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GTEP Evaluation

EFFECTIVE INSTRUCTION CHECKLIST

LESSON FOCUS:

· Tell students what you will be doing (objective of the lesson) AND
· State the objective of the lesson AND

· Write the objective on the board/overhead
PROVIDE INSTRUCTION:

· Move from simple to complex
· Intersperse practice opportunities
· Vary activities and questions
· Content
· Explain
· Discuss
· Review
· Demonstrate
· Model
· Guide student practice
· Emphasize major features or content OR
· Link content to relevant life experience or associations
· Summarize or review lesson
ASSESS AND ENCOURAGE STUDENT PROGRESS:

· Promote engagement
· Active participation
· Overt participation
· Covert participation
· Monitor progress
· Ask questions
· Move among students
· Use extended wait time for responses
· Provide student feedback
· Protect student dignity
· Encourage positive student interactions
MANAGE LEARNING ENVIRONMENT:
· Use instructional time productively
· Conduct efficient transitions and materials distribution
· Give clear directions
· Avoid unnecessary delays
· Provide feedback on behaviors
· Expect the best of each student
[image: image3.wmf]
Professional Manual Contents

1. Professional Standards

2. School Improvement--Strategic Planning and Staff Surveys

3. Administrative Portfolio Standards

4. Student Midterm Assessment Portfolio Standards

5. Parent Communication Standards

6. Administrative Monitoring and Collaboration Standards

7. School Planning Standards

A. School Improvement Plan (SIP)

B. School Safety Plan (SSP)

C. School Technology Plan (STP)



D.  Classroom Improvement Plan (CIP)



E.   Departmental Improvement Plan (DIP)



F.   Technology Implementation Plan (TIP)

8. Course Syllabi Standards and Grading Policy Standards

9. Customer Focused Community Standards 

10. Important Things to Accomplish with Due Dates

11. First Day of School Arrival and Homeroom Business to Complete

12. Student Testing Data (School-wide)
PROFESSIONAL STANDARDS

· Professional Daily Work Ethics

· Classroom Management

· Staff, Departmental, Period and PTSA 
Meetings



Departmental Bulletin Board Schedule 

· Teacher Professional Responsibilities 
Checklist

· Team Opportunities

· Administrator Responsibilities

Professional daily Work Ethics

The staff of Stephenson High School agrees that our students deserve the very best. 

We agree that we will exemplify the following in a consistent manner. 

1. We will arrive to work on time and sign in anytime by 7:45 a.m.

2. We will stand at our doors and welcome students at the ringing of each bell. 

3. We will value our students as our customers and assist them; quality student work is the product we agree to produce on a daily basis.  

4. We will ensure that students are supervised during instructional time.

5. We agree that we are the best teachers for the teaching of our students. Therefore we will not regularly practice leaving campus. If and when leaving becomes necessary, we will follow the proper procedure of signing out and obtaining administrative approval. If checkout is needed, we will take responsibility in ensuring that our assigned duties are covered.

6. We will implement the lesson plans provided for us using the curriculum guide.

7. We will inform our Department Heads when we plan to be absent at least a day in advance. 

8. We will leave the appropriate Substitute Folder with the Dept. Chair the day before we are absent.  

9. We will ensure that the Substitute Folder has all the information listed on the substitute folder checklist. 

10. We will faithfully fulfill all morning, hall, lunch, and after school duty assignments that are determined and agreed upon by this staff. 

11. We will work with the administration team and inform them of any concerns or problems that might hinder the fulfillment of all professional work responsibilities.

Classroom Management

Since we the staff recognize the impact of the classroom experience on student achievement, we agree to do the following:

1. Ensure students are on-task for the entire period and engaged in challenging work.

2. Ensure classes start in a timely fashion—if possible at the ringing of the tardy bell.

3. Ensure students are warmly welcomed with assignments of the day to be completed the first few minutes of every class session. 

4. Ensure attendance is recorded daily. Report all unauthorized absences to the attendance office in a timely manner. 

5. Ensure students are loved, treated with respect and informed of expectations daily. As a result, students will meet your expectations.

6. Ensure student inappropriate behavior is documented and communicated to the parent.  All teachers should have an effective method of documenting student behavior and parent contact.

7. Ensure the student code of conduct is followed within the classroom. 

8. Ensure students have rewards for appropriate behavior and consequences for inappropriate behavior. 

9. Ensure students are referred to administration only when all classroom and parental notification avenues to correct inappropriate performance and behavior have been exhausted and no improvement has been observed. 

10. Ensure student work is properly graded and communicated to students in a timely manner with an opportunity to discuss grades in private. 

11. Ensure students are on-task for the entire period and engaged in challenging work.

12. Ensure work is curriculum based and not just busy work that does not support the curriculum and student achievement. 

13. Ensure classroom rules and policies are communicated in the course syllabus. 

STAFF, DEPARTMENTAL, 

PERIOD AND PTA MEETINGS

As a team, communication is very important. All staff members are expected to attend meetings and make sufficient contributions.  The information gained during all meetings will help all of us be more effective. Place all meetings on your calendar and make the necessary plans to attend. All meeting cancellations will be communicated in a timely manner. 

Planned Staff Meetings will be held the third Wednesday of each month at 3:20 p.m. in the school’s media center. 

Departmental Meetings will be held as follows at 7:30 a.m. or 3:20 p.m. in a room designated by the department. 



Math & Science



Mondays



English & Social Studies


Tuesdays



Special Education



Wednesdays

Fine Arts & Career Tech. Ed.

Wednesdays



PE & World Languages


Thursdays

Department Chair Feedback Form

TEACHER PROFESSIONAL

RESPONSIBILITIES CHECKLIST
Name of Teacher 




 Department 




Week Completed 





	Acceptable Professional Responsibilities And Standards
	M
	T
	W
	TH
	F
	Date Addressed By Administrator If Not Meeting Acceptable Standards

	Teacher Arrived on Time


	
	
	
	
	
	

	Teacher Checked-Out Properly


	
	
	
	
	
	

	Teacher Needed Assistance to Cover Some Class (es)
	
	
	
	
	
	

	Teacher Had Substitute Folder Prepared and Turned In
	
	
	
	
	
	

	Teacher Turned Lesson Plans In On Time
	
	
	
	
	
	

	Teacher Lesson Plans Met or Exceeded Acceptable Instructional Planning Standards
	
	
	
	
	
	

	Teacher Attended Necessary Departmental Meetings
	
	
	
	
	
	

	Teacher Completed Necessary Administrative Reports, Assignments or Benchmark Testing
	
	
	
	
	
	

	Teacher Met or Exceeded Other Departmental Standards 
	
	
	
	
	
	


Principal Advisory Teams

At Stephenson High School
· Teacher Advisory Team

1 teacher from each department

· Student Advisory Team

3 students from each grade level

· Parent Advisory Team

PTA Parent Leaders

3 parents from each grade level
· Community Leaders Advisory Team

1 Rep From Each Neighborhood Association

· Business Leaders Advisory Team

1 Rep From All Partners

Other Stakeholders
ADMINISTRATOR RESPONSIBILITIES

Each AP is assigned to be a cluster administrator.

The duties of each responsibility are as follows:

Cluster Administrator Assignments

1. Cluster administrator will complete evaluations.

2. Cluster administrator will monitor teacher checkouts, absences, and classes to be covered. 

3. Cluster administrator will assist in monitoring implementation of all required plans.

4. Cluster administrator will assist in the following Instructional Efforts:

a. Effective Teacher Monitoring

b. Administrative Manual Monitoring and Feedback

c. Administrative Monitoring 

5. Cluster administrator will handle student discipline concerns as much as possible for assigned teachers.  

6. Cluster administrator will work with teachers of cluster to ensure hall duty, morning duty, and after school duty schedules/assignments are completed.

7. Cluster administrator will work together to ensure that students attend lunch at designated times and that they return at the designated times. They will remain in the lunchroom during designated lunch times. 

8. Cluster Administrator will ensure that students are going to class and lunch in an orderly fashion. 

9. Cluster administrator will ensure all halls and breezeways are clear of students during instructional time. 

TEACHER ADMINISTRATIVE CLUSTERS

	CLUSTER
	CLUSTER
	CLUSTER

	Asst. Prin.
	TBA
	Asst. Prin.
	Eric Kemp
	Asst. Prin.
	Travis Grant

	Ninth Grade Academy
	English, Science and World Language
	Social Studies and PE 


	CLUSTER
	CLUSTER

	Asst. Prin.
	Alice Champion
	Asst. Prin.
	Charles Reynolds

	Special Education and Business
	English, Fine Arts, World Language and Math
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SCHOOL IMPROVEMENT

Strategic Planning

1. Do you have a clear understanding of the vision?


Yes

No

2. Do you believe in the school’s mission statement?

Yes

No

3. Do you believe in the school’s core beliefs?


Yes

No

4. For the areas below, identify and list at least one strength of our school.

Instructional 

A.












B.












C.











 

School Environment and Culture

A.












B.












C.











 

Staff Relations and Morale

A.












B.












C.











 

Student Performance

A.












B.












C.











 

Parental Involvement
A.












B.












C.











 

Student Discipline and Attitudes

A.












B.












C.











 

Technology

A.












B.












C.











 

5. For each area listed below, identify and list at least one weakness or concern for our school:

Instructional 

A.












B.












C.











 

School Environment and Culture

A.












B.












C.











 

Staff Relations and Morale

A.












B.












C.











 

Student Performance

A.












B.












C.











 

Parental Involvement

A.












B.












C.











 

Student Discipline and Attitudes

A.












B.












C.











 

Technology

A.












B.












C.











 

6. For each concern, identify and list a strategy you believe will be helpful in eliminating the concerns identified in #5. List the strategy so that it will correlate with the appropriate letter in #5.

Instructional 

A.












B.












C.











 

School Environment and Culture

A.












B.












C.











 

Staff Relations and Morale

A.












B.












C.











 

Student Performance

A.












B.












C.











 

Parental Involvement

A.












B.












C.











 

Student Discipline and Attitudes

A.












B.












C.











 

Technology

A.












B.













C._____________________________________________________________________________________

SCREAMING Support Me!!!
Name of Teacher 




Subject 




Date Completed 




Room # 




For each area please list type of support or development desired from other teachers or the administrative staff:

Instructional

A.













B.












C.












D.












E.











 

Classroom Management
A.













B.












C.












D.












E.












Technology

A.













B.












C.












D.












E.












Organizational

A.













B.












C.












D.












E.












Other Areas

A.













B.












C.












D.












E.












Comments

 PARENTAL COMMUNICATION STANDARDS

All teachers are expected to communicate with parents weekly.  How glad will parents be to hear from us when students are doing great, passing tests, working cooperatively, actively participating, etc? 

We want parents to hear from us often. This can only improve the relationship the school has with the community and parents. Remember, we are the best advertisers of the great things that are going on at Stephenson. So let us use the means of communication to our advantage. 

1. Contact Parents Weekly

Classroom Newsletters

Progress Reports

Telephone

E-mails

Parent Conferences

2. Maintain Parental Communications Log

E-mails and telephone calls should be returned within forty-eight (48) hours.  Provide the courtesy that we expect.
COURSE SYLLABI STANDARDS

In order to ensure students are held accountable, we must provide them with information that is useful to them.  A course syllabus is a very important method of communicating vital information about your classes and course to students and parents.  

Every teacher should submit two (2) copies of course syllabus to Dept. Chair by August 10, 2006.

Every student should sign as he/she receives a copy of the course syllabus. A copy has been provided on the next page. 

The Course Syllabus should contain the following:

1. Course(s) Title

2. Name of Instructor

3. Room #

4. E-mail Address

5. Brief Narrative Description

6. General Course Objective(s)

7. Grading Policy/Scale*

8. Homework Policy

9. Make-Up Work Policy

10. Discipline Expectations

11. Supplies Needed/Textbook Name and Price

12. Objective Grading Scoring Rubrics for Projects, Essays, etc.*

13. Other Useful and Pertinent Information

14. Before or After School Tutoring Hours if Applicable

15. Due Dates for all major projects – Be specific

16. Extra Credit Policy

There is and must be a distinction in the academic grade and conduct grade.

Scoring rubrics are important to show that our grading policies and procedures are fair, equitable, and objective.   Scoring rubrics should be used to grade assignments in which students can creatively express a degree of individuality, creativity, and style.  Some examples in which scoring rubrics are expected to be implemented are as follows:
Essay and/or Journal Writing

Projects

Cooperative Learning Activities

Student Portfolios

Research Papers

This is not an exhaustive list. Please know that if students or parents challenge grades on assignments that require individuality, creativity, style, etc, the scoring rubric will always be requested. So plan in advance if you plan to be supported during challenging moments. 

Ask if you need assistance in creating a scoring rubric. We will be delighted to assist you. We would rather assist you proactively rather than disappoint you reactively.

GRADING POLICY STANDARDS

All teachers are encouraged to use professional judgment in creating your grading policy and criteria. The grading policy should be fair and allow opportunity for students to demonstrate mastery of objectives in a variety of informal and formal assessments. A fair grading policy should be most encouraging to students and provide them motivation to complete all assignments and prepare for all assessments in order to be successful. 

To ensure school-wide consistency, the following grading policy is recommended.







Point Equivalents (Based On 100 Points)

Homework 


20% 





Portfolios


  5%

Class Work/Discussions
25%





Midterm Exam

10%





Authentic Assessments
10%






(Digital Portfolio, Sample Portfolios, Notebooks, Journals, Projects, etc) 

Tests/Exams


20%





Final Exam


10%
(EOCT courses final exams will count 15%)



Teachers are strongly encouraged to monitor the points allocated to ensure a fair reflection of assessment and student effort. 

Participation points are encouraged. They can be built into every assignment or accumulated for various activities. 

Bonus points are encouraged. However, bonus points should not be excessive and skew the integrity of your assessment data. Our data should reflect how students are achieving. There should be correlation between classroom assessment data, standardized testing data, and college entrance examination data. 

Bonus points are strongly encouraged as a motivation. Bonus points for the following reasons are strongly encouraged:

Technology Usage 

Participating in Class Discussions

Peer Tutoring

Turning In Assignments/Projects Early

Cooperative Learning

Whole Group Participation and On-Task Readiness

Classroom Leadership/Cooperation

Consistently Bringing Necessary Supplies and Textbook 

Positive Behavior/Parent-Teacher Conferences

Documentation of Outside Reading or Research

 A Bonus Form Sheet is Strongly Encouraged to Maintain Bonus Points For Students. 

CUSTOMER FOCUSED COMMUNITY STANDARDS

Our students and parents are our customers.  Without them, we would have no reason to be here. In order to improve our relationship with our customers and encourage a culture of high performance, we will expect the following:

1. Post a Classroom Door Greeting—Be Creative as Possible – Post by August 8, 2006


Name



E-Mail Address



Schools Attended and Degrees Earned



Academic Schedule 



Other Valuable Information

2. Highlight Samples of Student Work in Classrooms and Hallways 

Writing Samples

Technology Usage Samples

Projects

Cooperative Learning Results

Research Results

Art Work

3. Invite Community In To See What We Are Doing, Ask Questions, and Make Comments.

Focus On The Quality of Student Work Weeks

Focus on How We Use Technology Weeks

4. Parent Teacher conferences are a normal expectation. However, conferences will be established through the main office, teachers will be provided notice in advance, and conferences should only be held during non-instructional times. E-mail communicating is considered a parent-teacher conference. 
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DeKalb County Schools Abbreviated Calendar

2006-2007
July4


Monday
Independence Day Holiday (Administrative Offices Closed)

August 7

Monday
10-month auxiliary personnel report to work

August 7

Monday
Preplanning-All teachers report at 8:00 a.m.

August 9

Wednesday
REGISTRATION DAY FOR ALL STUDENTS

August 8-11

Tues.- Fri.
Preplanning in respective schools

August 10

Thursday
Staff Development-System-wide

August 14

Monday
First Day of School (Full Day)

September 4

Monday
Labor Day (Schools and admin. Offices closed)

October 23

Monday
Holiday for Students-Staff Dev Day for Staff (Site-based)

November 7

Tuesday
Holiday for Students-Staff Dev Day for Staff (Site-based)

November 22

Wednesday
Holiday (Schools Closed)
November 23, 24
Thurs., Fri.
Thanksgiving holidays (schools and admin. Offices closed)

December 21

Thursday
End of First Semester (88 days)






Winter Holidays begin at end of the day

December 22, 25-26
Fri.- Tues
Administrative Offices Closed

December 29

Fri.

Administrative Offices Closed

January 1-2

Mon-Tues
Holiday (Schools/Administrative Offices Closed)
January 3-4

Wed-Thurs
*Holidays (Schools Closed)
January 5

Friday

Holiday for Students/Teacher Workday

January 8

Monday
Schools reopen - First day of Second Semester

January 15

Monday
Dr. M. L. King Birthday Observance






(Schools and admin. offices closed)

February 16

Friday

*Holiday (Schools closed)
February 19

Monday.
President’s Day (Schools and admin. offices closed)
April 2-6

Mon.-Fri.
Spring Holidays (Schools Closed)
April 5, 6

Thurs., Fri.
Administrative Offices closed

May 25, 26

Thurs., Fri
Final Exams
May 26

Friday

End of Second Semester (92 days)





Last Day of School
May 28

Monday
Memorial Day (Schools and admin. Offices closed)

May 29

Thursday
Post-Planning days
Last day for 10-months personnel

This calendar contains 180 student-contact days, 9 teacher workdays, plus 1 evening workday comprised of 4 two-hour parent-teacher conferences (2 per semester); the time frame for the conferences to be determined by individual schools after community input is received to meet the needs of parents.

If no make-up days are built into the calendar and it is necessary to close school due to inclement weather, the Board could forgive the student days.  However, the teachers must work 190 days and the make-up days would be added to the end of the calendar as teacher workdays.

*Not applicable to 12 – month personnel

**Not applicable to 11 & 12 month personnel

School Hours for Faculty are 7:45 a.m. – 3:45 p.m.

Early Dismissal Times and Days



Elementary 


11:45 a.m.



Middle School

1:30 p.m.



High School 

12:30 p.m.



Stephenson High

12:15 p.m.


STEPHENSON HIGH SCHOOL

BELL SCHEDULE

2006-07
FIRST BELL



7:55 a.m.

FINAL BELL



8:10 a.m.

FIRST PERIOD



8:10 a.m.
-
  9:40 a.m.

SECOND PERIOD


9:47 a.m.
-
 11:17 a.m.

