruptive hall behaviors (running, yelling)
17. Not following cafeteria rules
18. Not following courtyard rules
19. Threatening another person
20. Bullying/harassment
21. Persistent/serious misbehavior resulting in teacher removal
22. Gambling, extortion of money
23. Falsifying/forgery of any type
24. Verbal assault
25. Other












Category III

Campus administrators will assess disciplining consequences for infractions which are of a more serious nature or may be deemed persistent.  

Consequences may include but not limited to the following:  Parent conference/hearing, long term in-school suspension (ISS), out of school suspension, DAEP placement.

Infractions:

1. Any level II infraction on third offense or which is considered unwarranted
2. Single (first time infraction) offense of a serious nature
3. Repeat office referrals of any combination
4. Possessing or using articles not generally considered weapons which present a danger
5. Engaging in disruptive actions or demonstrations which interferes with school operations
6. Fighting/scuffling/physical assault on a student
7. Engaging in persistent bullying/harassment of any type
8. Engaging in sexual harassment or sexual abuse of any type by any means toward another person
9. Hazing activity that offends or harms
10. Engaging in indecent exposure or alluding to verbally or through drawings
11. Coercion of  students of any type
12. Seriously damaging or vandalizing school or personal property of others resulting in criminal mischief
13. Stealing from students, staff, or the school
14. Committing or assisting in robbery whether a felony or not
15. Possessing any prohibited items that may threat or inflict bodily injury to another person such as razors, ammunition, legal knife, etc…
16. Possessing/distributing pornographic material
17. Possessing/distributing/using matches,  fireworks or any pyrotechnic device
18. Possessing/distributing/ or using tobacco, alcohol, illegal or prescription drugs, or look alike drugs in any  amounts
19. Using computer services to threaten anyone or threaten the safety of the campus or cause damage to property or persons
20. Attempting/ discharging a fire extinguisher
21. Engaging a fire alarm.
 














CLASSROOM CONDUCT RECORD
CATEGORY I OFFENSES


Student ____________________________________________ Teacher_______________________________________
Grade____________   Phone___________________________ Room No._____________________________________


STEP ONE

Date___________________________
First Offense: _____________________________________________________________________________________
_________________________________________________________________________________________________
Action Taken: _____________________________________________________________________________________
                                                                                                Student’s Signature________________________________


STEP TWO

Date__________________________
Second Offense: ___________________________________________________________________________________
_________________________________________________________________________________________________
Action Taken: ____________________________________________________________________________________
                                                                                                  Student’s Signature_______________________________
Parent Contact Required:  Phone____Letter_____Parent conference____Date of Parent Conference____________


STEP THREE


Before students are referred to the Principal’s Office, documentation of the classroom discipline process must exist.  
The parent should have been informed of the student’s problems prior to this step.

Date__________________________
Third  Offense: ____________________________________________________________________________________
__________________________________________________________________________________________________
                                                                                               Student’s Signature_________________________________


MAY SEND TO OFFICE AT THIS POINT


Administrative Action: ______________________________________________________________________________
__________________________________________________________________________________________________
Remarks: _________________________________________________________________________________________
__________________________________________________________________________________________________

                                                                                 
                                                                                                 _________________________________________________
                                                                                                                      Administrator’s Signature













DISCIPLINE REFERRAL CATEGORY II/III OFFENSES
Date___________________________

Student__________________________________________________Grade______________ID#________________________
Teacher__________________________________Date of Incident_________________________Time___________________
Course#________________________Section___________________Period____________Location______________________


8/19/11
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Category II							
1. All level I infraction on third offense
2. Inappropriate/vulgar language/gestures
3. Inappropriate touching/display of affection
4. Pushing/shoving/tripping
5. Not cooperating with campus safety/order/discipline
6. Insubordination/defiance/disrespect
7. Damaging/defacing school or personal property
8. Violation of computer use policy
9. Unauthorized items at school
10. Cell phones, MP3, electronic devices
11. Graffiti (marking) on backpack/textbook covers etc…
12. Truant from class/school 
13. Office detention no show
14. Leaving Campus without permission
15. Throwing rocks/objects
16. Disruptive hall behaviors (running, yelling)
17. Not following cafeteria rules
18. Not following courtyard rules
19. Threatening another person
20. Bullying/harassment
21. Persistent/serious misbehavior resulting in teacher removal
22. Gambling, extortion of money
23. Falsifying/forgery of any type
24. Verbal assault
25. Other











Category III
1. Any level II infraction on third offense or which is considered unwarranted
2. Single (first time infraction) offense of a serious nature
3. Repeat office referrals of any combination
4. Possessing or using articles not generally considered weapons which present a danger
5. Engaging in disruptive actions or demonstrations which interferes with school operations
6. Fighting/scuffling/physical assault on a student
7. Engaging in persistent bullying/harassment of any type
8. Engaging in sexual harassment or sexual abuse of any type by any means toward another person
9. Hazing activity that offends or harms
10. Engaging in indecent exposure or alluding to verbally or through drawings
11. Coercion of  students of any type
12. Seriously damaging or vandalizing school or personal property of others resulting in criminal mischief
13. Stealing from students, staff, or the school
14. Committing or assisting in robbery whether a felony or not
15. Possessing any prohibited items that may threat or inflict bodily injury to another person such as razors, ammunition, legal knife, etc…
16. Possessing/distributing pornographic material
17. Possessing/distributing/using matches,  fireworks or any pyrotechnic device
18. Possessing/distributing/ or using tobacco, alcohol, illegal or prescription drugs, or look alike drugs in any  amounts
19. Using computer services to threaten anyone or threaten the safety of the campus or cause damage to property or persons
20. Attempting/ discharging a fire extinguisher
21. Engaging a fire alarm.

Specific Details __________________________________________________________________________________________
_______________________________________________________________________________________________________
_______________________________________________________________________________________________________

Teacher_______________________________________
Action Taken: __________________________________________________________________________________________
_______________________________________________________________________________________________________
_______________________________________________________________________________________________________
         
Administrator_______________________________________

DAEP & ISS TEACHER RESPONSIBILITIES

· Attendance will be taken on a daily basis and emailed to the assistant principals, attendance clerk, and truant officer.  Indicate if it is the student’s last day, so everyone will be prepared to have the student back on campus and in classes the following day.  

· Create individual folders of students’ assignments.  Make sure students are doing all the assignments for that day.  Do not let them do the next day’s work or all of the work for one class in one day.

· Make sure completed assignments are returned daily to teacher boxes.  

· Let the appropriate AP know immediately if a student is not receiving assignments from a teacher.

· Communicate with teachers via email if a student is not doing the work assigned for that class.  The student will not be given class time to make up that work.

· Monitor and help students with their assignments. 

· Do not let students play on the computer or download things from the internet, unless it is part of an assignment.

· Create a working document that states the beginning date and ending date of the students’ stay in DAEP/ISS. It should also have a space to document the date(s) and incident(s) of an “unsuccessful” day(s), according to the rules of DAEP/ISS.  It should also have number of days assigned and actually served.  (Example:  Assigned 3, but actually served 5, due to behavior)

· Require students to bring all of their textbooks to the DAEP/ISS classroom and take them back to campus when they return.

TEACHER RESPONSIBLITIES

· Make sure students get appropriate daily assignments and any materials necessary to successfully complete those assignments in a timely manner.  Assignments can be emailed directly to ISS (David Boone) and DAEP (Rudy Guerra) or can be placed in the ISS box located in the front office.  DO NOT SEND STUDENTS TO ISS OR DAEP WITH ASSIGNMENTS.

· Communicate with the DAEP/ISS teachers about the student’s progress and attendance.  

· If your student is assigned to DAEP/ISS for 3 or more days, you are required to go out and visit with the student about his progress on a weekly basis. 

· If a student is in DAEP, you are still responsible for his/her grades.  Grade, record, and return assignments to students as soon as possible.  