THIRD PERIOD



11:26 a.m.
-
  1:31
p.m.

(A) LUNCH



11:26 a.m.
-
 11:51 a.m.
Lunch

Study Hall

Class

(B) LUNCH



11:51 a.m.
-
 12:16 p.m.
Study Hall

Lunch

Class

(C) LUNCH



12:16 p.m.
-
 12:41 p.m.
Class

Lunch

Study Hall

(D) LUNCH



12:41 p.m.
-
  1:06 p.m.
Class

Study Hall

Lunch

(E) LUNCH



 1:06 p.m.
-
   1:31 p.m.
Class











Study Hall











Lunch

FOURTH PERIOD


1:38 p.m.
-
  3:10 p.m.

STEPHENSON HIGH SCHOOL

HOMEROOM/ACTIVITY Schedule

2006-07
FIRST BELL



7:55 a.m.
FINAL BELL



8:10 a.m.

HOMEROOM



8:10 a.m.
-
8:35 a.m.

(Announcements)

FIRST PERIOD



8:42 a.m.
-
9:40 a.m.

SECOND PERIOD


9:47 a.m.
-
11:17 a.m.

THIRD PERIOD



11:26 a.m.
-
1:31 p.m.

(A) LUNCH



11:26 a.m.
-
 11:51 a.m.
Lunch

Study Hall

Class

(B) LUNCH



11:51 a.m.
-
 12:16 p.m.
Study Hall

Lunch

Class

(C) LUNCH



12:16 p.m.
-
 12:41 p.m.
Class

Lunch

Study Hall

(D) LUNCH



12:41 p.m.
-
  1:06 p.m.
Class

Study Hall

Lunch

(E) LUNCH



 1:06 p.m.
-
   1:31 p.m.
Class











Study Hall











Lunch

FOURTH PERIOD


1:38 p.m.
-
3:10 p.m.

STEPHENSON HIGH SCHOOL

FINAL EXAMS - BELL SCHEDULE

2006-07
FIRST BELL



7:55 a.m.
 FINAL BELL



8:10 a.m.

FIRST BLOCK 



8:10 a.m.
-
9:40 a.m.

SECOND BLOCK


9:47 a.m.
-
12:15 p.m.

(announcements)

(A) LUNCH



9:47 a.m.
-
 10:17 a.m.
Lunch

Study Hall

Class

(B) LUNCH



10:17 a.m.
-
 10:47 a.m.
Study Hall

Lunch

Class

(C) LUNCH



10:47 a.m.
-
 11:17 a.m.
Class

Lunch

Study Hall

(D) LUNCH



11:17 a.m.
-
  11:47 a.m.
Class

Study Hall

Lunch

(E) LUNCH



 11:47 a.m.
-
   12:15 p.m.
Class











Study Hall











Lunch

STEPHENSON HIGH SCHOOL

EARLY RELEASE SCHEDULE

2006-07
FIRST BELL



7:55 a.m.

FINAL BELL



8:10 a.m.

FIRST PERIOD



8:10 a.m.
-
 9:40 a.m.

SECOND PERIOD


9:47 a.m.
-
12:15 p.m.

(A) LUNCH



 9:47 a.m.
-
 10:17 a.m.
Lunch

Study Hall

Class

(B) LUNCH



10:17 a.m.
-
 10:47 a.m.
Study Hall

Lunch

Class

(C) LUNCH



10:47 a.m.
-
 11:17 a.m.
Class

Lunch

Study Hall

(D) LUNCH



11:17 a.m.
-
  11:47 a.m.
Class

Study Hall

Lunch

(E) LUNCH



11:47 a.m.
-
  12:15 p.m.
Class











Study Hall











Lunch

	Lunch
	Halls to move
	Administrative or Assigned
	Non-Study Hall Teachers Assigned

	A
	
	
	

	B
	
	
	

	C
	
	
	

	D
	
	
	

	E
	
	
	


SEMESTER EXAM SCHEDULE
First Semester


Periods 1, 3


TBD—Determined at County Level

Periods 2, 4


TBD—Determined at County Level
Second Semester


Periods 1, 3


TBD—Determined at County Level

Periods 2, 4


TBD—Determined at County Level
PROGRESS REPORTS/

PARENT TEACHER CONFERNCES
  1st Semester





Progress Reports

Sept 5, Sept 28, Oct 20, Nov 9, Dec 1 


Parent Conferences

Oct 3 and Nov 14  
(3:30 p.m. until 5:30 p.m.)
  2nd Semester


Progress Reports

Jan 31, Feb 26, Mar 22, April 17, May 7

Parent Conferences

Mar 6 and April 24 
(3:30 p.m. until 5:30 p.m.)

REPORT CARDS

Jan 11, 2007 (Distributed to Students)
June 7, 2007 (Mailed to Address)

2006-2007 DeKalb County High School Testing Schedule (Modified)
	Date
	Students to be Tested
	Test

	August 14 – 18, 2006
(Tentative)
	High School students requiring a mid-semester End of Course Test
	End-of-Course Test OnLine

	Sept. 11 - 15, 2006
	Social Studies, Science, Math, 
Language Arts,
for eligible students who failed or missed 
previous testing 
	High School Graduation Test
 

	Sept. 18 - 22, 2006
	High School students requiring a mid-semester End of Course Test
	End-of-Course Test OnLine

	Sept. 27, 2006


Sept. 28, 2006
	All Grade 11 students and eligible
students who failed or missed previous testing

Makeup
	High School Graduation Writing Test

	October 18, 2006
	All 9th and 10th grade students
	PSAT

	October 16 – 20, 2006
	High School students requiring a mid-semester End of Course Test
	End-of-Course Test OnLine

	November 6 - 10, 2006
	Science, Social Studies, Language Arts
Math, for eligible students who failed 
or missed previous testing 
	High School Graduation Test

	November 28 - 30, 2006
	High School REP Students in Grades 9, 10
	System-Made Test

	December 5 - 14, 2006
Content Area Schedule TBD
	High School Students 
requiring an EOCT
Econ., Alg., Biology, Geo., History
9th grade Lit., Am. Lit., Phy. Sci.,
	End-of-Course Tests

	January - March 2007
Specific Dates TBD by GA DOE
	All English Language Learner (ELL) Students
	ACCESS for ELL Students

	January 16 – 19, 2007
	 High School students requiring a mid-semester End of Course Test
	End-of-Course Test OnLine

	February 20 - 23, 2007
	High School students requiring a mid-semester End of Course Test
	End-of-Course Tests

	February 28, 2007

March 1, 2007
	For eligible students who failed or
missed previous testing
Makeup
	High School Graduation Writing Test

	March 12- 16, 2007
	High School students requiring a mid-semester End of Course Test
	End-of-Course Test OnLine

	March 19 - 23, 2007
	All Grade 11 students and eligible
students who failed or missed previous testing.
Lang. Arts, Math, Science, Social Studies
	High School Graduation Test
 

	May 1 - 10, 2007
*Contingent upon terms of new state contract for EOCT
Content Area Schedule TBD
	High School Students 
requiring an EOCT
Econ., Alg., Biology, Geo., History
9th grade Lit., Am. Lit., Phy. Sci.,
	
End-of-Course Tests


	
May 7 - May 18, 2007
	All AP Students
	Advanced Placement Exams

	May 15 - 17, 2007
	High School REP Students in Grades 9, 10
	System-Made Test


STEPHENSON HIGH SCHOOL

STUDENT SERVICE DIRECTORY 

INQUIRY


WHOM TO SEE
LOCATION

Accident Forms

Ms. Elmore

Front Office Complex 

Athletics


Travis Grant

300 Hall Disciple Office 

Attendance Verification
 Joyce Bell

Attendance Office

Audio Visual


Burnside/Leader
Media Center

Band



Nelson Render

Bandroom

Bus Schedule


Charles Reynolds
9th Grade Academy Discipline Office

Check In/Out


Joyce Bell

Attendance Office

Choir 



Brian Clements
Choral Room

College Information

Dr. Bobbie Neal
Counseling Center

College Transcripts

Ms. Washington
Counseling Center

College Transcripts (Summer)Ms. Washington
Counseling Center

Discipline


 Travis Grant

300 Hall Discipline Office

Drivers License Forms
Joyce Bell

Attendance Office

Free/Reduced Lunch

Priscilla Jordan
Cafeteria

Fund Raising (Regular Ed)
Travis Grant

300 Hall Discipline Office
Fund Raising (Vocational Ed)Travis Grant

300 Hall Discipline Office
Graduation Exam

Eric Kemp

Counseling Center

Graduation Requirements
Dr. Bobbie Neal
Counseling Center

ID’s



Ms. Nathaniel

609


Inventory


V. Habeeb-Ullah  
Media Center

Locker & Fees


Travis Grant

300 Hall Discipline Office
Lost and Found 




Commons

Lost & Found   

Ms. Elmore 

Front Office Complex
Lunch Application

Priscilla Jordan
Cafeteria

 

Night School Information
Dr. Bobbie Neal
Counseling Center

Parent Conferences

Dr. Bobbie Neal
Counseling Center

Registration and Scheduling
Mr. Kemp

Counseling Center

Schedule Changes

Dr. Bobbie Neal
Counseling Center

Senior Information

Dr. Bobbie Neal
Counseling Center

Special Education

Robin Bryant

Room 613

Student Council

Sharon Evans
Summer School Information
Alice Champion
Attendance Office

Tardy Slips


Alice Champion
Attendance Office

Textbooks


Alice Champion
Attendance Office

Textbook Payments

Alice Champion
Attendance Office

Withdrawals


Jennifer Roe

Counseling Center

TEACHER CLASSROOM MANAGEMENT STANDARDS

1. 
Call roll daily—Attendance records should be accurately maintained at all times.  

Maintain attendance and tardy information at all times. This information should be   

entered into the computer system in a timely fashion.

2. 
Prepare Lesson Plans—Teachers should NOT “WING IT”. Lessons should be taught using plans that have been prepared in the appropriate format with the appropriate objectives, activities, and goals. Lesson plans should be turned into department head every week. 

3.  
Write test and daily objectives or standards on board daily. These objectives should be observed by student and correlate with the activities that are occurring within the classroom. Objectives should state what students will be able to do. Use Georgia Course Performance Standard, Graduation or EOCT Objectives or SAT Objectives.



Acceptable:



Students will compare the Korean War and the Civil War 



Students will solve quadratic equations using factoring



Students will identify the use of alliteration in medieval writings



Students will identify and use the scientific method



Not Acceptable:



Read Page 300 Problems 3-10    



Read Chapter 10

4. 
Start classes on time. The tardy bell is the official beginning of each class period. 

   
We do not want to steal valuable instructional time from our students. All teachers

   
are expected to comply with this request. Teachers let us not linger in the hall talking   

  
when we should be starting class. This gives the wrong message to our students. 

5. 
Be on time to all classes. Leave lunch early so you can be at your class when the 

    
students get there. Do not linger in lounges when you have students arriving for 


    
instruction.  Arrive at school on time at 7:45 a.m.  Students expect to see you at 8:00 as  

   
they enter your classroom.  Sign in and proceed quickly to your classroom.  We need

  
teachers in the hallways and at their door ways and not standing in the office talking.

6.
Maintain classroom discipline. Effective teachers maintain effective discipline. If 

    
assistance is needed, get an administrator. But remember, administrators should not    

    
have a second office in your classroom. 

7. 
Progress Reports notices should be given to students on the designated dates.  All teachers are expected to comply – NO EXCEPTIONS.  Parents and students have a right to know how they are progressing in your classroom.  The Student Signature Sheets for Progress Reports should be turned in to Mrs. Freeman’s office.   Students should sign for these notices. If a student is absent, the name of the students should be listed with the word ABSENT in the signature column. See the section for progress reports.

8. 
All teachers are expected to report facility concerns to Mr. Grant. Complete the 

    
facility concern form. This card should be completed if your room needs cleaning, 

    
if your room needs mopping, if your air conditioning is not functioning properly, or  

    
other concerns that affect student learning. 

9. 
All other administrative duties designated by the Administration of SHS. 

Expectations for Classroom Cleanliness

To ensure a safe and nurturing classroom environment, please adhere to following:

· Keep all door windows clear of any items and coverings.
· Check classroom during each period for any debris and books.

· Organize classroom and personal space to present a neat physical setting.

· Report any repairs immediately to Mr. Grant.
All rooms will be randomly checked by the Administrative Team.

OPENING OF SCHOOL SUGGESTIONS
1. Introduce yourself and inform students that you are glad to have them. Let them know that you are looking forward to a successful school year. 

2. Create classroom rules and inform students of the school discipline referral process. 

    Involve students in this process. Give them a sense of ownership and responsibility

3. Inform students of the absentee and tardy expectations. We are going to work to 

    improve the absentee and tardy consequences. We look forward to everyone’s input.

     Excessive Session Room tardies will warrant the following:




Teacher Warning/Action




Parent Conferences




Detention




In School Study




Work Detail




Suspension




Other Penalties

4. All students should bring supplies to class everyday or classroom disruption may 

    result. A lack of classroom supplies will warrant the following:

Teacher Warning/Action

Parent Conferences

Detention

5. Have a review assignment, reading assignment, or pre-test ready for your students to

    complete the first day. Remember, this is a normal school day. Follow lesson plan

    format and keep students engaged the entire class period. All objectives should be

    written on the dry-erase or chalkboards. All Graduation Exam objectives should be

    identified.

6. Take charge of your class on the first day. Remember-You determine the climate 

    of your class by the tone you set on the first day. 

CLASS FORMAT AND LESSON PLANS

Suggested Class Format

1. Ensure warm-up problems/exercises are given as student arrives to class

2. Call Roll and enter attendance via smart-web while students complete warm-up exercises

3. Previous Lesson Review & Homework Review (5 Min)

4. Introduce New Lesson and Objectives (25 Min)

· Graduation Exam Objectives

· Georgia Course of Study Objectives

· List both objectives on the board

5. Guided Practice & Structured Cooperative Learning Activities (15 Min)

6. Journal Writing and/or Reading Comprehension Activities 

And/Or Homework Completion (5 Min)

Lesson Plans Standards

Lesson plans should reflect the highest level of professionalism and preparation. They should show evidence of sincere thought, reflection, and planning. All planning should be done with the course of study to ensure all objectives and/OR Performance Standards are being taught, assessed, and retaught if necessary.  Lessons should reflect the current pacing of the DeKalb County Curriculum Guide. 
Eighteen weeks of Lesson Plans should be placed in your administrative Portfolio—No Exceptions. Timeliness is always appreciated and rewarded.

Lesson Plans Must Contain The Following:

Daily and/or Weekly Lesson Objectives or Standards
· Course Objectives or Standards
· Graduation Objectives


Course of Study #’s 

Pre-Instructional Activities


Instructional/Transitional Activities


Formal and/or Informal Assessment Activities

Technology Usage Activities



Content Area Reading/Writing Activities


Library or Video Usage Activities


Homework Assignment Activities


Other Comments or Adjustments

Administration will provide feedback on lesson plans.

CLASSROOM ADMINISTRATIVE TIPS
1. Teachers should ensure that students are engaged for the entire class period. 

2. Teachers should be actively monitoring the activities within the classroom—Management By Walking Around. Teachers reduce their effectiveness constantly sitting at the desk. 

3. Teachers should demand the students remain on task—No Exceptions.

4. Teachers should have class rules posted, and all students should have a copy. Post customer friendly classroom rules. Do not post rules conveying a negative preconception. 

5. Teachers should plan all cooperative learning activities using generally accepted


cooperative learning strategies. 

6. Teachers should require notebook or journal entries daily. This allows students to digest information and assimilate into their current paradigms. This will also allow our students to practice writing. 

7. Teachers should teach a Georgia High School Graduation Test skill daily. Show how these skills are incorporated into the regular curriculum. Remember, application and daily usage is the key. 

8. Teachers should announce tests in advance. Students should be allowed ample time to prepare for tests. The usage of Pop quizzes is the sole discretion of the teacher. Remember quizzes and tests are two different assessment instruments. Quizzes should not weigh more than tests.  

9. Teachers should grade papers, tests, journals, and other forms of assessments in a timely fashion. Students need immediate feedback. A one to two day turnover is ideal. 

10. Teachers should use authentic forms of assessments other than tests. Portfolios, notebooks, journals, projects, cooperative tests, cooperative learning activities, cooperative projects, and cooperative homework assignments should be and are strongly encouraged.

11. Teachers should remain positive. Do Not Encourage or Support cultural stereotypes, racial stereotypes, racial slurs, insensitive cultural remarks, religious insensitivity, and negative personal attitudes. Children are children, regardless of the race, religion, culture, and economic or social background.
12. Teachers should not use profanity in the presence of students. This is very disrespectful. This also encourages the student to not use profanity in the presence of the teacher. 

13. Teachers should allow students to maintain a homework assignment sheet. This assignment sheet should be maintained at all times. Students can use it to record assignment, date given, date due, points possible, and points earned. All tests, quizzes, and other assignments can be placed on this record sheet. This will allow a student to average his or her grade at any time during the marking period. An assignment Sheet has been provided. Make copies and distribute to all students. Require that they keep it in the notebook at all times. Also, require that all assignments be recorded before notebook grades are given. If a student contests a grade, I would strongly encourage you to require the student to produce the updated assignment sheet first. 
Progress Reports/Deficiencies/Conferences

Progress Reports, deficiencies, and conferences are three ways to keep parents informed of their child’s progress in class.

Deficiencies offer a plan of redemption.  There sometimes seems to be some confusion concerning objectives and tasks to be described on deficiencies.  The objective and tasks written on the deficiency must be clear and precise so that the parent(s) can implement a plan of action.  Objectives should express broad areas such as "The student will be able to pass tests."  The tasks are actions the student might take in order that he/she might reach the objective.  Examples might be "Needs to take better notes," or "Needs to come by after school for help."  Another example of an objective would be "The student will study effectively."  Tasks for this objective would be "The student should review his notes on Tuesday nights (Social studies tests are on Wednesday.) and "The student should re-read chapter assignments.  Task statements should be activities that parents can monitor.

Be sure you have given out deficiencies with plans for remediation to those students in your classes who are in danger of failing (75 or below) or who you feel are doing unsatisfactory work.  Be sure the student signs the signature sheet. You may secure copies of these forms from Mrs. Roe.

Parents who desire conferences with teachers should call the Counseling Center secretary at (678) 676-4226.  A Parent Teacher Conference night is normally scheduled for the week after Progress reports are issued.