ARD AGENDA
· Introductions/ Welcome (Administrator)
· Statement of Confidentiality (Administrator)
· Parental Consent for Meeting (Diag/Speech Therapist)
· Evaluation Dates/ Current Eligibility (Diag/Speech)
· Review of Assessment Data (Diag/Speech/Related Services)
· Previous Statewide Assessment Results (Educator)
· Determination if further evaluation is needed at this time (REED)
· Eligibility for Services – Disability Identification
· Autism Supplement		AI/VI Supplement
· Present Levels of Academic and Functional Performance (Educator)
· Physical					Behavioral
· Discipline		Transition and Prevocational/Vocational
· Academic/Functional 			Assistive Technology
· Content Areas affected by Disability – Progress in General Curriculum					Communication
· Transition Services (VAC)
· Annual Goals for Transition/ Educational / Work Based
· Activities needed to meet transition goals
· Transcript Review (Counselor)
· Transfer of Rights at Age of Majority (Diagnostician)
· IEP - Annual Academic Goals and Objectives (Teachers)
· LPAP/ARD Collaboration Recommendations (LPAC representative)
· Schedule of Services (Counselor, Teachers, Parent, Student)
· Modifications (Teachers)
· Related Services (Diagnostician)
· Determination of Participation in Statewide Assessments (teacher recommendation)
· Consideration of ESY (Diagnostician, Teachers)
· Graduation / 4 year plan (Counselor, Diagnostician)
· Least Restrictive Environment – LRE (Administrator, Teacher)
· Consideration of Harmful Effects (Diagnostician, Teachers)
· Opportunity to Participate in Nonacademic Activities (Administrator, Teachers, Parent)
· Any Further Concerns (Full Committee)
· Assurances (Administrator)
· Read Deliberations
· Signatures (Diagnostician, SLP, Administrator)









SECTION 504 COMMITTEE MEETING
AGENDA
I. Introductions
A. Committee Members
1. Administrator
2. Teacher familiar with student
3. Referral source
4. Regular counselor
5. Diagnostician

B. Others as appropriate
1. Parent
2. School nurse

C. Notice of Parent and Student’s Right on file

II. Evaluation Data Reviewed (Each Meeting)
A. Eligibility for a disability
1. Yes, disability _____________________
2. No

B. Limitation to a major life activity  
1. Yes, limitation _____________________
2. No

C. Educational impact
1. Yes, impact ________________________
2. No

III. Eligibility for Section 504
A. Does meet eligibility as specified in A, B, and C above
B. Does not meet eligibility

IV. Development of Individual Accommodation Plan
A. Progress of student on previous/current IAP reviewed
B. Accommodations in discipline procedures needed due to disability
C. Accommodations developed
D. Behavior plan (if needed) developed
E. Related services (if needed)

V. Discussion Summary

VI. Services to be Provided
A. Dates, Campus
B. Assurance of Equal Access/Opportunity
C. Service Provider
VII.	Signatures

DISCIPLINE ARD COMMITTEE MEETING AGENDA
(To Follow Formal Hearing)

I. Introduction of Committee Members
Administration
Instruction (Special Ed. Required)
Assessment
Parent
Student
Special Ed. Counselor
Other As Appropriate

II. Purpose of ARD

III. Review New or Current Assessment
Confirm Eligibility
Insure psychological assessment is within one year and comprehensive psychoeducational with 1-½ years.

IV. Review Data:
Factual Report of Alleged Incident
Review Discipline Reports
Review Grades/STAAR or Alternate Test Information
Review Attendance, Medical Information, Other as Needed

V. Review Consultant Information from Psychologist
A. Determine if IEP, Modifications, Behavior Management Plan, Placement is appropriate and is being implemented correctly.
B. Determine Presence or  Absence of a Link
1. If Linked-Modify Program where needed
2. If not Linked-Review Disciplinary Action to be taken
a) AEP:  Establish duration setting date/time for Review
b) Recommend Expulsion to Superintendent

VI. Establish parent/school agreement	
(Up to 10-day recess if parent does not agree to change of placement.)

VII. Review of Parent Rights/Procedural Safeguards
Signatures






LIMITED ENGLISH PROFICIENCT STUDENT GUIDE

1. Each student must have a Home Language Survey on file.
· May accept another Texas School’s Home Language Survey.

2. Test for  /ESL program placement must be completed within 4 weeks of enrollment.
· Test as soon as possible.
· Spanish speaking students who qualify as LEP based on the English OLPT must be given the Spanish OLPT.
· If a student scores NEW or LES the LPAC fills out the Initial Placement form and sends Notification of Enrollment Letter home, as well as, a program brochure.
· If a student scores NES, NSS, LES the classroom teacher uses the Parent Questionnaire to compile information for the LPAC.  (Newly admitted student, Pre-K, K, 1)
· If a student is determined to be fluent (according to grade appropriate criteria) a Verification of English Proficiency form must be filled out.