Each student is encouraged to work closely with a counselor.  The Counseling Center is open from 7:30 AM until 4:30 PM daily.  A student must have a hall pass to come to the Counseling Center.

Report Cards

Report cards will be issued at the end of Fall and Spring Semesters.  The fall report cards are given to the students in homeroom.  Spring report cards are mailed to parents.  Report cards should reflect carnegie units earned in four (4) classes.

Attendance Policy

Attendance at school is essential to the learning process.  Students are expected to attend school for the entire day.  Students are expected to attend and be on time to each scheduled class and homeroom.  If a student is on campus but not in class during school,  the student is considered to be TRUANT and a parent/guardian will be called.  Absences, according to Georgia State School Law, must be recorded as either EXCUSED OR UNEXCUSED.

Excused absences are defined as:

1. Personal illness or medical appointment

2. Death in immediate family

3. Religious holiday

4. When attendance could be hazardous as determined by the DeKalb School System

5. Service as a Page for the General Assembly

6. Suspension

7. Court subpoena

Absences

This process will be used for all absences:

On the first day of attendance after an absence, the student must bring a written excuse from a parent/guardian stating the specific reason for the absence.  The excuse must be presented to the attendance office.  The parental excuse must show
1. Date

2. Full name of the student

3. Date(s) of absence

4. Parent/guardian signature and telephone number

5. Reason for absence

Students are to bring absentee notes to the attendance office before school and submit them to Mrs. Bell; she will then input this information into the Smartweb.  Students checking in after 1st period should show absentee notes to the Attendance office personnel at the time of check-in to obtain an admit.  Requests from parents/guardians for an anticipated absence must be presented in advance to the Assistant Principal for Attendance.

Students with no excuse for an absence will be counted as having an unexcused absence.  Unexcused absences due to truancy or class cutting will result in disciplinary action.  In addition, students will be awarded a zero for all work missed. See Attendance Procedures in Table of Contents for additional information about reporting and communicating student attendance to parents located on pages 62-64. 
Absence from School for More than One Half a Day

Any student absent from school for more than one-half the school day may not participate in any extracurricular activity on the day of the absence.  Extracurricular activities include all clubs and athletic competition.  A student must attend three classes in order to be eligible for extracurricular activities.

Tardiness

Students who arrive at school after the beginning of first period are considered tardy.  Students should have a note from a parent/guardian stating the reason for being late.  Tardies are excused on the same basis as absences.   Excessive tardiness will result in disciplinary action. See Tardy Plan in Table of Contents located on pages 62-64.
STUDENT DRESS STANDARDS

The dress for success standard of Stephenson High School has been determined by the DeKalb County Board of Education.  The teachers and administration of Stephenson High School will enforce this dress standard consistently.

“Dress for Success Program” – Stephenson High will Lead the Way

Dress Code Consequences may range from Saturday School to suspension.

If a student’s attire or appearance represents a danger to his or her health or attracts undue attention to the extent that it becomes a disruptive factor in the school, the principal or his or her
designee will assign the student dress code consequences.  The student may be charged with #8b-refusal to follow instructions and #12-School Disturbance.  The following guidelines are in the interest of instruction, health, safety, and cleanliness:

· Halter tops, off the shoulder top, tank tops, tube tops, muscle shirts, midriffs, low-cut blouses, thin straps on tops and sheer/mesh garments will not be permitted.  Shoulder straps for males and females must be at least one-inch in width.
· Shirts or other attire (including jewelry) with obscene or offensive words or symbols and/or advertising or promoting the use of drugs, alcohol, or tobacco will not be allowed.

· All students are required to wear shoes (bedroom slippers, beach shoes, shower shoes or flip flops are not acceptable).
· Shorts, skirts, and dresses are acceptable if the length reaches three-inches above the knees.  The front and back length must meet this length.  If the length of a garment is questionable, don’t wear it.
· Tennis skirts, running shorts, soccer shorts, cut-off jeans shorts (especially those with unraveling fringe), tights, or lycra biking shorts are not permitted.  Stretch lycra spandex pants and leggings are not permitted.

· Pants which reveal any undergarments (boxers, jersey shorts, or thermal underwear pants, also know as “long johns”) are not permitted.  Garments that do not allow you to wear undergarments are not permitted.  Clothing with holes below the knee is permitted.  Mid-thigh length shorts must be worn under transparent jogging pants.

· Caps, hats, bandannas, sweat bands, head scarves, hair rollers, picks or combs, sunglasses, non-prescription glasses or pull out gold teeth may not be worn inside the school building by any student.

· The wearing of clothing or accessories that represents any group, gang, organization, or philosophy that advocates violence, disruption, or has any history of violence or disruption in unacceptable.
Purpose:

This policy will assist in reducing disciplinary problems, improving student security, morale, and scholastic performance. Additionally, this policy will reduce competition and the cost for dress wear. 

It is the responsibility of the teacher to ensure that all students are adhering to the appropriate dress standards while they are in your classroom. Seek the assistance of administration for students who repetitively violate the dress standard. 

TELEPHONES

There are phones located in the attendance and main office areas. Students are not to use the telephones in the school offices at any time without direct permission from office personnel. DO NOT ALLOW STUDENTS OUT OF CLASS TO USE TELEPHONES FOR FRIVOLOUS REASONS. ALWAYS PROVIDE STUDENTS  A PASS IF YOU GIVE THEM PERMISSION TO GO TO THE MAIN OFFICE.

Students are NOT to use telephones located in teacher classrooms. It is the responsibility of the teacher to ensure that this is followed at all times.

Teachers should use classroom telephones only during non-duty preparation time. The calls should be limited to school related business—such as parent conferences, parent contact for discipline concerns, etc. 

EXTRA-CURRICULAR ACTIVITIES

All students are allowed to participate in extra-curricular activities as long as they maintain the appropriate discipline and respect for the teacher advisor and meet the necessary guidelines for participation. It is the responsibility of the student to join any activity he/she desires to participate in. 

All students involved in athletics must have a physical examination conducted by a medical doctor within the past year; current insurance or waiver; and parental consent prior to trying out, practicing or participating in any organized athletic activity. 

ALL STUDENTS WHO PARTICIPATE IN EXTRA-CURRICULAR ACTIVITIES MUST ACHIEVE THE FOLLOWING: 

All eligible activities are regulated under the Constitution and By Laws of the GHSA and the policies and procedures of the Dekalb County School System. To be eligible to participate in any co-curricular activity, students MUST Schedule six classes; pass at least five during the semester of participation as well as the preceding semester; and be on track for graduation. The application of these rules and procedures promote competition on a fair and equal basis. Coaches and sponsors should be contacted for specific information regarding eligibility. 

SPORTS 
	Team
	Coach

	Athletic Director
	Mr. Grant

	Gym Manager
	Jeff Lanier

	Bus Requisitions
	Ms. Elmore/Ms. Terrell

	Baseball, Varsity
	Eric Hoxie

	Baseball, JV
	Eddie Shealey

	Basketball, Varsity (Males)
	Mr. Lawanza Crutcher (Head Coach)

	Basketball, Varsity (Females)
	Mr. Dennis Watkins (Head Coach)

	Basketball, JV (Males)
	TBD

	Basketball, JV (Females)
	Mr. Harris

	Cheerleader, Football, Varsity
	Ms. Menuel

	Cheerleader, Basketball, Varsity
	Ms. Deas

	Cheerleader, Football, JV
	Mrs. Stephens

	Cheerleader, Basketball, JV
	Mrs. Stephens

	Cross Country
	Ms. Wallace

	Dynasty Step Team
	TBD

	Eligibility
	Mr. Grant

	Football, Varsity
	Mr. Gartrell (Head Coach)

	Football, JV
	Mr. Kimpson

	Golf
	Mr. Jenkins

	Gymnastics, Varsity
	TBD

	Gymnastics, JV
	TBD

	Hip Hop Dance Team 
	Ms. McBean-Warner

	Soccer, Varsity (Males)
	Mr. Gaskin

	Soccer, Varsity (Females)
	Dr. Narker

	Soccer, JV (Males)
	Mr. Dieye

	Soccer, JV (Females)
	Mr. Vallejo

	Softball, Varsity
	Ms. Franklin

	Softball, JV
	TBD

	Swimming (Males)
	TBD

	Swimming (Females)
	TBD

	Tennis (Males)
	Mr. Wells

	Tennis (Females)
	Ms. Thompson

	Track (Males)
	Mr. Sellers (Head Coach)

	Track, JV (Males)
	Mr. Sellers

	Track (Females)
	Ms. Wallace (Head Coach)

	Volleyball
	Ms. Green

	Wrestling, Varsity
	Mr. Buggs

	Wrestling, JV
	TBD


SCHOOL CLUBS AND ORGANIZATIONS*
Proposed clubs and sponsors for the 2006-2007 school year are as follows:

	Club/Organization/Team
	Sponsor(s)

	Air Rifle Team
	Jenkins, McAdams

	AP Coordinator
	Eric Kemp 

	Art
	Ms. Kettle

	Band Drill Team
	Ms. Deas

	Band, Concert
	Mr. Render, Mr. Smith

	Band, Jazz
	Mr. Render, Mr. Smith

	Band, Marching
	Mr. Render, Mr. Smith

	BETA Club
	Mrs. Beal-Parker

	Character Counts
	Mrs. Burnside

	Chorus
	Mr. Clements

	Computer Club
	Mrs. Johnigan

	Conflict Resolution
	Mr. Williams

	Debate Club
	Mr. Martin

	DECA
	Mrs. Neal

	Environmental Club
	Mrs. C. Campbell

	FBLA
	Mrs. Neal/Mrs. Johnigan

	FCCLA
	Mrs. Pierce

	Faculty Rep Forum
	Mrs. Pierce

	Fast Lane Automotive Club
	Mr. Joyner

	French Club
	Mr. Dieye

	Future Teachers
	Mrs. Harris-Summers

	GAMA
	Mrs. Burnside

	German Club
	Ms. Simpson

	Habitat for Humanity
	Ms. Benitez

	Homebound
	Dr. Neal

	Inspirational Voices
	Dr. May

	International Club
	TBD

	Jag 8 Video
	Ms. Chillis

	Jaguar Bible Study (JBS)
	Dr. May

	Ladies of Stephenson
	Ms. Evans

	Link
	TBD

	Literary Magazine
	Mr. Joyner

	Literary Performance Society
	Ms. Lucille Edwards

	Math Team
	Ms. A. James

	Media Committee
	Mrs. Burnside

	Men of Stephenson
	Officer Wray

	Mentoring Programs
	Mr. Williams

	Mock Trial Team
	Mr. Axon and Ms. Shabazz-Tolbert

	National Honor Society
	Mrs. McGrady and Ms. Victor

	Newspaper
	Ms. Atkins

	NJROTC Academic Team
	Jenkins, McAdams

	NJROTC Color Guard
	Jenkins, McAdams

	NJROTC Drill Team
	Jenkins, McAdams

	NJROTC Orienteering Team
	Jenkins, McAdams

	One Act
	Dr. Narker

	Outdoor Classroom 
	Mrs. Beal-Parker/Mrs. Victor

	Peer Helpers
	Mr. C. Little

	Peer Mediation
	Dr. Neal & Ms. Ellington

	Peer Tutorials
	See Department Chairs

	Photography Club
	TBD

	Reading Bowl
	Mrs. Burnside

	Robotics Club
	Mr. Brown and Dr. May

	Science Club
	Mrs. Victor 

	Science Olympiad
	Mr. Billinghurst

	SECME
	TBD

	Service Learning
	Mrs. Ruley

	Spanish Club
	Ms. Sullivan

	Special Friends Club
	TBD

	Spoken Word Poetry Club
	Ms. Price

	Student Council/Senate
	Ms. Evans

	Theater Director
	Dr. Narker

	Writing Consultant
	Ms. Price

	Yearbook (The Claw)
	Ms. Wyatt

	Young Political Leaders
	Ms. Doster

	Youth Crime Watch
	Officer Wray

	Youth in Charge
	Mrs. C. Campbell


NEW STUDENT CLUB OR 
ORGANIZATION PROPOSAL PROCEDURES 

Student or Faculty requests or proposals for consideration of approval of new clubs or organizations must be submitted to Mr. Kemp to be approved by Mr. Beasley. Such requests for consideration and approval of new student clubs or organizations must include the following:

1. A Sponsor’s name who has agreed to sponsor the club or organization

2. Students’ names requesting the club or organization

3. Goals and Purpose of the club or organization

4. Proposed meeting times of the club or organization

5. Any other information requested by the administration

FUNDRAISING

The principal or designee must approve all fund raising activities by teams, clubs, or other school-sponsored organizations IN ADVANCE. Students who are involved with the selling of products for clubs, etc. are to sell BEFORE OR AFTER SCHOOL ONLY. 

Only school-sponsored fund raising activities will be allowed on the Stephenson High campus.

All clubs are encouraged to exhibit fiscal responsibility. Clubs that do not collect funds will be denied fundraising opportunities. 

Organizations must file a Fund Raising Application with the principal or designee and be granted approval BEFORE ordering any materials for a fund raising project. 

CONCESSION STAND

In order to use the concession stand, sponsors should complete a form following same guidelines found in the forms section.
A fee of $25.00 may be charged weekly to each organization requesting the use of the concession area for fund raising. This fee may be charged at the Principal’s discretion. 
ADVERTISEMENTS/POSTERS/SIGNS

Posters, fliers, signs, and advertisements of any kind must be:

1) Student related

2) Approved by the principal or designee prior to display.

NONE ARE TO BE FIXED TO WINDOWS OR GLASS PANELS.  All posters
and signs are to be removed in a timely manner. 

CHARACTER CONNECTIONS

Character Count Topics of the Month

2006-2007
August
-
School Pride

September 
-
Respect for Others

October
-
Fairness

November
-
Citizenship

December
-
Compassion

January
-
Perseverance

February
-
Courage

March

-
Self-control

April

-
Honesty

May

-
Self-respect

June

-
Cooperation

July

-
Courtesy

GRADUATION REQUIREMENTS

Starting with the graduating class of 2001, the following are diploma requirements:

TECHNOLOGY/CAREER PREP DIPLOMA


Minimum Requirements



English






4 Units



Social Studies






3 Units



Mathematics






3 Units



Science






3 Units



Physical Education





.5 Unit



Health Education
         




.5 Unit



Computer Technology; Fine Arts; ROTC Career Tech




Or World Language




1 Unit



Career Tech (A least 3 or 4 units must be in one of these




Areas: Bus Ed., FCS, TE, T & I, JROTC)

4 Units



Electives






3 Units





Total
          



           22 Units

Technology/Career Prep with Distinction Requires a 3.0 Core GPA and the following:


State Electives (From Core Courses-English, Math, Science


Social Studies, Fine Arts or World Language.)


1 Unit


Elective







1 Unit





Total





24 Units

Technology/Career Prep with Excellence Requires a 3.5 core GPA and the above

Seal of Endorsement 

Fine Arts Elective for Seal of Endorsement (3 of the 4 units must be in one of these areas: Instrumental, Music, Vocal Music, or Visual Arts)

Students must pass Georgia High School Graduation Tests in 5 areas to receive a diploma. 

COLLEGE PREPARATORY DIPLOMA


Minimum Requirements



English






4 Units



Social Studies






3 Units



Mathematics






4 Units



Science






3 Units



Physical Education





.5 Unit



Health Education
           




.5 Unit



World Language





2 Units

Computer Technology and/or Fine Arts, 

Career Tech World Lang    



1 Unit



Electives






4 Units



        

Total



 

22 Units

College Prep with Distinction Requires a 3.0 Core GPA and the Following:



State Electives (From Core Courses-English, Math, Science,




Social Studies, Fine Arts, or World Lan.)
2 Units






Total



24 Units

College Prep with Excellence Requires as 3.5 Core GPA and the above. 

Students must pass Georgia High School Graduation Tests in five (5) areas to receive a diploma. The following information is applicable to the classes of 2001 and beyond. 

SPECIAL EDUCATION DIPLOMA


Special Education students who complete all requirements as specified in the student’s IEP and who are not pursuing the Technology/Career Prep or College Preparatory Prep Diplomas are awarded the Special Education Diploma if all five (5) tests of the Georgia High School Graduation Exam are successfully completed. 

Students must pass Georgia High School Graduation Tests in five (5) areas to receive a diploma. The following information is applicable to the classes of 2001 and beyond. 

College Prep/Technology Career Prep (Dual Seals)

English

4 Units

Math


4 Units

Starting with the graduating class of 2008 and subsequent years, the following are diploma requirements:

BASIC DIPLOMA


Minimum Requirements



English






4 Units



Math







4 Units



Science






4 Units



Social Studies






4 Units



    Required  
.5 Citizenship





.5 Economics





1 World History





1 U. S. History



Health/Physical Education




2 Units*





.5 Health





.5 PE





1*



Fine Arts






1 Unit



World Languages





1 Unit**



Career Tech






1 Unit **



Electives






3 Units




Total Credits





24 Units

DIPLOMA with SPECIALIZATION

Minimum Requirements



English






4 Units



Math







4 Units



Science






4 Units



Social Studies






4 Units



     Required 
.5 Citizenship





.5 Economics





1 World History





1 U. S. History



Health/Physical Education




2 Units*





.5 Health





.5 PE





1*



Electives






6 Units***




Total Credits





24 Units

DIPLOMA with HONORS/DISTINCTION +
Minimum Requirements



English






4 Units



Math







4 Units



Science






4 Units



Social Studies






4 Units



     Required  
.5 Citizenship





.5 Economics





1 World History





1 U. S. History



Health/Physical Education




2 Units*





.5 Health





.5 PE





1*



Fine Arts






1 Unit



World Languages





3 Unit



Career Tech






1 Unit



Electives






1 Units




Total Credits





24 Units

Students must Pass Georgia High School Graduation Tests in 5 Areas to Receive A Diploma

+ Requires 3.5 Cumulative Grade Point Average (CGPA)

* Core Courses.  A grade point average of 3.0 or above in the core courses is required to receive a diploma specific state Seal of Distinction.

**One unit may be exempt through validated full-year participation in school sponsored athletics, marching band, dance and/or JROTC.  JROTC credit satisfies this one unit.

***Students are required to select elective courses based on one of three areas of concentration:  Math/Science; Humanities; Technology/Career Prep.  Concentration course selections must include a minimum of three (3) units within the selected area of concentration.  Tech/Career units must be in one of the following areas:  BUS ED, FCS, TE, T&I OR JROTC.
Course selections must include a minimum of one credit from the following:  Fine Arts, World Languages, or Technology/Career Preparatory Electives.
STANDARDIZED TESTS
The standardized test given at the high school level is the Georgia High School Graduation Exam. A passing score on every sub test of the Georgia High School Graduation Exam is required in order to be eligible for a high school diploma. All objectives of the Graduation Exam are taught in all academic areas during the course of the school year. Students who need Graduation Exam remediation should seek tutorial assistance through the various tutoring services available during, before and after school. There will also be tutoring available on  designated Saturdays. Students and parents should watch for the posting or announcements for Saturday tutoring. 

Students must take End of Course Tests (EOCT) that will count 15% of the final grade in the following courses: 
Physical Science

Algebra I 

9th Grade Literature

11th Grade Literature

Economics

US History

Biology

Geometry

SCHEDULE ADJUSTMENT PROCESS

1. Schedule changes will be allowed for the following reasons only:

· Summer School Credit Received 

· Credit received for a class in the past

2. Homeroom or academic teacher will email Dr. Neal the name of the student and reason for the schedule change request. 

3. Student will be informed to continue attending class, completing assignments,  

and participating in class activities until he or she receives an official 

print out of their new schedule if it has been approved. 

4. Students whose requests are denied will be notified at the time schedules are

given to all students.

6.   All teachers will receive updated class lists the first three Fridays of each Semester.

7. Teachers are not allowed to change schedules, add students to rolls or delete

students from rolls. This is the responsibility of the office. It is imperative that

we ensure that all students are assigned to a class. 

 GENERAL HOUSEKEEPING ITEMS

Nuts and Bolts

1. Teachers are professionals. It is important that classes are supervised at all times. Remember, safety is one of the primary concerns. If there is an emergency, contact the office, security team member, or an administrator.

2. Teachers are needed in the halls as students pass classes. This is a professional expectation, and all will be expected to contribute to the safety and order of our campus. Students should hear us and see us. 

3. Please ensure your permit is prominently displayed in the window of your car. 

4. The instructional day is precious to student performance. All extra-curricular activities should have meetings before or after school as long as the meetings do not interfere with other professional duties.

5. Fire and Tornado drills are necessary and only reinforce a safe and orderly environment in the event of a weather emergency. Please cooperate during these times and follow the necessary evacuation plans. 

6. Report all accidents to the main office. The administrative staff or main office designee will call the necessary parents or emergency medical personnel. 

7. All visitors are asked sign in at the main office. Visitors will be given a visitor’s pass if the visit is warranted. Staff should not invite visitors during instructional time and visitations should be minimized during planning time. Report all suspicious persons without a visitor’s pass immediately. The security team and administrators will be willing and prepared to assist. 

8. Students are not allowed to eat or drink in the classrooms, gym, hallways, and during non-lunchtime hours. The lunchroom is the designated location for eating and drinking. Teachers should ensure that all students are attending lunch. No teacher at any time should go to restaurants for students or students should not be asked to leave campus for any reason for a staff member.

9. Inform persons when they call to leave a message. Only in the case of emergencies will the teacher be called to the telephone. 

10. Teachers should minimize students being allowed in the hall for office business. Although this is necessary at times, it should be minimized. Staff members should plan and use free time appropriately to fulfill other professional obligations. 

11. Teachers should follow board policy for individual communication devices. Do not use these items during instructional time. The use of these items should be minimized during planning time.

12. Teachers are expected to attend Parent-Teacher Conference Nights, Open House, and PTSA meetings. If there is a conflict, see the Principal.

13. All announcements should be given to main office for approval and compiling. Announcements will be done by Jaquar Enterprise on television 4th period during study hall. The use of the intercom will be greatly minimized as to protect instructional time. 

14. Ensure that all inventory items are accurate. If there is a problem, report it immediately. 

15. Students should use the restrooms during pass time. Although there are student emergencies, use effective classroom management techniques to minimize the usage of your hall pass during instructional time. We will follow the hall pass procedures that are currently in place and we will minimize and try to eliminate students in the hall for unnecessary reasons. 

16. No teacher should hold a student from attending another teacher’s class. We owe one another professional courtesy. Contact the teacher and ensure the student is in the clear in advance. Professional courtesy would be described as prior permission. Do not assume that it is o.k. We should respect one another’s instructional obligations to every student. 

17. All field trips will be minimized. Currently, classroom instruction is a priority. If it serves no academic purpose, do not ask to attend.  The principal or designee must approve all field trips. 

18. All teachers are expected to maintain strong classroom discipline. Teachers should follow the school-wide discipline process. Administrators will support you when you have done everything in your power to encourage student cooperation. When students are referred to the office, refer the student and do not recommend outcomes. The consequences are to be decided by the administrator. The administrators must ensure they are following the student code of conduct. We want the administrators to respect teachers, and we want teachers to respect administrators. We will support one another and work cooperatively.

19. Grades should be entered on time. This is a very important professional duty. Please make sure that you are doing your best to fulfill this obligation in a timely manner.
20. Keep all doors locked during the day.  Lock doors from the inside; the administrator(s) will have keys for access at all times in the event of an emergency. 

21. Teachers are responsible for signing in on time. Do not get upset or get rude when you are marked absent for not fulfilling this very simple professional duty.  Notify Ms. Elmore upon your arrival to sign the time sheet.

22. Teachers are responsible for reporting their absences to department head and subfinder hotline. Their substitute folder with rolls, assignments, teaching schedule, bell schedule, lunch period and times should be left with department chairs the day before the absence will occur. 

23. Teachers should follow board policy for requesting personal leave. The school’s secretary or bookkeeper can assist you when you are ready to request personal leave. 

24. Professional leave should be requested in a timely manner. There must be sufficient evidence to support the request for professional leave. Professional leave must be supported by the professional development plan. Professional development is very important to our growth and student performance. However, the principal will work with all staff to ensure that excessive days are not requested/approved for professional leave. 

25. Teachers are expected to remain at school for the entire school day. Although there are reasons when we must leave early, teachers are expected to minimize early departure requests. In the event it becomes necessary, please get the permission of the principal or designee and inform the department head. All classes that must be covered are the responsibility of the teacher. The leaving teacher and department head should work closely to ensure all classes are covered and all students remain engaged in wholesome instructional activities. Use the early departure form located in the main office. Once this form has been approved and signed by the principal or designee , it should be turned into Mrs. Freeman’s office. 

26. The school day begins at 7:45 a.m. and officially ends at 3:45 p.m. for teachers. Teachers are to remain on campus until 3:45 p.m. Since safety is a concern for all of us, let’s support one another and ensure that our campus remains safe the entire day. You will appreciate leaving a safe and orderly campus at the end of the day if we all work as a team. 

27. All teachers should follow the appropriate bookkeeping procedures. No purchases should be made without prior approval of the principal or designee. It is unsound fiscal policy to purchase items without approval and then request for a reimbursement. No purchase orders will be approved by the principal or designee if not completely filled out. Do not ask to make a purchase with money you do not have. All persons that receipt money should ensure all money is turned in appropriately to the bookkeeper. Do not spend money that does not belong to you. Ensure that all end of the year purchases according to the standards communicated by the bookkeeper. The bookkeeper will inform all staff members as to new operating procedures, pupil supply allocations, and fundraising activities. 

28. Students should be issued textbooks the first day of entering your classroom. Textbook issuance procedures should be followed using the textbook yellow cards. This information is very important. See your department head if there are questions, concerns, and if textbooks are needed. Students should sign upon receiving and turning in their textbook.

29. Keep Looking Up—Great Things Are Going To Happen For Us This Year. 
Student Attendance Policy and Procedures

ATTENDANCE PLAN

As we move towards excellence, we realize the negative impact absenteeism has on student and school performance. Therefore, in an effort to improve attendance at SHS as we transition to block scheduling, students absent 7 or more unexcused days in a class will not obtain credit for the class.  

Rationale:

Unexcused absences are a major impediment to our students achieving excellence at SHS. Students who are absent miss valuable instructional time and activities. The loss of instructional time negatively affects student and school performance. Since AYP address attendance, then we must similarly address attendance. Also, just as important, if we do not address attendance, we contribute to a work ethic that is unacceptable and that may result in denied future opportunities, loss of wages, or loss of employment. As a community of excellence, we cannot and will not contribute to unprofessional behavior or a poor work ethic. Therefore we are raising the standard and the expectations. 

Plan of Action:

1. Students missing three (3) unexcused days will receive a first warning letter. 

2. Students missing five (5) unexcused days will receive a second warning letter and will be referred to the counselor and social worker.  

3. Students missing seven (7) or more unexcused days will receive a loss of credit letter and must retake the course during summer or night school. These students will be further referred to the counselor and social worker as not improving attendance concerns. 

Upon receiving notification that credit has been loss due to seven (7) or more unexcused absences, the parent may appeal the decision to Ms. Champion, Attendance AP. The decision of the Attendance AP may be appealed to the Principal.

Important Message About Returned Mail:
A letter not returned by mail to the school will be assumed received by the parents. If mail is returned, the attendance office will contact the student and/or parent and require current proof of residence (light or gas bill) before mail is released or before the student is allowed to attend classes at SHS.  

Instructions for Notifying Parents of Attendance Concerns

Teachers will be responsible for identifying students in their classes that are absent as reflected in our attendance plan. The procedure for notifying parents of attendance concerns or loss of credit will be as follows:

Step One:
Teacher will identify students absent three (3) unexcused days. The teacher will complete the attendance letter and make four sets of copies and complete one mailing envelope for each letter. Two copies of the letter and the one envelope for each student will be given to Ms. Champion for verification, signing, and mailing. The teacher shall retain a copy of the attendance letter. One copy shall be given to the student. Each student must sign verifying receipt of the letter.  

Step Two:
Teacher will identify students absent five (5) unexcused days. The teacher will complete the attendance letter and make four sets of copies and complete one mailing envelope for each letter. Two copies of the letter and the one envelope for each student will be given to Ms. Champion for verification, signing, and mailing. This step must only occur after step one has occurred. The teacher shall retain a copy of the attendance letter. One copy shall be given to the student. Each student must sign verifying receipt of the letter. 


If the teacher misses step one, then the teacher must send a notice for step one and then a notice for step two.

Step Three:
Teacher will identify students absent seven (7) unexcused days. The teacher will complete the attendance letter and make four sets of copies and complete one mailing envelope for each letter. Two copies of the letter and the one envelope for each student will be given to Ms. Champion for verification, signing, and mailing. The teacher shall retain a copy of the attendance letter. One copy shall be given to the student. Each student must sign verifying receipt of the letter. 

Step three must occur only after steps one and two have occurred. No student shall lose credit for a class if all three steps have not been followed.

TARDINESS PLAN

As we move towards excellence, we realize the negative impact tardiness has on student and school performance. Therefore, in an effort to improve our data for tardiness, we are implementing the following approach beginning the 2004-2005 school year. 

Rationale:

Tardiness seems to be a major impediment to us achieving excellence at SHS. Students who are tardy miss valuable instructional time and activities. The loss of instructional time negatively affects student and school performance. Also, just as important, if we do not address tardiness, we contribute to a work ethic that is unacceptable and that may result in future denied opportunities, loss of wages or loss of employment. As a school of excellence, comprised of concerned parents, staff members, and adults, we cannot and will not contribute to unprofessional behavior or outcomes in our children. Therefore we are raising the standard and the expectations.  

Plan of Action:

1. Students will be given a teacher warning for the first two tardies. 

2. Students earning four (3-6) unexcused tardies per semester will be assigned Administrative Saturday School. Students that elect not to attend administrative Saturday school when assigned will be suspended. 

3. Students earning seven (7-9) unexcused tardies per semester will be assigned Administrative Saturday School, will be denied driver’s license attendance forms for the semester, and student incentive rewards ID will be confiscated eliminating student from school related activities, programs, assemblies, pep rallies, etc. for one semester. Also, seniors will not be eligible for final exam exempt status. Further, these students will be referred to the counselor and social worker. Students that elect not to attend administrative Saturday School when assigned will be suspended. 

4. Students earning ten (10 ) unexcused tardies per semester will be assigned Administrative Saturday School, be denied driver’s license attendance forms for the year, and denied student incentive rewards ID eliminating them from participation in school related activities, programs, assemblies, pep rallies, etc. for the school year. Also, junior and senior students will be denied driving privileges for the year. Seniors will not be eligible for final exam exempt status. Further, these students will be referred to the counselor and social worker. Students that elect not to attend administrative Saturday School when assigned will be suspended. 

5. Students earning more than ten (10) unexcused tardies per semester will be suspended and/or referred to Student Evidentiary Hearing Committee (SEHC) if necessary and deemed appropriate by the Principal or designee. These students will be referred to the social worker.   

Saturday School Activities Shall Include The Following:

1. Lecture on Decision Making and Appropriate Work Based Behaviors

2. Instructional Activities
3. Campus Beautification Activities(Cleaning Up the Campus)
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ACADEMIC DISHONESTY
Statement of Principle:  Academic dishonesty subverts the goals of Stephenson High School and is inimical to education for the following reasons:

A.  It disheartens and frustrates students.

B.  It invalidates course grades, credits, and transcripts.

C.  It destroys a respect for learning and its value.

D.  It undermines one's academic foundation.

E.  It reduces self-confidence and self-respect.

F.  It instills deceptiveness at the expense of integrity.

An important aim of every teacher should be to instill a sense of personal honesty in  students.  By emphasizing the value of academic honesty and by refusing to tolerate academic dishonesty, teachers may help to instill in their students a principle of honesty, which they may carry far beyond high school.

Definition:  Academic dishonesty's intention is to subvert evaluation of learning.  Academic dishonesty may include(but need not be limited to) any of the following actions:

A.  Giving or receiving information during a test.

B.  Using prohibited materials or aids during a test or for an assignment

C.  Acquiring or dispensing prohibited information or materials before a test

D.  Submitting work paraphrased or copied in part or whole as if it were 

original work

Responsibilities of Teachers:  Teachers should take every opportunity to discourage dishonesty and to explain to students its short and long range consequences. Not only should students be penalized for academic dishonesty, they should understand why cheating is wrong both in school and beyond it.  In discouraging academic dishonesty, teachers may find valuable the following classroom practices:

A.  Establishing testing rules and penalties for violations before tests

B.  Walking around the room frequently during tests and standing in the rear of    

      the room

C.  Alternating forms of tests within a class or among different classes

D.  Requiring use of cover sheets

E.  Setting reasonable time limits for tests

Consequences for Dishonesty:  Should a teacher observe an infraction of established testing rules or any form of academic dishonesty, any of the following approaches may be used at the teacher's discretion, as may other appropriate approaches.  The most desirable approach would be instructive as well as punitive.

A.  A conference with the student

B.  A telephone conference with parents, possibly including the student

C.  A conference with the student's parents and others deemed necessary

D.  A reduced grade (particularly for minor infraction of testing rules) 

when the occurrences of an infraction have been determined

E.  A grade of zero when the occurrence of A, B, C, D, or E  under Section 

II is determined

ACTIVITIES BOOK

All activities must receive prior approval by the IAP. The Activities Book, kept in Mr. Kemp’s office, is to record all information about activities that are going on within the school.  The people who are going to post activities need to know what the policy is for activities to be entered.  The projected activities must be approved and posted by the 1st day of the month prior to the month the activity occurs.  For example:  an activity for October 15th must be approved by September 1st.
No activity will be scheduled the week prior to final exams. All school functions should be completed by the last day of April since no
ANNOUNCEMENTS

1.  Submit all announcements to an administrator for approval prior to it being announced.  

Any announcements submitted after 3rd block will be announced the following day.

2.  Use the announcement form provided in the tray in front office.

3.  Please keep your announcements as brief as possible.  Students and faculty "tune out" 

     when announcements are too long.

4.  No afternoon announcements will be made unless it is an emergency.

5. All announcements with few exceptions will be made by Mr. Beasley via public 

    announcement system.

BOOKKEEPING

Bookkeeper's Office:  The office is located on the back hallway of the main office complex.
Receipt Books:  Each teacher or sponsor receiving monies from students, parents, etc. will need a receipt book and sign for it on the Receipt Book Control Sheet which is numbered and must be turned in at the end of the year.  The Control Sheet is part of the Principal's Check Out at the end of the year.  Any missing books cause serious bookkeeping problems.  If for any reason, you leave SHS before the end of this school year, your receipt book should be turned in at the time of your departure.

Checks:  When you need a check to be issued, you will need to complete a check authorization form and attach the original receipt or invoice. NO CHECKS WILL BE ISSUED WITHOUT THE ORIGINAL RECEIPT OR INVOICE. The school does not pay tax on Per Pupil items, but we do pay tax on awards, fund-raising items, yearbooks, etc.  The tax should be added into the sales price as you plan budgeting and fund-raising events.

Deposits:  Please bring your deposits when you are not in a big hurry.  For each deposit you must fill in a tally sheet which includes itemizing each denomination of currency and each check you are depositing.  The bookkeeper must count the money in your presence and make sure that the final amount on the tally sheet balances with the receipts in the receipt book.  All funds collected should be turned in to the bookkeeper on a daily basis.  If the bookkeeper is not available, funds should be logged in with the principal’s secretary, Mr. Grant, or Mr. Beasley.  Funds should not be kept in your classroom.  Failure to comply with this policy makes you liable and responsible for the replacement of all funds that may be stolen or misplaced.

Field Trips:  If a class or club should take a field trip other than to Fernbank, monies should be turned in for that trip no less than 10 days before the trip.  For trips other than to Fernbank, the cost for the bus driver and the bus should be added to the cost of the trip.

Personal:  The bookkeeper cannot cash any checks, sell stamps, provide change or accept personal checks.

Purchase Card:
The DeKalb County School System has provided each DeKalb County School with a charge card issued in the name of the school.  Each card is assigned to the principal or program manager having direct responsibility for the control and usage of the card.  Each card has the DeKalb County School System logo and tax exempt number imprinted on it.  Materials and equipment may be ordered from authorized suppliers except those outlined in the account restriction section of the P-Card manual stored in the bookkeeper’s office.  The expenditure limit for this program is $499.00 per transaction with a limit of $5000.00 per day; the maximum monthly charge is $20,000.00.  After signing for usage of the card, it can only be used by those individuals authorized with available funds  to cover the purchases/charges.  If the P-Card is checked out for use after school hours, it must be returned on the following business morning along with all original receipts and/or invoices.
CERTIFICATION RENEWAL
If you have used staff development credit to renew an existing teaching certificate, call Laura Touchstone at (678) 676-0342.  She will send you a form to sign, and then she will complete the process for you.  The system works well for renewal.