3. Placement is determined by the LPAC if a student scores NES or LES.
· ESL Program (K-12)
· Regular Education Program (all level) - A parent may deny services for their LEP student.  The student is still designated at LEP.  
· A Permission Letter and/or Waiver of ESL Educational Rights form must be in the LEP folder.

4. Documentation is required.
· PEIMS
· If the student scores FES, on the PSD Screen document
Home Language Survey.
· If the student scores NES or LES, on the PSD Screen document home 	
Language survey.  On LEP Screen document (PA) or (PD).
· Build an ESL Screen for all LEP students.
· ESL FOLDER
· All LEP students must have a folder.  (Refer to the checklist.)

5. Program Exit Procedure
· The student withdraws from the district.
· The LPAC classifies the student as English proficient if the student:
· scores FES on the OLPT   &
· scores at or above 40% on the ITBS   or
· passes the reading portion of the STAAR.
(The LPAC may not exit a student from the program in grades pre-kindergarten through first grade.)
· An Exit Letter must be signed and on file.
· The parent requests in writing the removal of the student from the program and placement in a regular English classroom.

LPAC MEETINGS

DATES:  At the beginning of the year,
· schedule the dates for monthly LPAC meetings 
· put them on the school calendar for the entire year.
(Meetings can be canceled if there have been no new arrivals, but as a compliance issue, your building has proof of regular scheduled LPAC meetings.)
		MEMBERS:
· ESL campus (Campus Administrator, ESL teacher, and parent.)
·   campus (Campus Administrator,   & ESL teachers, and parent)
· A special education teacher must be included if the student is in special education.
· Additional members may be included.

PARENT
· Must be a parent of a limited English proficient student
· Must not be a district employee

DOCUMENTATION:
· Complete the LPAC Membership form and oath.  Send to the Special
       Program department.	
· The LPAC must meet within 4 weeks of a child’s enrollment.
· The LPAC documents the appropriate placement for the child based on oral language proficiency test information and ITBS OR STAAR results.
· The LPAC documents the date of the parent permission letter.
(For consistency, designate one member of the LPAC to be responsible for documentation.)

TESTING RECOMMENDATION:
· Made no later than 90 days before the testing date.
· A student may only be exempted from STAAR for 3 consecutive years
MONITORING OF STUDENTS:
· The LPAC should monitor the schedules of ESL students to insure
that the student has opportunities to interact with English  speaking students.
· The LPAC should monitor exited students at least once each semester.
Do not wait for the end of the year to consider re-entry into the program
if the child is failing.
· At the end of each school year the LPAC must review all LEP students                                                                                                 
whose parents have refused the services of the ESL program

		END OF YEAR REVIEW:
· Must be held to determine future placement.
End of Year Review is sent home near (or at) the end of the last six weeks.


EMERGENCY AND WELFARE INFORMATION

CHILD ABUSE
Any person who has reason to believe that a child’s physical or mental health or welfare has been or may be adversely affected by abuse or neglect shall make such reports as required by law.  (Family Code: 34.01).  If it is suspected that a child is being abused, the teacher/staff must report it to the proper authorities/agency (the Texas Department of Human Services or the agency designated by the court to be responsible for the protection of children) within 48 hours after you first suspect that the child has been or may be abused or neglected.   

HEALTH INSURANCE/ACCIDENTS ON THE JOB
The school district provides health insurance to each faculty and staff member.  Claim forms for accidents occurring on campus are available in the office.  If an accident occurs on campus, notify the school nurse immediately following the accident.  The nurse will see to the he injured person must fill out an accident injury report (forms are available in office/on school website).  

SCHOOL NURSE
Please report any injury that occurs during school hours to the office.  When necessary, a nurse will be called to examine the student.

The school nurse is on campus all day.  Teachers should refer special health problems to the nurse and/or send the student to the nurse’s office with a pass.

If a student insists on visiting the nurse daily, there may be a non-medical problem.  The student should be referred to the office.

BAD WEATHER PLAN OF ACTION
All faculty and staff will be notified of a school closing due to bad weather according the Emergency Phone Tree. The phone tree will be given to you at eh beginning of the year, after phone numbers and personnel have been updated. The phone tree is to be taken home.

EMERGENCY SCHOOL CLOSING INFORMATION
The director of maintenance and Transportation will examine conditions prior to 6:00 A.M. and report to the Superintendent immediately. The decision to cancel school for the day will be made by the Superintendent after consulting with the Director of Maintenance and Transportation and with any relevant information sources. After the Superintendent has made the decision the following will occur.
1. Will notify Radio Stations KXTN-107.5 AND WOAI 1200. Television stations (KENS) CHANNEL 5, (KMOL) CHANNEL 4, and KSAT CHANNEL 12 also will be notified. Information will also be posted on the district website and sent to your email.
2. The Superintendent will also notify the principals and Directors.
3. The Principals shall notify office personnel, who will notify the teachers.
4. In turn the Principals and Directors shall ensure that commuters from San Antonio, Hondo, and other “high risk” travelers are notified, if possible. Each principal should design (in advance) a calling network one or more commuters in San Antonio are called who can in turn call others.
5. Unless otherwise directed, the employees of Pearsall. I.S.D. should not report to work on days when school is cancelled.
EMERGENCY DRILL PROCEDURES


BOMB THREATS

The Search
Only employees familiar with their surroundings can spot an item out of place within its environment.  The fire department or police department personnel do not know what does or doesn’t belong in your classroom; therefore

· Teachers must immediately inspect their classroom area.
· Food service staff will inspect the kitchen area.
· Custodial staff should inspect closets, restrooms, empty classrooms and mechanical rooms.

After each area has been inspected the crisis team should be notified.  If anything out of the ordinary is found, do not touch, move or disturb.  The crisis team should then evacuate the building and notify emergency services and central office personnel.

The Evacuation
After the decision has been made to evacuate the building, the crisis team should consider
· The information the caller provided to the person taking the call including time or deadlines, locations or other clues or hints (see checklist).
· If there is a possible motive for the threat, such as labor trouble, religious strife, race problems, gang problems or other problems known to the crisis team members.

The Evacuation Steps
· Evacuate the building by use of the standard fire drill.
· Contact emergency services and central office staff.
· The building is not to be reoccupied until the public safety officials on the scene have declared it to be safe.
· Prepare a statement for the media.
· Provide a fact sheet to help the school secretary and others in answering questions of concerned parents, including location of evacuated students.  Request assistance from an interpreter, if necessary.
· If concerned parents arrive at school to remove their child, make arrangements to check identification.  Release a student only to parent who has custody.
· Log all activities and decisions.
 








Bomb Threat Checklist

Date and time of the call ___________________________________________________
Telephone number at which the call is received  _________________________________
Name of the person receiving the phone call ____________________________________

Questions to ask
1.  When is the bomb going to explode? _______________________________________
2.  Where is the bomb right now? ____________________________________________
3.  What does it look like? __________________________________________________
4.  What kind of bomb is it?  ________________________________________________
5.  What will cause it to explode?  ____________________________________________
6.  Did you place the bomb?  ________________________________________________
7.  If you did not place the bomb, who did?  ____________________________________
8.  Why?   _______________________________________________________________
9.  Where are you calling from? ______________________________________________
10. What is your name? ____________________________________________________

Information on the caller
Race and sex of the caller  _________________________  Approximate age __________


Caller’s Voice						Background Sounds
_____ Calm							_____ Pay Phone
_____ Angry							_____ Voices
_____ Excited							_____ Music
_____ Loud							_____ P. A. system
_____ Soft							_____ Local call
_____ Slow speech						_____ Long distance call
_____ Rapid Speech						_____ Vehicular traffic
_____ Disguised voice						_____ Other
_____ Accent								Specify: ____________

Exact wording of the threat  _____________________________________________________


FIRE DRILL/TORNADO DRILL BELLS:

  Fire Drill Bells		3 bells or fire alarm	  leave the building
				1 bell 		              halt, stand at attention
				2 bells		              return to the room

 Tornado Drill Bells		1 continuous bell	students will move quietly but quickly
							to designated locations
				2 bells			return to the room



FIRE DRILL PROCEDURES
1. Post and review evacuation route with students.
2. Leave books and coats – Take personal valuables (purses, etc.)
3. Teachers, please turn out the lights and shut the doors to your classroom. You must take your grade books/attendance roster so that attendance may be taken outside.
4. Walk briskly in single file order.  Do Not Run.
5. Walk at least 100 feet away from the building and remain with your class.
6. Students must not go to lockers on the way out or back into the building.  
7. Go directly back to class when the return bell sounds.
  