See also DCSS Policy -  Certification: Fees, Types of
CHILD ABUSE AND NEGLECT
Any principal, teacher, counselor, or other school administrator having cause to believe that a child under the age of eighteen has had physical injury or injuries inflicted upon him/her other than by accidental means by a parent or caretaker; or has been sexually assaulted by a parent or caretaker, shall report such incidents to the Counselor.  Staff members should not interview and question the student.  The counselor will submit a report to the Social Worker section of the Department of Pupil Personnel Services.  The social worker will be responsible for investigating and reporting said case to the DeKalb County Department of Family and Children Services, Protective Services Division or to the DeKalb County Police Department, Youth Division in accordance with Georgia Law.  NOTE:  All suspected cases of child abuse should be reported to Dr. Neal in the Counseling Center.

See also DCSS Policy - Child Abuse

CLASSROOM EMERGENCIES (TEACHER)

You are responsible for your students at all times.  If you have an emergency and have to leave the class, have a buddy next door watch your students.  If you have resource students, only a resource teacher may watch your students.

CONDUCT GRADES
No "U" will be given unless the teacher has (1) a conference with parent and (2) a conference with an administrator.  The rationale is that a parent cannot correct what he/she does not know and that administration should be involved in trying to correct the situation if it is serious.

Conduct grades of "N" and "U" should not be a surprise to a student or his parents.  These grades should be documented by referrals to the appropriate assistant principal, conferences with students, parents, and/or counselors; teacher records of discipline attempts.

COPYRIGHT  LAWS

You may reproduce single copies of the following:

~a chapter of a book

~an article from a periodical or newspaper

~a short story, essay, or short poem, whether or not from a collective work

~a chart, graph, diagram, cartoon(except for syndicated cartoon 

characters),or picture from a book, periodical or newspaper

You may reproduce multiple copies of the following:

~a complete poem if less than 250 words and if not printed on more than 

two pages

~an excerpt from a long poem but not to exceed 250 words

~a complete article, story, or essay of less than 2500 words or an excerpt, 

exceed 10%not more than 1000 words, from a larger printed work 

not to of the whole, whichever of the preceding is less

~one chart, graph, diagram, cartoon (except for syndicated cartoon 

characters),or picture per book or periodical issue

~special works combining prose, poetry and illustrations, but limited to no 

more than 10% of the total

~all the preceding must bear the copyright notice

Limits to the preceding

~copying is made for one course only

~one work from a single author

~no more than three (3) authors from a collective work

~no more than nine (9) instances of such multiple copying in one class term

~copying shall not be used to create or replace or substitute for 

anthologies or collective works

~copying of "consumable" works is absolutely prohibited

~same items not reproduced term to term

~no charge made to students beyond actual photocopying

NOTE:  The limitation stated above does not apply to current news 

periodicals, newspapers, and current news sections of other periodicals.  

Multiple copies of these items may be made for classroom use as long as 

they are not reproduced from sources designed specifically for student use, 

i.e. SCHOLASTIC MAG.

CORPORAL PUNISHMENT

This is to advise that Stephenson High School does not use corporal punishment as a means of disciplining students.

DAILY WORK SCHEDULE

A. Per regulations of DeKalb County, each teacher in a scheduled and supervised program works a minimum of 40 hours per week and a minimum of eight (8) hours per day.

B.  Each teacher is expected to schedule personal time so as not to conflict with the school calendar.  Teachers should have contingency plans for meeting the needs of a school calendar amended due to weather conditions or other emergencies.

C.  Each teacher must personally sign in and sign out each day in the front office workroom.

D.  To leave campus between 8:10 a.m. and 3:10 p.m.:

~have approval of one of the administrators and department chair on check-out 

form

~sign in and out in the front office workroom

~submit class coverage form to Mr. Kemp before leaving campus

E.  Personal leave is to be requested ten (10) days in advance; professional leave - three weeks in advance.  It is the teacher's responsibility to secure a substitute when the leave is approved.

F.  In the case of absence from your classes,

~contact the Substitute Finder System (678) 874-7827 prior to 6:30 a.m.

~leave all pertinent information for your sub

~contact Mr. Kemp at (678) 676-4216 after 7:30 a.m. for unexpected emergencies

~notify the head of your department and your selected buddy 

~contact Mr. Kemp, Ms. Elmore or Mr. Beasley

DETAINING STUDENTS FROM ANOTHER CLASS
All classes are important; therefore, do not detain a student and cause him/her to be late for the next class.  

DISTRACTING ITEMS IN CLASSROOM
The use of dolls, eggs, food, stuffed animals, real live babies, etc. create distraction in the classroom.  Use of these items must be cleared by Mr. Beasley.

DRESS CODE (Faculty & Staff)
Staff should review the Student Dress Code and remember professional dress is required.

· No head gear (caps, sweat bands, but not limited too), jeans, tennis shoes, t-strap, midriff, off the shoulder tops

· Skirts should be no more than three inches above the knee.

· Jeans (appropriate fitting) , tops (Stephenson spirit wear) and tennis shoes attire should be worn only on Fridays. 

If a faculty or staff member’s attire or appearance attracts undue attention, an administrator will ask the individual to make necessary changes.

DRUGS,  (BEHAVIOR CHARACTERISTICS OF ADOLESCENTS USING)
Please note that behaviors noted should never be taken totally in isolation, but patterns of behavior and several behaviors displayed over a period of time do warrant attention and intervention of some type.  Seek help for this student.  Notify counselors and administration.

~bloodshot eyes
~smell of alcohol or pot
~verbal abuse to authority figures

~drop in grades
~skipping school or class
~constantly late to class

~absenteeism

~hypersensitive

~withdrawn, secluded, loner

~defensive

~runaway


~leaving school grounds at lunch

~vandalism

~drug related jewelry

~insists on sitting in back of class

~exchange of money
~borrowing money

~inability to reason

~unresponsive

~apathetic


~has excessive amounts of money

~court appearances
~time disorientation

~avoidance of interaction

See also APPENDIX 2: Drug Fact Sheet.
English Department

Writing Program/Error Deductions

Ninth Grade

1. Subject Verb Agreement

2. Sentence Fragments
3. Run-on sentence
4. Incorrect use of verb tense
Tenth Grade

1. All of the above

2. Pronoun-antecedent agreement

3. Dangling/misplaced modifiers

4. Verbal errors

5. Use of passive voice

Eleventh Grade

1. All of the above

2. Pronoun reference errors

3. Punctuation errors

Twelfth Grade

1. All of the above

2. Lack of sentence variety

3. Faculty Parallelism

4. Subordination/coordination errors

Essential Elements for All Grades

· Capitalization

· Punctuation

· Spelling

· Avoid excessive use of “Be” verb

· Avoid use of second person pronoun “you”

· Homophones

· Transitions

Composition and Rhetoric Program Evaluation Criteria

A paper (90 – 100) – Superior

1. Original thought, effective expression, and clear communication

2. Superior development of a central idea

3. Sophisticated, lively, and precise diction

4. Effectively organized paragraphs relevant support of ideas

5. Exceptional, detailed, and relevant support of ideas

6. Mature and diversified sentence structure

7. Mastery of grammar and mechanics

An A paper must meet all of the above criteria and is distinguished from the B paper by a more assured prose style, more creativity in form or content, more subtlety in rhetorical strategy.

B paper (80 – 89) – Good

1. Effective expression and clear communication

2. Good development of a central idea

3. Appropriate, lively diction

4. Effectively organized paragraphs relevant to the assignment

5. Detailed and relevant support

6. Correct, clear, and varied sentence structure

7. Mastery of grammar and mechanics: freedom from major errors

A B paper should meet all the above criteria.  In short, mere absence of error will not be rewarded with a B.

C paper (71 – 79) – Competent

1. Clear communication

2. Satisfactory development of a central idea

3. Appropriate diction and accurate semantics that reflect a reasonable command of everyday words

4. Satisfactory organization of paragraphs relevant to the assignment

5. Adequate and relevant support of ideas

6. Acceptable sentence structure with some variety

7. Relative freedom from major errors in grammar and mechanics

A C paper lacks the originality in content and form A and B papers, contains more errors, or is less effective.  Through it is adequate and perhaps even mechanically correct, it lacks real distinction.

D paper (70) – Deficient

1. Superficial and/or unclear communication

2. Unsatisfactory development of a central idea

3. Immature, simplistic diction

4. Poor organization of paragraphs

5. Inadequate support of ideas

6. Awkward, wordy, or simplistic sentence structure

7. Some major errors in grammar and mechanics

Any of the preceding may result in a D paper.  A combination of these characteristics, however, may result in an F.  Originality of style or thought will not excuse the deficiencies of the D paper.

F paper (69 – 0) – Unacceptable

1. Unclear communication

2. Flawed development of a central idea

3. Immature, simplistic diction

4. Poor organization of paragraphs

5. Inadequate support of ideas

6. Awkward, wordy, or simplistic sentence structure

7. Major errors in grammar and mechanics

An F paper may display any, though it need not display all, of the above characteristics.  In addition, failure to develop the assigned topic automatically results in an F.

NOTE:
Major errors include fragments, fused sentences (run-ons), comma splices, agreement mistakes, faulty verb forms, unjustified tense shifts, and inappropriate pronoun usage.

DUE PROCESS PROCEDURE

Since the case of Goss v Lopez, schools systems have had to establish procedures that protect every student's right to receive an adequate education.  Students who commit violations of school rules are subject to penalties and are guaranteed certain due process rights.  DeKalb County has established a very efficient student justice process.  Each student receives a Student Rights and Responsibilities booklet, which contains a full description of all rules and procedures for the DeKalb County School System.  It is the responsibility of each local school administrator to issue, explain, and test every student on the contents of the discipline brochure.  Once this task is accomplished, then the student signs a log indicating that he has received and understands the brochure's content.  From that point forward, the student is under the jurisdiction of the brochure and is subject to obey all rules and regulations.

As administrators, it is imperative that we have a single procedure for insuring that all due process rights of students are protected and that the school's right to provide an adequate education is not compromised.  Some students begin early to demonstrate that they repeatedly violate school rules.  In the discipline brochure, Offense #19 - Repeated Violations/Misbehavior Violation of Probation deals with students who are repeat violators of school rules.  The penalty for this offense ranges from short-term suspension to a referral to the Student Evidentiary Hearing Committee, which may result in expulsion.  Before this offense can be charged, several steps must be taken to insure that the local school has attempted fully to change the student's behavior and that the parent has participated in the process.  In our school system, there are many schools and centers, each of which must develop policies to comply with the county discipline procedure.  The Department of Student Relations is the party charged with compliance of discipline due process function.  To this end the department establishes criteria with reference to charging students with the repeated violations rule.  It is critical that when cases are referred to the Department of Student Relations, all due process and procedure have been followed so that  the Student Evidentiary Hearing Committee can make a fair judgment of students who have been charged with the repeated violations rule.  

Below is a list of necessary steps required by the Department of Student Relations that each administrator and teacher at Stephenson High School must follow before charging a student with repeated violations of school rules. 

1.
Each classroom teacher will develop a plan to manage interruptions to the learning

environment  based on the Canter System of Classroom Management.  The classroom teacher will notify the parents of the student who continues to be a problem.

2.  
Parents are notified and given the opportunity to assist the teacher in controlling the problem.

3.  
As problems continue, the teacher will refer the student to his/her counselor using a standard discipline referral form.  It is imperative that the teacher list the interventions used in his attempts to control the problem.  The counselor will assess the problem and determine if it can be handled with counseling or if additional resources(Social Worker, SST, School Psychologist, etc.) need to be called in.  The counselor will notify the discipline office of their involvement so that a record can be set.

4.  
If no improvement is noted after these efforts have been exhausted, the counselor will refer the problem to the administrator in charge of discipline who will impose a series of interventions enumerated below:

~administrative detention

~parent visitation (letter of invitation) if not previously utilized by counselor; 

parent is invited to accompany child to his/her classes

~peer mediation (if appropriate and not previously utilized by counselor)

~referral to community agencies where possible

~in-school suspension

~out of school suspension

The discipline office will compile a cumulative record of interventions beginning with the records of the classroom teacher if it becomes necessary to charge a student with repeated violations of school rules.  See also APPENDIX 1: Discipline Overheads from Lee Canter's ASSERTIVE DISCIPLINE ADMINISTRATOR GUIDE
ELECTRONIC DEVICES IN CLASSROOM

Such devices are to be left at home.  If student has such items in the classroom, take them up, label with the student's name, homeroom, and teacher's name.  Take them to the front office where parents may pick them up after school on Fridays only.

EQUAL ACCESS TO STEPHENSON HIGH SCHOOL
Stephenson will follow the directions of the Supreme Court and make the school property available to all clubs, regardless of the religious affiliation of such clubs on an equal access basis.  However, any club with religious affiliations must have a non-participating custodial/mannered school employee (cannot be called a sponsor).  This differs from non-religious affiliated clubs who must have a school sponsor before they are given access to school facilities.  We will require the employee who volunteers to act as the monitor to sign a statement that he/she will not participate in the club's functions, nor will they allow deviations from the rules set forth by the Supreme Court and by the statute.  Any religious club is not school sponsored but may advertise meeting locations and times and may be listed in the school yearbook.

See also DCSS Policy - Registration for Clubs, Athletic Teams, & Activities and Equal Access

                                      Guidelines
ESOL GUIDELINES
GRADING:  A "CS" grade (continuous satisfactory) can be written on all corrected material and coded onto the grade collection document, if the teacher feels that the student is exerting his/her utmost effort to do the work, but needs more immersion time in English to cope with the reading level.  This grade MUST be changed at the end of the year to a number grade indicative of the student's proficiency.  If the student cannot produce by the third quarter, he/she may have to repeat the course.

TECHNIQUES:  

~A sincere effort should be made to pronounce the student's name 



correctly.

~A kind fellow student can be appointed as a buddy to the student during 

the class period.

~Shorter tests can be given; more time can be given on timed tests to 

compensate for the ESOL student's need to decode directions and 

problems.

~If you suspect the student has better English skills than he/she is 

exhibiting, contact the ESOL teacher.

~Make an effort to communicate with the parents/guardians.  

Interpretation help is offered through the International Student 

Center at 451-8049.

~If you need help with communicating specific instructions, contact the 

teacher.

~Use encouraging comments on papers, especially at first.

~Call on the ESOL student to respond orally to an "easy question" in order 

to instill confidence in front of peers.  Allow the ESOL student to 

substitute another assignment for an oral report beyond his/her 

capacity.

~Speak to ESOL students in a natural way.  Use simple language. Do not 

yell; they are not hard of hearing.

~Give simple directions (written ones are preferable to oral ones).

~Make corrections short and immediate.

~Teach the student  to read and write only what he can say and 


understand.

~Use a variety of visual aids: chalkboard, charts, pictures, maps, diagrams. 


Put key words on the board.

See also APPENDIX 3: ESOL Cultural Awareness Tips
FIELD TRIP PROCEDURES/GUIDELINES

Field Trips will be minimized. Only necessary field trips will occur before Spring Break. All field trips should to be considered should have been written on the activity planning form. Field Trip request forms should only request trips that were submitted on the activity planning forms. All 2005-2006 field trip request forms should be completed and returned to Mrs. Freeman by September 12.

1. All field trip requests should follow the activity book guidelines found in the forms section. Use the NEW form for field trips "Activity/Field Trip Request form."  This form will be available in the front office workroom.  When this form is completed (signed by teacher and department head), submit it to Mr. Kemp. After approval, the form will then go to Ms. Elmore and submitted to transportation who will be responsible for locating bus drivers for field trips.  Ms. Elmore will give you copies of the bus requisitions that will give you the driver’s information.

2. When necessary, Ms. Elmore will submit completed forms to the area executive director for approval.

3. Non-instructional trips (trips to Disney World, Arts Festival, etc.) must be approved by  our Area Executive Director.

4. When forms are returned, either approved or not, you will be contacted.  You do not send our permission forms or talk to the students concerning a trip until the appropriate Executive Director has approved the trip.  This is essential.  Ms. Elmore  is to record the field trip in the activity book at this time.
PLEASE USE THE FIELD TRIP PERMISSION FORM ESPECIALLY FOR STEPHENSON.
NOTE:  We do not charge fees to any student or parent.  Donations are accepted on a voluntary basis; however, no student is penalized in any way.  The school must pay the cost for students who have not contributed so that they are not denied participation.

5. If you have a trip canceled due to weather, illness, etc., be certain to attach a note to the bus requisition noting "Canceled" and return it immediately to Ms. Elmore.  If this is not done in time, the teacher is responsible for payment to the driver.

6. A legible list of students going on the trip must be placed in the teachers' boxes and a copy of this list is to be given to the attendance office for student accounting.  This must be done 24 hours before the trip; otherwise, the trip will be canceled and the teacher will pay the bus driver.
7. Never plan your departure during a class period.  Make every effort to time your return to coincide with the end of a period.  Returning field trip students should not be in the halls during a class period.  If returning during class time, they should remain in the commons until the bell sounds.  Attendance will be taken prior to departure of the bus.  The teacher will send the names of all students who are not present at departure time to the attendance office.

8. As soon as a trip is completed, have the bus requisition signed and take it to the bookkeeper no later than the next day to determine the cost.  The bookkeeper will attach the check and send it to Transportation.  Under no circumstances are you to throw a bus requisition away.  (Check to make sure the bus driver's social security number is on this form.)

9. The last date for field trips will be announced.

These procedures are to be followed for all field trips (including those to Fernbank, etc.).  Spend time before the trip with students discussing behavior and procedures to follow.

Suggestions:
~No field trips should be taken on progress report days, standardized testing day, 


or tote day.

~Athletic trips in which students do not miss classes will be handled by Ms. Elmore.

~If two(2) teachers are going on a field trip together and using only one bus, only 

one request needs to be made; otherwise, you end up with two(2) buses.

~Notify the attendance office of any student who is not on the original field trip 

form but goes anyway so that a pass may be issued for the next day.

~Post a list the day following a field trip of those students who were to go on the 


trip but did not.

~Mr. Kemp and the attendance office must know the location of students who 

did not go on the trip with their class.

~Approved field trip forms must be returned to Mr. Kemp who will copy the 

top copy and attach the copy to the gold copy which is kept as a record of 

trips.  (This gold copy which is supposed to be the school copy is usually 

so hard to read that it is almost useless.)

See also APPENDIX 4: Field Trip Information/ Instruction Packet
See also DCSS Policy: Field Trips

GRADE PRINTOUTS GUIDELINES
Grade books are legal documents; therefore, the interpretation of information therein should reflect accuracy and neatness for all local and county professional personnel.  The department chair will evaluate grade printouts periodically to assure proper documentation and adherence to the guidelines listed below.  For each class period, grade printouts inserts/computer grade printouts should include the following:

~Teacher's name, semester, room number, course code/section, period

~A key for interpreting attendance (unexcused/excused absences, 

skipping, tardy)on attendance sheets (see below for recording 

absences)

~Number of grades (total grades per semester; 50 grades minimum)

~A grade assessment at the end of each semester explaining grade 

calculations

Effective August 2000 grades should be maintained on the computer.

Recording Absences:  

	SITUATION
	CODE
	COUNTED ABSENT?

	In-house
	AI
	yes, excused

	Suspension from school
	SUS
	yes, excused

	Educational field trip
	EF
	yes, excused

	Sporting events
	S
	yes, excused

	Testing - State Test
	ST
	yes, excused

	Late enrollment
	EL
	check attendance records from previous school;  absences count from beginning of semester.


NOTE:  For seniors, the days missed for testing, school sponsored field trips, religious holidays, guidance activities and athletic events should not count against the days for final exam exemption.

GRADE ASSESSMENT
Assessment analysis will be done after the first semester.  Department chairs will be told who in their departments are affected.  Mr. Kemp will meet with them to discuss what will be occurring.  There will not be a meeting in the principal's office. The department chair will monitor, report, and support teachers with a higher failure rate.  As long as the teachers affected will follow these directives, then no other action on Mr. Kemp part will occur.  If the directives are not being followed, then the department chair will report the problem to Mr. Kemp, and she will implement a corrective process.  When D's and F's are more than 15%, some specific items must be in lesson plans:

~grading procedure, including how many evaluations and of what type have been 

recorded in the grade book

~how students have been kept aware of progress

~parent notices and phone calls

~remediation for those who are attempting the work but still not being successful 

in the class (type and if done by student).

~clear attendance and accurate recording in the grade book

~test scores if student is improperly placed; parent waiver if on file must be cited

~pink copy of student referrals on those in academic trouble who are also 

discipline problems
GRADE CHANGE POLICY

Once a grade has been submitted, the teacher may change grades with the permission of the principal. Grade changes will be considered within two (2) weeks of the date the grade was reported.  

GRADE REBUTTAL POLICY

In order to ensure students share and discuss report grades with parents in a timely manner, the following policy is being established:

Parents and/or students must file a discrepancy of grade appeal form within seven school days from the first day of school. Only grades from that marking period will be considered. 

The process will be as follows: The principal or designee will review the discrepancy of grade form. This information will then be communicated to the teacher. The teacher will prepare student record of grades for the time period in question and submit all documentation to administration. Administration will review teacher documentation with teacher and parents, and a decision will be determined.   

GRADING SCALE

A report card shall be prepared for each student each semester of the school year with the progress in each course designated.  Students in grades 9 –12 will have grades displayed numerically.  The grading scale for DeKalb County is as follows:


Excellent
A
=
90-100





Good

B
=
80-89





Fair

C
=
71-79





Passing
D
=
70


Failing

F
=
Below 70

HOSPITALIZATION/DEATH OF STUDENT OR STAFF
Please report this information to the Counseling Center (if a student) or Ms. Elmore (if a staff member).  The counselor will see that teachers, attendance office, and principal are notified.

INJURY ON SCHOOL PROPERTY
Any student injured on school property should be sent to the attendance office.  The event should be reported to Mr. Grant or Mr. Kemp  The parent will be called, and a decision will be made on the need for further assistance.  The student is to see Ms. Moody for an accident report as soon as possible.  Such a report must be filled out for all persons injured on school property.

Letters of Direction

In an effort to improve the morale, professionalism, and culture among Stephenson High staff members and to ensure the administrative team minimizes time spent rectifying issues related to ineffective and unprofessional behaviors and practices that compromise school-wide excellence and staff effectiveness, the following items will be dealt with an email or written warning first; then if the action is repeated, a letter of direction, involving a PDP, will be placed in the employee’s personnel file.

1. Administrative team having to open your classroom doors after the ringing of the first bell. 

2. Not signing in or signing in for others. 

3. Arriving to work late more than 15 minutes. 

4. Writing and returning emails during non-planning instructional time.

5. Not returning phone calls or emails within 48 hours. 

6. Allowing tardies without the implementation of tardy consequence plan. 

7. Being absent without calling the sub finder.

8. Not posting grades as instructed by the deadline.  

9. Not handing out progress reports and returning folders as instructed. 

10. Leaving students unattended. 

11. Not enforcing or implementing effective classroom management. 

12. Leaving campus without permission or authorization.

13. Leaving campus before 3:45 p.m. M-T daily and 3:30 p.m. on Fridays. 

14. Missing or being tardy to hall, bus, or lunch duties. 

15. Not consistently standing at doors by 7:50 a.m. and during class changes and assisting with student clearance of hallways.  

16. Not taking and posting attendance on smartweb.

17. Not using instructional warm-up activities. 

18. Not maintaining a clean classroom and allowing students to destroy furniture without referrals or imposing consequences.

19. Posting unauthorized information on the first class schoolhouse.

20. Putting students out of class or not allowing students in class. 

21. Having students report in the morning before 8:00 a.m. without issuing them morning passes.

22. Not monitoring students trying to access lockers during non-locker times. 

23. Allowing students out of class without passes and excessive use of passes. 

24. Issuing excessive passes for students to go to the library. 

25. Not turning in funds to bookkeeper according to policies. 

26. Losing funds that have been collected 

27. Allowing students to eat in classroom. 

28. Selling food items to students. 

29. Using profanity in the presence of students or allowing students to use profanity without intervention or referral. 

30. Allowing students to wear hats, bandanas, hoods, or other inappropriate items without intervention or referral. 

31. Allowing students to sleep in class.

32. Allowing students to use or display cell phones, CD players, or have earphones on their ears without intervention or referral. 

33. Using cell phone or allowing it to ring during instructional time. 

34. Not engaging in effective instructional strategies and activities.
35. Not attending staff meetings, parent-teacher conferences, or staff development without proper administrative notification and approval.
· Teachers can miss no more than three faculty meetings a year. All teachers will sign-out at the end of each faculty meeting. A letter of direction will be issued to teachers who do not meet this expectation.

· Videotapes for faculty meetings will be placed in the media center for viewing on Thursdays and Fridays following each faculty meeting. Teachers will sign the faculty roster with Ms. Elmore  after viewing the videotape. 

36. Misusing instructional time. 

No warnings will be provided for the actions below. 

They will warrant an immediate letter of direction.

1. Making unauthorized purchases.

2. Requesting a reimbursement without prior authorization to make purchase.

3. Not turning in funds/receipt books to bookkeeper according to policies. 

4. Losing funds that have been collected.

5. Funds being stolen in your possession for not following policies. 

6. Allowing non-cleared students to participate or tryout for activities that require student discipline clearance.

7. Leaving campus without permission or without proper checkout.

8. Using profanity towards students, staff, or parents.

MAINTENANCE REQUEST
Any work you would like to have done in your room will need to be submitted on the Facility Concern form to Mr. Grant.  The Plant Engineer will be better able to serve the needs of the building if he is not asked verbally to get a specific job done.  If it is a job that requires Service Center support, it can be ordered.  If it is a small job, it can occur when the crew is not scheduled for other jobs.  There is a great deal of work to be done in the building, and any request that you have is important and will be dealt with by scheduling the job, not just dropping present work to do a small job.  In addition to the written request, if you open a window during the day (there should not be any reason for this except when authorized), you must close it.  If we receive a letter of reprimand from the county security, then that will be discussed with you, not the custodian.  They will try to close any window that is open in a room.   Food in the classroom is not the responsibility of the custodian to clean up.  You must leave the room clean whenever there is food in the room.  

MUTUAL CONSENT 

It shall be the professional practice of Stephenson High School for all parties in a conference to mutually agree if the conference will be recorded or videotaped.  This agreement shall be vocal and recorded.  Further, all parties shall be provided a copy of the taped conference upon its completion.  If all parties do not mutually consent or if all parties will not obtain a copy of the conference at its conclusion, then the conference shall be postponed until further notice and referred to the Principal or Area Office.

If all parties consent to a recorded conference, then the staff member should stop the conference to retrieve a tape recorder from the media center.

NON-INSTRUCTIONAL ACTIVITIES
School administrators shall have the authority to use a maximum of three instructional days(18 instructional hours) per year to schedule non-instructional activities.  In grades 9 - 12, for students enrolled only in high school classes, individual student absences from classes shall be limited to 10 instructional days (60 instructional hours) per year for school-sponsored non-instructional activities.  Documentation of individual student absences shall be maintained.  Further, no student shall miss any one class more than 13 times for school-sponsored non-instructional activities during the 180-day school year.  This may be subject to change.

ORDERING SUPPLIES
No supplies are to be ordered without checking with the department chair and/or bookkeeper.  The school will  not be responsible for any orders made with the knowledge of the bookkeeper. This means you will be responsible for payment of the bill.

PARENTS IN CLASSROOMS
The DeKalb County School System is an open system and encourages parent participation and involvement.  To maintain an optimal learning environment, parents should arrange classroom visits with the assistant principal of instruction in order to avoid testing days, field trips, or other similar pre-planned group activity.  This should be at least 24 hours in advance of the visit.  Parents are asked to arrive at Stephenson High School fifteen minutes prior to the beginning of the class to be visited.  To assure safety of all students, parents are requested to sign in at the main office upon arrival at school and receive a visitor's pass.  While visiting in the classroom, parents should avoid activity which would distract students, such as walking about the room, talking to the teacher during the class, or talking with students.  The rights of all students to privacy and to a proper learning environment must be strictly observed.

PARENT/TEACHER CONFERENCE NIGHTS
Four  Parent/Teacher Conference Evenings (two each semester)  have been scheduled to give parents the opportunity to meet with teachers, counselors, and administrators.  These conference evenings  will be scheduled shortly after the progress report dates for the 6 and 12 week progress reports of each semester.  The hours for these conference evenings are 3:30 p.m. – 5:30 p.m.  Please place these dates on your calendar.  ATTENDANCE IS MANDATORY.

PHONE CALLS
All telephone calls (long distance or toll free numbers) must be approved by the bookkeeper.

Phone calls in response to parent letters or requests should be made within 24-48 hours.

PLAYING CARDS
Playing cards are not allowed anywhere in the school.  Explain that they may present discipline problems as a result of card playing both at school and on the bus.  Cards are to be taken up and may be picked up after school but must not be brought back.
PARENTAL COMMUNICATION REASON AND FAILURE LIST
At the end of the semester, the Reason and Failure list will be turned in, written on only the front side.  These forms are used to determine eligibility and to defend the grading policies of the school.  As it is more important each year to have full justification of grades given and notification of parents  clearly identified, for each student who fails, a Failure and Remediation Plan report will be submitted.  It will take some effort on your part to complete.  The information requested is important for you to keep up with and have on hand if questioned by a parent.  Thus this will part of the end of the semester list of forms to be submitted.

The first section of the form is parent communication.  You will need to keep a log of calls and what occurs after the call.  There is a form letter than you can use to send to parents who you cannot contact by phone for any reason.  The other sections of the form have to do with the progress that the student has made in the course.  Be sure to show any grade of zero because of absence and that the student had the time to make up the work but did not choose to do so.  For most of the staff,  these forms will be for less than 3% of their students, and though not an easy form to fill out, the information will make the ability to stand by the grade much more defensible.

SALE OF FOOD
In accordance with E4.4-1A of State Standards, the sale of food or fundraising items on school premises is strictly prohibited from the beginning of the school day through the end of the last class period of the school day.

SCHOOLHOUSE ACCEPTABLE USAGE

The following uses of the schoolhouse should be followed at all times.

1. Only post information that applies to the entire staff and support goals.  

2. Only post trip information that has been approved. 

3. Only post information that improves instructional effectiveness. 

4. Do not post personal questions, opinions or thoughts. 

5. Do not post emails to individuals or responses to individuals or administrators. 

6. Do not post questions to the teaching or administrative teams. 

7. Non staff members are not allowed to post on SHS School House unless approved by the Principal. 

8. Do not use the schoolhouse as a chat room or session.  

9. Do not post departmental reprimands or corrective issues for the department or individuals within the department. 

10. When in doubt, ask before posting.  

SEMESTER EXAMS
Semester exams will be scheduled during the last two days of the semester.  Each exam period is two hours; however, it is recommended that in remedial level classes, the examination last no more than one hour.  Examinations may not be taken early.  If a student does not show up for the exam, the teacher is NOT to give the student an "I."  Instead the teacher should average the grade and count a zero for the exam grade.  The student should be required to take a make-up exam upon his/her return to school if the absence was an excused absence.  If the grade on the exam changes the grade the teacher gave for the semester, the teacher should change the grade on the grade verification document or see the registrar to change the grade. If a student is passing prior to an exam and receives a failing grade as a result of having taken the exam, teachers are expected to call the parents with this information and not wait to notify the parents by report card.

SENIOR EXAM EXEMPTION POLICY
To be considered for exemption, seniors must meet all of the following criteria:

~Student average is 90 or above in each subject for which exemption is 


considered.

~Student has missed three(3) or fewer days in each class for which exemption is 

to be considered.  All absences are counted except religious holidays and 

school-related field trips.

~Student has not been suspended (either in-school or out-of-school).

~Student must not have an "N" or "U" in conduct in the subject for which 

exemption is to be considered.

~Textbooks must be returned prior to exam day.  Lost books must be paid for 

prior to the exam.

~Students must have exemption permission forms on file by the assigned due 

date.  Late forms will not be accepted.

~Exemptions may be revoked at any time if a student does not continue to meet 

the criteria for exemption.

STEPHENSON HIGH SCHOOL GOALS
1.
Students will read and listen with an appropriate level of comprehension and will   communicate clearly for their level of study in both written and spoken English and in other languages of their choice.

2.  
Students will employ accurate arithmetic skills in applying basic algebraic and geometric concepts to both practical and theoretical problems.

3.  
Students will make objective, supportable observations and use them to analyze problems logically in all disciplines of study.

4.   
Students will prepare themselves for future careers by acquiring knowledge of occupational fields and criteria for entrance into these fields.

5.  
Students will use computers to retrieve information and to compose original work and will master the use of technical tools, appliances, and machines requisite to their career choices, personal interests, and practical needs.

6.  
Students will apply principles of nature and physical and social sciences in appreciating the complexity of the world around them and the richness of its cultures.

7.  
Students will identify the principles on which their system of government was founded and conscientiously exercise their responsibilities as citizens.

8.  
Students will identify different forms of aesthetic expression which may lead to new appreciation of man's creative powers and their products.

9.  
Students will discipline themselves to take notes on oral material, organize their work, budget their time responsibly, and attend school regularly in order to learn effectively.

10.
Students will have opportunities to develop leadership, social skills, and personal values through extracurricular athletics, academic activities, service organizations, and student government.

11.
Students will incorporate into their lives principles of personal integrity, courtesy, sound health and recreation, and fiscal responsibility.

12.
Students will respect the dignity, needs, and feelings of others including those from varied backgrounds, cultures, and nationalities and those with differing physical and mental abilities.

See also DCSS Policy - Division of Instruction...
STEPHENSON HIGH SCHOOL MISSION STATEMENT

The Stephenson High School mission is to educate and prepare students to become productive members of their ever-changing world.

STEPHENSON HIGH SCHOOL PHILOSOPHY
The administration and staff of Stephenson High School, supporting the fundamental concepts of American democracy, believe the purpose of education is to foster among people of all racial, cultural, and economic backgrounds optimal individual development.  Stephenson High School achieves this purpose by enabling students to solve problems constructively, by encouraging positive change in individuals and therefore society, and by preparing students for their chosen fields of work.

STUDENT FEES
A school system may charge fees for extracurricular activities.  Such charges shall not be made a condition of participation or credit in an instructional program.  Fees for extracurricular activities that may be charged to students include but are not limited to the following:  gate admissions, student publications, graduation fees if participation is not required, activity fees, parking.

Fees shall not be charged students for field trips or activities related to a state-funded course as a condition of full participation or credit in the course.  Fees may be charged for a course-related enhancement or enrichment activity provided the activity is outside the school day and does not affect credit in the course.  See also DCSS Policy - Student Fees
STUDENT PREGNANCY

When a girl tells a school staff member that she is or believes that she is pregnant, it is the responsibility of that staff member to notify the counselor.  The counselor ENSURES that the parent(s)/husband are informed of the pregnancy or suspected pregnancy.  The parent(s)/husband should be requested to provide the school with a statement from health-care personnel or a physician confirming the student's pregnancy and the expected delivery date.

Options for the senior high student are (l) to continue in regular school program; (2) modification of daily schedule and/or school day, if necessary: (3) homebound instruction, if eligible ; and (4) open campus high school.

See also DCSS Policy - Student Pregnancy
TEACHER ABSENCE FROM SCHOOL
On critical days when students are in school, call the Substitute Finders System (404) 297-7827  or (404) 297-SUBS either the night before the absence prior to 10:00 p.m. or in the morning before 6:30 a.m.  Your department chairperson should also be aware of your absence, if possible.  You will be expected to clear the absence when you return through Mr. Beasley and are asked to provide a doctor statement.  On non-critical days, when students are in school, call the Substitute Finders System before 10:00 p.m. the night before or before 6:30 a.m. the morning of the absence. On critical days, when students are not in school, you will need to call Mr. Kemp at (678) 676-4216 or one of the other administrators.  You will need to contact your department chairperson or have the administrator inform them of your absence.  You will be expected to clear the absence when you return through Mr. Beasley and be asked to provide a doctor's statement.

See also APPENDIX 9: Substitute Packet Materials
See also DCSS Policy: Leave/ Absence Requirements for Teachers

See also DCSS Policy - Division of Instruction...
TEACHER SIGN-IN/CHECK-OUT PROCEDURES 

1. If any employee signs in after 7:45 a.m. he/she is considered late. Teachers will be marked absent unless teachers sign in. No teacher is allowed to sign in a colleague. Excessive tardiness will warrant administrative intervention.  Teachers with a first period planning should be very mindful of this policy.  