LOSS OF ELECTRICAL POWER
Purpose:	Prepare for extended period without electrical power and loss of P.A. system.

Signal:	Verbal instructions with portable P.A.

Procedure:	It is extremely important that all students remain in classrooms until verbal instructions are given.  Directions will be given to proceed either to the library or the cafeteria.  Flashlights will be issued for those in the darkest areas.  

Return Signal:  Restored Power.

TORNADO/SEVERE THUNDERSTORM DRILL PROCEDURES
Purpose:	Seek the most protected area available.

Signal:	Continuous sound on P.A. or instructions given on portable P.A.
Procedures:

1. Students will remain in the classroom.
2. Students should kneel beside their desk/chair in a hunched position covering their face with their hands.

All Clear Signal:  Two tones on P.A. or instructions given on portable P.A.














CRISIS PLAN

CAMPUS CRISIS TEAM (at least one)

Administration	                        L. D. Byrd                                                   Ext. 3100                                                            

Counselor				M. Cardona		  		          Ext. 3105 

Nurse*				M. Villareal			                      Ext. 2107

Teacher**				K. Wasley	 		                      Ext. 2227

Teacher**				J. Hernandez			                       Ext. 2203
  
Teacher**				C. House				           Ext. 2210

Teacher**				S. Yanez		 	                       Ext. 2214

Secretary*				Leslie Pina   			______           Ext. 3101

*    May vary by type of crisis
**  If crisis team is called, respond only if on conference period.

CONTACT PROCEDURES
Notification to persons on campus:

When SERIOUS CRISIS observed
Teacher/Staff Notify			          _________ L. Derrick. Byrd – Phone Ext. 3100

When THREAT or TIP received
Teacher/Staff Notify		          _________       L. D. Byrd/R. Garcia/J. Dzierzanowski

911 call by				_____________________________	Administrators             

Superintendent call by			_______________________L. Derrick. Byrd              

District Security notify by 			________________________ Administrators          

Campus contact persons during CRISIS	________________________Administrators        

Designated Police contact _Pearsall Police Dept. Officer– Police Dept. # 334-4169 /R. Garcia 
       
Designated EMS contact	 ___________  Pearsall Police Dept. Office/L. Derrick. Byrd            

                                   
PERSON REPONSIBLE FOR DETERMINING THE ACTION TO BE TAKEN BY TEAM LEADERS:		___________________________________________L. Derrick. Byrd            

Secretaries:  In case of emergency, all calls are to be handled by Leslie Pina

CRISIS CODE:  P.A. Announcement “Code Blue.”

WHEN CRISIS CODE IS ANNOUNCED:  Teachers remain in room with door closed  and hold students until notified by office.





































SUICIDE PREVENTION PROCEDURES

I. REFERRAL

A. Teachers, administrators, nurses, students, or others will notify the counselors, social worker, the
Administrators, or the nurse if any student is exhibiting suicide-related behavior or   
 	verbally threatening suicide.
B. 	If the student seems to be threatening immediate suicide, do not leave the student 
alone; escort him/her to the nurse’s office and wait for a counselor/social worker to arrive or stay with the student and send another for help.

II.  ASSESSING LEVEL OF RISK
  
A. The counselors, nurse, social worker, or administrators will see the student immediately.  The student will not be allowed to leave school until he/she has met with a social worker, counselor, nurse or associate principal.
B. The social worker, counselor, nurse or associate principal will evaluate the level of risk presented by the
student as low, medium or high.
C. The student will be informed about the limits of confidentiality as related to suicide.

III. IMPLEMENT APPROPRIATE RESPONSE PLAN

        A.  If the student is at low risk of immediate suicide, the following plan will be             
              implemented:

1. Notify Principal about the student’s current behavior and level of risk.
2. Contact the student’s parents by telephone to:
a) Describe the student’s current behavior and level of risk.
b) Gather information about the student’s behavior at home.
c) Offer suggestions for immediate responses to the student.
3. Report the student’s status to the referring person.
4. Notify all other members of the team about the student’s current behavior and                                        level of risk;
5. Schedule follow-up counseling sessions with the student, including:
a) Clear permission for the student to self-refer at any time.
b) Other counseling sessions at the counselor’s discretion.