2. Check-Out procedures are 

A. Complete Check-Out Form

B. Obtain Dept. Head’s Approval

C. Obtain Administrative Approval

D. Leave Form with Mr. Kemp
E. Check back in with Office Staff—If No Check In, Teacher Will Be Given A Half Day

Checkouts will be minimized. Teachers will not be allowed to accumulate an excessive amount of checkouts. Excessive checkouts will warrant administrative intervention and staff member will be advised to take a sick/personal day or half a day. No teacher, staff or substitute is to leave campus without following this process and obtaining administrative approval. 

All teachers are expected to get here on time (7:45 a.m.). A 1st period planning does not constitute a valid reason to come in late. All teachers with a 4th period planning are expected to make full use of the 4th period. 4th period planning does not mean you can leave early. Planning time is for planning. All staff is expected to be on campus until 3:45 p.m. The use of planning time to fulfill personal business is a privilege if approval is granted. However, any abuse will warrant a change in policy and denial of requests to checkout.  

TESTING SCHEDULE, Content Areas

Specific days have been assigned to content areas for administration of tests.  Being aware of these assigned days helps the parent better supervise his student's progress.  For 2006-07, the testing schedule is as follows:

MONDAY

Languages and Social Studies

TUESDAY

Math and Others

WEDNESDAY
Science and Languages

THURSDAY

Social Studies and Math

FRIDAY

Others and Science

Tests given on days other than those assigned should be approved by Mr. Kemp.

See also DCSS Policy - Testing Schedule for 2006-07
TEXTBOOK PROCEDURE

Textbook Issuance
Teachers are responsible for issuing textbooks, conducting random/frequent book checks, and collecting them at the end of the semester.  Money for lost textbooks will be collected by the Assistant Principal (AP) for Attendance or his/her designee.  If students lose textbooks, the teacher should contact the parents and advise them of the book’s price and the payment options (cash or money order only).  The teachers should stress to the students the importance of keeping up with their books at all times, as DeKalb County Board Policy specifies that no books will be reissued to the student in that class or in that content area until restitution is made.

A.
Textbooks will be issued at the beginning of each semester and collected at the end of that semester.

B.
All students who receive a textbook must fill out the yellow textbook cards completely and sign them.  Teachers are responsible for indicating the book number (found on the inside 
cover of the book) on the yellow card, and for ensuring that all information on the cards is complete and correct.

C.
Teachers should write the student’s name, the teacher’s name and the semester/year inside the book’s cover.  Books cannot be returned expeditiously if the information is not legible.

D.
Teachers should retain possession of all yellow cards until the end of the semester.  If a student receives a schedule change or withdraws from school, the teacher should return the card to the student when the book is returned.  Students are responsible for retrieving their textbook cards in the cases of schedule change or school withdrawal. 

Textbook Return

All teachers must take up all textbooks at the end of each semester, as students may or may not return to the same class/teacher for the new semester.

A.  
When a student returns the textbook that was issued to him/her at the beginning of the semester, he/she will receive the yellow textbook card that he/she filled out previously.

B.
If a student does not return the textbook, the teacher should submit the yellow card to the AP-Attendance.  Teachers should also keep a running list of students who did not return textbooks, so that a new book is not reissued to them the next semester.

C.
Students who owe for textbooks must make payment to the Assistant Principal of Attendance in order to clear their records.  At no time should teachers accept money from students for textbooks.

D.
The student may make payment in the forms of Cash or Money Order only.  No checks will be accepted by the school for any reason.

E.
Per DeKalb County Board Policy, students who do not make restitution for lost textbooks will not receive another textbook in that course or in that subject area (in following years) until payment is received or the book is returned.

F.
Students are responsible for retrieving their textbook cards at the end of each semester, as 
this is the only proof that they will have that the book was returned.  Teachers should 
encourage students to keep returned textbook cards for this reason.

Department Chair Textbook Procedures
The accountability for each department’s textbooks and resource materials will be facilitated by the department chair.  All requests for additional materials should be given to the department chair, who will work with the AP-Attendance to determine if enrollment necessitates the ordering of additional materials.  At the end of each semester, the chairperson will take a complete inventory of all textbooks and materials, and he/she will submit a detailed list of textbook and material losses to the AP-Attendance.

See also DCSS Policy---Textbooks

VIDEO USAGE

To ensure video usage exemplifies the highest instructional standard, all teachers must complete a video usage form the day videos will be used and leave in Mr. Kemp’s box.  No videos should be viewed if the video usage form has not been completed and left in the main office prior to video usage. This information will be used to determine the use of videos, the instructional effectiveness, and to monitor the amount of their usage. Teachers do not need approval. However, no one will be allowed to use videos to supplant effective instruction. 

WRITING ACROSS THE CURRICULUM

There will be two days  each semester set aside for writing across the curriculum where each student will be given the opportunity to write in the subject area of the class they are in during that day and period.   The subject matter is to be related to the class that the student is in during that period, and the teacher is to read and react to the paper that is submitted.  The time will be divided as follows:  Drafting - 25 minutes; editing and rewriting - 15 minutes;  doing final copy - 10 minutes.  Topics should be assigned to student the day before.

The purpose is to have the students write on a topic, not a long paper, but an introduction, main points, and conclusion in a one to two page paper.  The obligation for the teacher is to read these papers and give general comments about the readability and structure.  Not all of the staff will be correcting grammar, spelling, and structure, but the intent is that in the three periods, the student will be better able to write to a topic in clear terms with good structure and style.

XEROXING PROCEDURES
Faculty members should continue to plan so that they can copy materials before the day needed.  The machine serves the entire school: administrators, faculty, staff, clubs/organizations, etc.  Teachers may use the machine when it is available before school, after school, and during their planning periods.  TEACHERS ARE NOT TO COPY MATERIALS DURING THEIR CLASS PERIODS.  PLEASE LIMIT COPYING TO NO MORE THAN FIVE(5) MINUTES WHEN

 SOMEONE IS WAITING TO USE THE MACHINE AFTER YOU.

The copier room is open for use during the school hours 7:00 AM - 7:00 PM.  

Teachers should not send students to use the machine(s) under any circumstances.

Personal items and items in violation of copyright laws are not to be run.  Everyone is on his/her honor to use the machine for school-related, school-approved purposes.

If there is a problem with the machine while you are using it (i.e.  paper jam), please notify one of the key operators.  Do not leave the problem for the next user to solve.

Remain cognizant that paper is not an unlimited commodity.  Everyone must do his share to conserve paper - running copies on the front and back.

Keep the copier room clean.  There is no one available to clean up all of the excess papers.  Discard them as you leave the room.

Any club interested in collecting used paper for recycling should see Mr. Grant.
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STUDENT SIGNATURE SHEETS FOR

FIRST DAY OF SCHOOL

Each student should sign name and check items received or completed:

	Student Signature
	GHSGT Objectives

11th graders
	Verify Student Schedule
	Copy of Student Code of Conduct
	Copy of Student Handbook
	Locker Distribution

	1
	
	
	
	
	
	

	2
	
	
	
	
	
	

	3
	
	
	
	
	
	

	4
	
	
	
	
	
	

	5
	
	
	
	
	
	

	6
	
	
	
	
	
	

	7
	
	
	
	
	
	

	8
	
	
	
	
	
	

	9
	
	
	
	
	
	

	10
	
	
	
	
	
	

	11
	
	
	
	
	
	

	12
	
	
	
	
	
	

	13
	
	
	
	
	
	

	14
	
	
	
	
	
	

	15
	
	
	
	
	
	

	16
	
	
	
	
	
	

	17
	
	
	
	
	
	

	18
	
	
	
	
	
	

	19
	
	
	
	
	
	

	20
	
	
	
	
	
	

	21
	
	
	
	
	
	

	22
	
	
	
	
	
	

	23
	
	
	
	
	
	

	24
	
	
	
	
	
	

	25
	
	
	
	
	
	

	26
	
	
	
	
	
	

	27
	
	
	
	
	
	

	28
	
	
	
	
	
	

	29
	
	
	
	
	
	

	30
	
	
	
	
	
	

	31
	
	
	
	
	
	

	32
	
	
	
	
	
	

	33
	
	
	
	
	
	

	34
	
	
	
	
	
	

	35
	
	
	
	
	
	


Stephenson High School

Schedule ADJUSTMENT Request Form
Student’s Name __________________
Student ID #  ____________________

Grade _________  
Date ________________  
Room #______________

Please Write Present Schedule In Table:

	Period
	Course Name/Teacher
	Room #

	1
	
	

	2
	
	

	3
	
	

	4

	
	


Course(s) Dropped

Course(s) Added
 

Reasons: Check one

__________________
 ____________________    
____ Pass course in summer school

__________________
____________________
_____ Incorrect course due to coding  

__________________
____________________


__________________
____________________


__________________
____________________

Do Not Write Below This Line
[image: image9.wmf]
Approved:
Counselor _________________________________



Administrator______________________________



Parent’s Signature__________________________



Date Changed______________________________
Upon approval, your counselor will issue an official new schedule.  All students must follow current schedules until they receive an official printout of their new schedules.  All absences and tardies from old classes will be carried over to new classes. 

Course Assignment Sheet

Student Name _______________
Teacher______________
Six Weeks________

Subject/Period __________________________________________________________

	Date


	Assignment


	Date Due
	Points

Poss.
	Points Earned
	Teacher Initials & Comments

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


PROGRESS REPORTS 

STUDENT SIGNATURE SHEET 

Teacher______________________
Six Weeks________ Subject/Period _________________

	Date


	Student Name


	Student Signature
	Midterm Grade Earned

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


RECEIPT OF COURSE SYLLABUS

STUDENT SIGNATURE SHEET
Teacher______________________
Six Weeks________ Subject/Period _________________

	Date


	Student Name


	Student Signature
	Date Received

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Early Check-Out Form

Name of Staff:___________________________________________



Date:
________________________

Purpose of Check-out:   ________Personal  _____Dept./Instructional (Please explain): ________________________________________________________


________________________________________________________________________________________________________________





Will class(es) need to be covered?  ______
If yes, Complete below indicating what period(s).

Time of Check-out _____________
Time of Return*__________

Dept. Chair’s Approval _______________________________

Administrator’s Approval _____________________________

*Upon check-in, please inform the department chair.

(Turn the form into Mr. Kemp before leaving campus.)

	Blocks              
	Person Covering Class Signature
	
	With Pay
	W/out Pay
	                           
	Room #

	1st
	
	
	
	
	
	

	2nd
	
	
	
	
	
	

	3rd
	
	
	
	
	
	

	4th

	
	
	
	
	
	


* Please know upon early check-out, if your class needs coverage and the teacher covering wants to be paid, you must submit the Statement of Leave form to Ms. Elmore prior to leaving.

PROFESSIONAL LEAVE REQUEST

DEKALB COUNTY SCHOOL SYSTEM

3770 NORTH DECATUR ROAD

DECATUR, GA 30032


REQUEST FORM

FOR

PROFESSIONAL LEAVE-SCHOOL REPRESENTATIVE

SCHOOL:  ________________________________
DATE:  __________________________

NAME:  __________________________________
DEPT./GRADE LEVEL:  ____________

CONFERENCE:  ___________________________
SITE:_____________________________

DATES OF CONFERENCE:__________________
DAYS REQUESTED:  ______________

DATES APPROVED:  __________________________________________________________

An employee desiring to use the 7 to 1 Professional Leave-School Representative days to attend a professional meeting should make a written request to the principal at least three weeks prior to the meeting date.  This written request must include a copy of printed information describing the meeting to be attended and the employee’s written explanation of its applicability.  After returning from professional leave, the teacher will provide proof of attendance to the principal.

_____________________________________
____________________________________

Employee Filing Request



Approved By

7420039/990

Distribution:
1.  White—Employee Requesting Leave



2.  Yellow—School Personnel File



3.  Pink—Payroll Department

CLASSROOM IMPROVEMENT PLAN

Name of Teacher





Date 




Subjects to Be Taught









I. Complete the data table below based upon your class roles and student test information provided.  (11th & 12th Graders GHSGT/9th & 10th Graders TBD) 

	Class/Period
	Passed
	Not Passed
	Unknown
	Total

	
	#
	%
	#
	%
	#
	%
	#
	%

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	Totals
	
	
	
	
	
	
	
	


II. What is your plan for meeting the needs of students that have passed and failed simultaneously? Please be very clear and specific.  

III. What specific strategies will you incorporate to address the specific needs of students that did not pass the graduation exam? Please address why you have elected these strategies and how you will determine the effectiveness of these strategies.

Copy To Be Placed In Administrative Portfolio

DEPARTMENTAL IMPROVEMENT PLAN

Name of Department 





Date 




I. What areas of concern exist among students in your department?

II. What are the root causes for these student concerns?

III. What resources are needed in the department to address the above concerns?

IV. What will the department do to acquire the identified resources? 

V. How will the department assess if improvement is occurring? 

Copy To Be Placed In Administrative Portfolio

TECHNOLOGY IMPLEMENTATION PLAN

Name of Teacher/Department





 Date


I. What are your current technology resources?  Complete the data table below.

	
	How Many?
	Check How Often Used Last School Year Each week By Your Students?
	

	
	
	1
	2
	3
	4
	None
	

	Computers
	
	
	
	
	
	
	

	Printers
	
	
	
	
	
	
	

	Laptops
	
	
	
	
	
	
	

	Calculators
	
	
	
	
	
	
	

	Overheads 
	
	
	
	
	
	
	

	LCD Projectors
	
	
	
	
	
	
	

	VCR
	
	
	
	
	
	
	

	Television
	
	
	
	
	
	
	

	List Other Items
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


II. What applications did you and your students use last year? Complete the data table below.

	
	Instructor
	Students
	How Often Per Week?

	
	
	
	1
	2
	3
	4
	None

	Spreadsheets
	
	
	
	
	
	
	

	Databases
	
	
	
	
	
	
	

	Word Processing
	
	
	
	
	
	
	

	Publisher
	
	
	
	
	
	
	

	PowerPoint
	
	
	
	
	
	
	

	Hyper studios
	
	
	
	
	
	
	

	Internet
	
	
	
	
	
	
	

	List Other Applications
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


III. How are you using technology to enhance instruction? 

IV. What are your strategies for increasing student usage of technology? 

V. What are activities/projects you plan to teach/assign to students that will facilitate the increased usage of technology?

VI. What affect do you believe the increased usage of technology will have upon your students?

VII. What affect do you believe the increased usage of technology will have upon you as the instructor?

Copy To Be Placed In Administrative Portfolio

ASSESSMENT ANALYSIS

Name of Teacher 






 Date 




I. Type of Assessment: (Circle Appropriate Response) Per Semester


     
Six Weeks

Twelve Weeks


Graduation Exam Practice Test

II. Type of Instructional Strategies Used: (Circle All That Apply)

	1. Whole Group Instruction 


	2. Whole Group Instruction w/ Adv. Organizer

	3. Discussion w/o Format Learning
	4. Discussion with Format



	5. Cooperative Learning
	6. Brainstorming Activities



	7. Graphic Organizers
	8. Outlining Activities



	9. Other__________________________
	10. Other_______________________________


III. Assessment Statistical Calculations

	Period
	A
	B
	C
	D or F

	
	#
	%
	#
	%
	#
	%
	#
	%

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	Totals
	
	
	
	
	
	
	
	


IV. List Re-teaching Activities: (Complete if less than 70% made A, B or C).
1. 












2. 












3. 













PARENT CLASSROOM OBSERVATION 

AND FEEDBACK FORM

The feedback you provide will be most helpful to teachers as we make every effort to improve. This feedback will be used for the sole purpose of improving instruction and not for any evaluative purposes. The staff at Stephenson High is committed to improved instructional effectiveness. Please complete the responses as honestly as possible and return this form to the Main Office.

Teacher 




 Date 



 Period 



	Great Things We Should See In Every Classroom
	Responses
	Comments/Feedback

	
	Observed
	Not Observed
	

	1. Classroom instruction was occurring. 
	
	
	

	2. Teacher used a variety of instructional strategies.
	
	
	

	3. Teacher had the attention of all students in the class.
	
	
	

	4. The objectives were listed on the board or another location.
	
	
	

	5. The daily objectives were discussed before instruction began. 
	
	
	

	6. The students were well behaved and respectful.
	
	
	

	7. The teacher was in command of the classroom and expected students to behave.
	
	
	

	8. Students were held accountable for there actions.
	
	
	

	9. The teacher was monitoring students and redirecting them if necessary. 
	
	
	

	10. Students were expected to arrive to class on time and held accountable if they were late. 
	
	
	

	11. The teacher used strategies to monitor if students were understanding the instructional objectives.  
	
	
	

	12. The teacher re-explained or retaught information if someone or the majority did not seem to understand. 
	
	
	

	13. The teacher directed questions to many students. 
	
	
	

	14. The teacher provided time for students to work in groups or work independently. 
	
	
	

	15. The teacher assigned or reviewed homework. 
	
	
	


Thank You For Your Involvement In and Support of This Learning Community.

STEPHENSON HIGH SCHOOL

COMMUNICATION LOG
SEMESTER____________________

STUDENT:
_________________________________ID#:  __________________

HOMEROOM # ________________________
HOME #_____________________

WORK # (M)




 
WORK#(F)





PARENT/GUARDIAN NAME:









ADDRESS:












	PERIOD
	CLASS
	TEACHER
	ROOM #

	1ST
	
	
	

	2ND
	
	
	

	3RD
	
	
	

	4TH
	
	
	

	CLUBS/SPORTS
	
	
	


	DATE
	METHOD OF COMMUNICATION
	REASON
	COMMENTS

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


VIDEO USAGE FORM

County Approved (YES   OR   NO)

Name of Teacher




Date of Viewing 



I. Instructional Objectives To Be Taught That Necessitate Viewing:

II. Name of Video To Be Viewed:








III. Describe Instructional Activities Upon Viewing of Video:

IV. Have You Considered The Current Research Provided On Using Videos To Improve Instruction And The Quality Of Student Work? 
Yes


No

V. How Many Instructional Periods Have You Used Videos Prior To This Viewing?

VI. How Long Will Students View This Video? 




VII. How Will The Viewing Of This Video Improve Student Performance?

VIII. Administrative Feedback:
Administrative Signature:




This Form Should Be Completed Before Video Viewing and 

submitted to Mr. Kemp, NO EXCEPTIONS.

ACTIVITY & FIELD TRIP REQUEST FORM

Name of Organization: __________________________________________

Sponsor: __________________________________

Activities

	Date
	Type
	Location
	Description

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Field Trips

	Date
	Type
	Location
	Description

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


STEPHENSON HIGH SCHOOL

FIELD TRIP REQUEST FORM

REMINDERS:

· This form must be submitted at least two weeks in advance of the trip.