        B.   If the student is at medium risk of immediate suicide, the following plan will be         
               implemented:

1. Notify Principal about the student’s current behavior and level of risk and get
permission  for further actions.
2. Contact the student’s parent by telephone to:
a) Describe the student’s current behavior and level of risk.
b) Provide information about suicide.
c) Provide referral sources for therapy or assistance.	 
d) Offer suggestions for immediate responses to the student.
e) Set up an appointment for a parent conference within 24 hours.

3. Report to the student’s status to the referring person.
4. Notify all other members of the team about the student’s current behavior
and level of risk.

5. Schedule follow-up counseling sessions with the student, including:
a) Clear permission for the student to self-refer at any time.
b) At least weekly counseling sessions until, in the counselor’s judgement,
the student is no longer at risk.
c) Notify teachers of the above.

C.  If the student is at high risk of immediate suicide, the following plan will be   
            implemented:

1. Notify Principal about the student’s current behavior and level of risk and get      
       permission for further actions.

2.    Contact the student’s parent requesting that he/she come to the school at once.

3.    Do not leave the student alone at any time until his/her parent has arrived.

4.    At the conference with the parent:
a. Describe the student’s current behavior and level of risk.
b. Provide general information about suicide.
c. Provide referral sources for therapy or assistance.
d. Offer suggestions for immediate responses to the student.

5.     Schedule counseling sessions with the student, including:
a. Clear permission for the student to self-refer at any time.
b. At least weekly counseling sessions until, in the team’s judgment
student is no longer at risk.

6.  Report the student’s status to the referring person.

7. Notify all other team members about the student’s current behavior
              and level of risk.

D. When Principal has been notified that a student has been identified as at risk for suicide, the Principal will

1. Notify all other campus administrators and any of the student’s current teachers
who, in the opinion of the administrator, need to know.  (In the interest of confidentiality and for the protection of the student the administrators and teachers informed should not be sharing the information with anyone else.)


IV. FOLLOW-UP PROCEDURES 

A. The counselor will document all steps taken, including

1. Assessment of level of risk

2.   Initial and follow-up contacts with
a. Administrators
b. Parents
c. Referring person
d. School nurse
e. Student
f. Central Office staff

B. The Counselor/social worker will contact the parent:
1. The day following the initial parent contact (low risk student).

2. The day following the first parent conference (medium or high risk student).

3. The week following the contact in 1 or 2 above.

4. At regular intervals thereafter, at the discretion of the counselor.

         C.   The intent of the parent contact is to determine what follow-up action the parent has
  initiated.	    

1. If the parent has initiated appropriate follow-up action, the counselor’s further
      contacts will be limited to offering continuing liaison between the family and school.

2. If it is determined at any point by the counselor or social worker that the parent is not taking appropriate follow-up action, then:

a. The parent’s signature on the “Notification of Emergency Conference” form will be obtained.
b. Appropriate referral to outside agencies will be initiated.

D. The student will be seen on a weekly basis until, in the team members’ judgment, the
student is no longer at risk.

E. The original referring person, the administrator and the rest of the team will be contacted one month from the date of the original referral to verity that the student is no longer at risk.

F.   A referral to Special Education will be considered if comprehensive assessment  
seems appropriate.


TEXTBOOK INFORMATION


Distribution
See Campus textbook coordinator.  

Teachers will be held accountable for maintaining and returning all books.  The teacher and/or department will be charged for any damaged or lost books.

When issuing student textbooks, the teacher must record the student’s name and accession number of the book on the Student Textbook Distribution form.  Use one form per class. Have the student initial beside their name.  Return a copy of this form to the campus textbook coordinator when all books have been assigned and no later than the 3rd week of school 

Write teacher’s initials and student’s names in the book where designated. Writing teacher initials or name in the book will also help in recovering lost textbooks.  

Do not issue textbooks to students on the Lost Textbooks Student List, but have a textbook available for them to use in the classroom.  Please refer to the Lost Textbooks Student List periodically for any changes or updates.


During the school year
Textbook checks should be held every six weeks.  Lost Textbook Letters should be sent out to parents of students that have lost or damaged their books by textbook cordinator.    

By Law, all books must be properly covered at all times.

If you need additional textbooks notify the campus textbook coordinator and bring your requisition form so that it can be updated.


Returning Textbooks
You are responsible for returning the total number of books you have checked out since the beginning of the school year.  

Three weeks before the school year ends, begin picking up textbooks from students.  Notify parents by completing and mailing out lost textbook letters.  Send a list of those students missing books to the campus textbook coordinator.

Before turning in your textbooks, make sure you have all the forms needed to properly check out.  

ALL FORMS ARE LOCATED IN THE CAMPUS TEXTBOOK COORDINATOR’S OFFICE.













APPENDIX A:







Pearsall Independent School District
PJH Meeting Minutes Form
Date: ____________________ 
 
Agenda Items:

1. _______________________ 
2. _______________________ 
3. _______________________ 
4. _______________________ 
5. _______________________ 
6. _______________________ 

Summary of decisions or actions taken:
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Members Present 
1. _______________________ 2. _______________________ 3. _______________________ 4. _______________________ 
5. _______________________ 6. _______________________

                       			
______________________________                                ____________________________
Signature of person completing minutes				Position
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_____________________________________________________________
PEARSALL JUNIOR HIGH
            607 E. Alabama – Pearsall, Texas 78061	        
(830)-334-8021 – Fax (830) 334-8025
						

																Date: ___________________

Dear Parent or Guardian:

	Let us take this opportunity to tell you that it is a great pleasure to have your child at Pearsall Junior High.  However, we are concerned about one or more of the following behaviors that may be effecting your child’s education.  


	____ Excessive tardies/ absences  :______________________________________
	
____ Grade has fallen below a 70

____ Inappropriate language

____ Uncooperative/ Disruptive

____ : ____________________________________________________________

____ : ____________________________________________________________


Correcting these types of behaviors greatly increases his/her chances of being successful.   Please, help us in addressing these behaviors so your child can be successful in obtaining a brighter future.
If you have any questions, We can be reached at: (830) 334-8021 


Thank you for your time,




Mr. L. Derrick Byrd			Mr. Robeli Garcia			Mrs. Jodi Dzierzanowski
Principal	               		Assistant Principal			Assistant Principal				
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PJH Parent Contact
201
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2
)Date
	Code  
	Contact
	Comments/ Follow up

	Student Name
	 
	 
	 
	 

	Parent Name
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	1.Walking out of class
	5.Teasing/taunting
	9. Refusal to do work
	A. Phone Call
	

	2. Personal grooming/make-up       
	6. Sleeping  
	10. Misuse of equipment/materials
	B. Email/  Text msg
	

	3. Dress code violations             
	7. Profanity
	11. Throwing objects 
	C. In Person 
	

	4. Horseplay/running / rude behavior  
	8. Mobile Phone
	12. Speaking without permission
	D. Mail
	












PEARSALL INDEPENDENT SCHOOL DISTRICT
TEACHER APPRAISAL CALENDAR
2011-2012
Board Approved 07-26-11

The Pearsall I.S.D. shall use the Professional Development and Appraisal System (PDAS) to appraise all teachers. The days on which formal observations cannot be conducted are specified on the PDAS timeline. Days on which TAKS or any campus wide testing occurs are also to be excluded as formal observation days.  The appraisal period for formal observations will open on October 3, 2011 and will close on May 31, 2012. At least one formal observation will be completed for all teachers by March 2, 2012.

	August


 


	September

9 - Deadline to Provide Teacher PDAS Orientation
(For new & returning teachers)


	October

3-Appraisal Period Opens

3-Teacher Self Report (Part I) Due 

7- *No Formal Observations






 
	November

18 – *No Formal Observations
	December

16 – *No Formal Observations

	January 

26 – *No Formal Observations







	February 

 17-*No Formal Observations
	March

2 – Last Day to Conduct Formal PDAS Observation 

9- *No Formal Observations
	April

5- *No Formal
Observations

20 – Teacher Self Report (Parts II & III) Due

	May

9- Last Day to Hold Summative Conferences

25-*No Formal Observations

31- PDAS Appraisal Period Closes







*Formal observations are those designated to meet the 45 minute PDAS requirement.  This does not include walk-thrus and additional observations which are at the discretion of the appraiser.  A minimum of four walk-thrus per year will be conducted on every teacher. Formal observations will be scheduled within a two week window and will be unannounced.
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Classroom Sign in/Sign out
Room # _____________
Date:_______________

	Print Name
	Destination
	Time out 
	Time in
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