· The appropriate administrator must be given a list of the students participating in the field trip at least two days in advance of the trip.  On the day of the trip, an updated list, if needed, should be submitted.

· An instructional plan for those students not participating in the field trip should also be provided to the appropriate administrator.

· A signed, parental consent must be obtained from each participant.
Date of Request______________________________
Date of Trip____________________

Requesting Teacher______________________________________________________________

Course(s) or Organization Involved_________________________________________________

Destination____________________________________________________________________

Address_______________________________________________________________________

Phone_________________________________________________________________________

Time of Departure___________________________Estimated Time of Return_______________

Instructional Objective(s) or Purpose

Name of Adult Chaperone(s)______________________________________________________

Classroom Coverage (List Teachers)

	1st Block_____________________________
	2nd Block

	3rd Block
	4th Block

	
	


Special Duties__________________________________________________________________

(     ) Approved

(     ) Disapproved

Teacher’s Signature:_____________________________________________________________

Department Head’s Signature: _____________________________________________________

Administrator’s Signature_________________________________________________________

	DEKALB COUNTY BOARD OF EDUCATION

	

	REQUEST FOR EDUCATIONAL FIELD TRIP

	

	TRIPS SHOULD BE SUBMITTED TO PRINCIPAL 4 WEEKS PRIOR TO TRIP AND TO EXECUTIVE AREA DIRECTOR NO LATER THAN 3 WEEKS PRIOR TO TRIP.  TRIPS SHOULD BE ENTERED IN STIMS NO LESS THAN 14 DAYS PRIOR TO TRIP.  TRIPS NOT SUBMITTED BY THESE GUIDELINES WILL NOT BE APPROVED.  TRIPS TO ATLANTA SHOULD ALLOW AN HOUR OF TRAVEL TIME EACH WAY.  TRIPS MUST BE WITHIN A 75 MILE RADIUS ONE WAY.  TRIPS WILL NOT BE AUTHORIZED PRIOR TO OCTOBER 1 OR AFTER APRIL 15.  TRIPS APPROVED FOR THIS PERIOD MUST BE PREPAID.                                                                                                                                                                                                      TRIPS ARE TO BE SCHEDULED BETWEEN THE HOURS OF 9:30 AND 1:00.  LIFT BUSES ARE AVAILABLE FROM 9:45 TO 12:45.                                                                                                                                                                                        FIELD TRIPS MAY NOT INTERFERE WITH REGULAR ROUTE TIMES.  CONSULT YOUR FIELD TRIP MANUAL FOR ADDITIONAL INFORMATION.

	

	REQUEST DATE:
	 
	TEACHER'S NAME:
	 

	
	
	
	

	SCHOOL NUMBER:
	 
	SCHOOL NAME:
	 

	
	
	
	

	DESTINATION:
	 

	
	

	DEPARTURE DATE:
	 
	RETURN DATE:
	
	DEPARTURE TIME:
	 
	RETURN TIME:                    (TO SCHOOL)
	 

	FUND ACCOUNT                           F = FINANCE TO PAY     S = SCHOOL TO PAY
	 
	SUBJECT:
	 
	GRADE:
	 

	INSTRUCTIONAL OBJECTIVE: QCC/COURSE GUIDE, PROGRAM PURPOSE
	 

	
	

	
	 

	
	

	
	 

	
	

	
	 

	
	

	NAME OF TEACHER/CHAPERONE(S):
	 

	NUMBER OF STUDENTS:
	 
	NUMBER OF TEACHERS:
	 
	NUMBER OF OTHER ADULTS:
	 

	
	
	
	
	
	

	PRIVATE CARRIER REQUESTED? YES OR NO
	 
	NAME OF APPROVED CARRIER:
	 

	DOES ANY STUDENT ON THIS TRIP REQUIRE SPECIAL ADAPTIVE TRANSPORTATION EQUIPMENT?  YES OR NO                             
	 
	IF YES, INDICATE NUMBER OF EACH REQUIRED BELOW

	LIFT BUS                              # OF CHAIRS
	 
	CAR SEAT                              # NEEDED
	 
	SAFETY VEST                     # NEEDED
	 

	SEAT BELTS                  # NEEDED?
	 
	OTHER: (EXPLAIN)
	 

	
	
	
	

	BUSES ARE NOT APPROVED TO STOP AT RESTAURANTS OR OTHER LOCATIONS FOR LUNCH.  LUNCH MUST BE AT SCHOOL OR AT FIELD TRIP LOCATION.  SPECIAL CIRCUMSTANCES THAT NECESSITATE MEAL STOPS ARE AUTHORIZED ONLY IF APPROVED BY PRINCIPAL/BUILDING ADMINISTRATOR AND AREA DIRECTOR AND SPECIFIED ON THE REQUISITION.

	

	MEAL PLAN                                                                  S=SCHOOL              MS=MEAL STOP   FT=FIELD TRIP LOCATION 
	 
	MEAL STOP NAME & LOCATION
	 

	ASSISTANT PRINCIPAL OF INSTRUCTION SIGNATURE:
	 
	DATE:
	 

	TRIP APPROVED:
	YES
	NO
	MEAL PLAN APPROVED?
	YES
	NO
	 

	PRINCIPAL'S SIGNATURE:
	 
	DATE:
	 

	
	
	
	

	TRIP APPROVED:
	YES
	NO
	MEAL PLAN APPROVED?
	YES
	NO
	 

	AREA DIRECTOR'S SIGNATURE:
	 
	DATE:
	 

	
	
	
	

	TRIP APPROVED:
	YES
	NO
	MEAL PLAN APPROVED?
	YES
	NO
	 

	RETURN FORM TO THE FIELD TRIP UNIT @ TRANSPORTATION NO LATER THAN 5 DAYS BEFORE TRIP                                                                                                                                                     FIELD TRIP UNIT     678-676-1308   FAX   678-676-1515

	


FIELD TRIPS

SCHOOL SPONSORED ACTIVITY RECORD

_______________________________________

______________________________

TEACHER






TYPE OF ACTIVITY

_______________________________________

1     2     3     4     5     6
DATE OF ACTIVITY




CIRCLE PERIODS MISSED 

1. PRINT student’s name, last name, first, and  HOMEROOM NUMBER using BLACK INK.

2. Check subjects missed.  Students missing more than five minutes of a class are considered missing the entire class.

	
	
	E

N

G

L

I

S

H
	M

A

T

H
	S

C

I

E

N

C

E
	S

O

C.

S

T.
	F

O

R.

L

A

N

G.
	H

O

M

E

E

C.
	B

U

S

I

N

E

S

S
	I

N

D.

A

R

T

S
	P.

E.
	A

R

T
	M

U

S

I

C
	O

E

C

W

O

R

K
	S

P

E

C.

E

D.
	O

T

H

E

R

	H.R.
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STEPHENSON HIGH SCHOOL

PARENT PERMISSION AND WAIVER FOR 

MISSED INSTRUCTIONAL TIME

________________________ has my permission to participate in a field trip away from the 

 
      (Student)

Stephenson High campus on _____________________from____________ to____________.






   (Date)


        (Time)

(Time)

TO:_______________________________________________________________________

METHOD OF TRANSPORTATION:  __________________________________________

CLASSES MISSED DUE TO TRIP:

	Period
	Subject
	Teacher Signature

	1
	
	

	2
	
	

	3
	
	

	4
	
	


REGULATIONS:

Students are expected to extend full cooperation with regard to dress requirements, safety and courtesy.

This trip is being taken as part of the Stephenson instructional program and is intended to enhance the learning experiences for all students participating.

All school work missed by a student while on a field trip may be made up with no loss of credit.  The responsibility rests with the students to inform each teacher in advance and request the appropriate materials or assignments.

THIS WAIVER MUST BE ON FILE IN THE ATTENDANCE OFFICE FOR EVERY STUDENT WHO PARTICIPATES IN A FIELD TRIP.  (TURN IN PRIOR TO LEAVING.)

AUTHORIZATIONS AND APPROVAL  SIGNATURES:

________________________________

______________________________

Student Signature




Parent Signature

__________________________________

Teacher/Sponsor Signature

STEPHENSON HIGH SCHOOL

FUNDRAISER  APPLICATION

Name of Sponsor/Club:

_______________________________________

Name of Vendor:


_______________________________________

Intended Item(s) to Sell:

_______________________________________

Intended Amount to Sell:

_______________________________________

Current Account Balance:
_______________________________________

Cost of Order:


_______________________________________

Possible Profit:


_______________________________________

Authorized Signatures

Mildred Campbell










Travis Grant











Morcease J. Beasley












FACILITY CONCERN FORM

Area of Concern: ______________________________________________________________

Describe the problem(s):________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

__________________________________________________

Signature of Person submitting information

Date:_____________________________________________

This form should be completed as soon as a problem has been observed 

and submitted to Mr. Grant. 

STEPHENSON HIGH SCHOOL ACTIVITY/CONCESSION STAND CHECKLIST

DATE OF REQUEST:
____________________________

1.  Complete the following information:
Event:
________________________________



Date of event:
_________________

Time of event:
From:_________to____




Sponsoring Group:__________________Contact person from faculty:______________



Parts of Building to be used________________________________________________


2. Look at #4 below.  Place check marks in each area where you have special needs, request use of certain areas or have personal requests.

3. Hand this to Mr. Kemp (Academic) or Mr. Grant (Athletics) so he/she may check the calendar for any discrepancies.  If there are none, he or she will pass this on to Mr. Beasley for his O.K.

Kemp______________________________
Grant_
_________________________

After Mr. Beasley’s approval, Mr. Kemp or Mr. Grant will sign and place this form in your box.

4. For every check mark below, you must have that person sign.

__________________________

Special Bell Schedule______
Agenda for Assembly_______

KEMP





Concession Stand______

__________________________

Use of Media Center______ Other Audiovisual Needs________

BURNSIDE

__________________________

Music Assistance:  Band_____Chorus____Symphonic Band

APPROPRIATE TEACHER

__________________________

Use of Cafeteria _____Cafeteria Supplies____Staff Member___

JORDAN

__________________________

Use of Gymnasium__________

Equipment_________

GARTRELL


__________________________

Use of Theater (Local school programs take precedence)_____

MURRAY-KETTLE
__________________________

After-hours custodian____Public Address System________

THOMAS



(Do you need a prior set-up?_______  Attach a diagram)

__________________________

Police or Security _____
Administrator needed________

REYNOLDS

__________________________

Air conditioning or heat________________

GRANT
5. Finally, place the complete form in Mr. Kemp’s or Mr. Grant’s box.  They will return your copy and you are to distribute copies to each person who has signed.

Office Calendar______________
M-5 Request

ALLEGED CHILD ABUSE OR NEGLECT REPORT

School





 Date of Allegation




Name of Child




Date of Birth


Sex


Address of Child










Name of Parent/Guardian









Phone Number of Parent/Guardian


(Date Informed of Allegation     
)
Person Who Was Allegedly Involved In the Incident:

                   (Name)



          (Position)


 (Sex)

Nature and Description of Alleged Abuse/Neglect:  (Include location, date, time and complete description of circumstances and any evidence and names of possible witnesses.  If additional information such as witness statements is attached to this report, please note in the space below “SEE ATTACHED.”
Name of Person Reporting the Initial Allegation:  (Indicate if the person is a DeKalb County School System employee, a student, a parent or other.)

ALLEGED INCIDENT HAS BEEN REPORTED TO THE FOLLOWING:

(Check below to confirm report to proper authorities and investigative personnel.)


DeKalb Family and Children Services * (Date Contacted:



)


School Detective/Police   
(Attached report must be signed and dated.)


School Social Worker

(Attached report must be signed and dated.)


School Administrator

(Attached report must be signed and dated.)


Area Executive Director shall receive a copy of this form and attached report.

Department of Personnel shall receive a copy of this form and attached report.
      (Name of Administrator Completing This Report)



(Date of Report)
(DFACS report of findings will be attached to this report and sent to the Department of Personnel.)

7400463/896
ANNOUNCEMENTS

Today’s Date:
__________________________

Dates to be read (written in numbers):

MON_____TUES_____WED_____THURS_____FRI_____

(Brief Statements Only)
Teacher’s Signature:____________________


Administrator’s Signature:_________________

701 Stephenson Rd., 

Stone Mountain, GA  30087

(678) 676-4202

Fax No. (678) 676-4210

Fax Coversheet

	To: 
	
	From:
	

	Fax:
	
	Pages:
	     page(s) to follow

	Phone:
	
	Date:
	

	Re:
	
	
	


 MACROBUTTON CheckIt ( Urgent 
(  for Review
 MACROBUTTON CheckIt ( Please Comment
 MACROBUTTON CheckIt ( Please Reply
 MACROBUTTON CheckIt ( Please Recycle


___________________________________________________________________________

MESSAGE: _______________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

TEACHER EVALUATION OF SUBSTITUTE

TEACHER: ________________________________________

When you have been absent and a substitute has been in your class, please complete this form and submit it to Mr. Kemp.  This is one way that we can make sure that your classes are covered by competent substitutes.

Teacher ___________________________________
Subject______________   ____________

Grade ___________________
Date Used_____________________________________

Substitute’s Name ______________________________________________________________

Circle the correct responses:

YES
NO
1.
Was your class roll checked?

YES
NO
2.
Were your lesson plans followed?

YES
NO
3.
Did they leave you written comments about the class?

YES
NO
4.
Did the students have comments about the class?

YES
NO
5.
Were there any problems?

YES
NO
6.
Did someone have to go into the class to assist him or her?

YES
NO
7.
Can you tell by a review that teaching and learning took place?

YES
NO
8.
Would you recommend having this person back in your class?

Additional

Comments_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

ATTACHMENT 2

STEPHENSON HIGH SCHOOL

PARENT VISIT REQUEST

Dear____________________________________________,

Your son/daughter is developing a pattern of repeated violation of school rules and could face suspension from school unless corrective action is taken.  You are invited to spend the entire day with__________________________________ and it is hoped that a visit will remedy the situation.

Please indicate in the space below your wish to accept or decline this opportunity to work jointly to improve the educational opportunity for your student.  If you have any questions, please contact the discipline office at  678 676-4222.
------------------------------------------------------------------------------------------------------------

STUDENT_____________________________________________

______ YES, I WILL ATTEND SCHOOL WITH MY STUDENT

______ NO, I DO NOT WISH TO ATTEND

___________________________________

______________________________

Parent Signature




Date

I have received this letter _________________________________________________





Student

Witness ________________________________________________________________

STEPHENSON HIGH SCHOOL

TEXTBOOK REQUEST FORM

NAME ___________________________________

DEPARTMENT ___________________________

SEMESTER ______________________________

	TITLE OF TEXTBOOK
	NUMBER OF TEXTBOOKS ISSUED
	TEACHER’S EDITION LIST OF RESOURCE MATERIALS

	
	
	

	
	
	

	
	
	

	
	
	


_______________________________








Teacher’s Signature

_______________________________








Date

STEPHENSON HIGH SCHOOL

STUDENT DISCIPLINE RECORD

Name: _________________________
Grade:_____
Student #: ____________________

Parent(s)/Guardian(s): _________________________________________________________

Home Phone: ___________________________
Emergency Phone: ___________________

	#
	DATE
	OFFENSE(S)
	DISCIPLINARY ACTION AND COMMENTS



	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	INTERVENTIONS



	PARENT CALLS:



	PARENT CONFERENCE:                                                PARENT ATTENDS SCHOOL:



	LOCAL SCHOOL PROBATION / BEHAVIOR PLAN / CONTRACT



	REFERRALS:              Counselor:                                                       FB

                                        Peer Mediation                                                FB

	                                        Social Worker                                                 FB

                                        Saturday School                                              FB

	                                        SST (Student Support Team)                        FB

                                        Outside agencies (specify)                              FB

	SUSPENSIONS:                     3 – DAY:

                                                 5 – DAY:

                                                 10 – DAY:

	REFERRAL TO SEHC:                                             AREA DIRECTOR CALLED:




SUBSTITUTE FOLDER CHECKLIST

You are required to have the following information filed in your substitute folder and submitted to your department chair by August 18, 2006.

	CONTENTS:
	PAGE:

	1.
	YOUR NAME AND ROOM NUMBER
	(     )



	2.
	YOUR SCHEDULE (COURSES AND COURSE NUMBER
	(     )



	3.
	YOUR PARKING SPACE NUMBER
	(     )



	4.
	YOUR DUTY ASSIGNMENTS
	(     )



	5.
	MAP OF THE BUILDING
	(     )



	6.
	FIRE DRILL INFORMATION AND THE LOCATION OF YOUR ROOM ON THE EMERGENCY DRILL INFORMATION
	(     )



	7.
	TORNADO DRILL INSTRUCTION
	(     )



	8.
	BELL SCHEDULES
	(     )



	9.
	EXPLANATION OF LUNCH PROCEDURES AND LUNCH TIME-PERIOD
	(     )



	10.
	EXPLANATION OF HOMEROOM AND DAILY ATTENDANCE PROCEDURES
	(     )



	11.
	CURRENT CLASS ROLLS
	(     )



	12.
	SEATING CHARTS
	(     )



	13.
	THREE DAYS OF EMERGENCY LESSON PLANS FOR EACH CLASS.

(MAKE COPIES OF WORKSHEETS TO BE USED.  DO NOT EXPECT SUBS TO RUN OFF COPIES OF WORKSHEETS FOR YOUR CLASS.)
	(     )



	14.
	DISCIPLINE PROCEDURES
	(     )



	15.
	RESUME(S)
	(     )




SUBSTITUTE TEACHERS ARE NOT TO ISSUE HALL PASSES.

STEPHENSON HIGH SCHOOL
SUBSTITUTE INFORMATION SHEET


TEACHER’S NAME




DEPARTMENT


PARKING LOT NUMBER


DEPARTMENT CHAIRPERSON/RM#

	BLOCKS
	ROOM NUMBER
	COURSE TITLE(S)
	STUDENT HELPERS

(List 2 student helpers per block)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


LUNCH BLOCK






Duty:Date/Time/Location









FAILURE AND REMEDIATION PLAN REPORT

Dear Parent or Guardian of_____________________________________:

As I have tried on may different occasions to get in touch with you by phone at work and at home, this letter is being sent as a last chance communication.

I regret to inform you that as of this date________________________your son/daughter is earning 


_____________________A grade of 75


_____________________An unsatisfactory grade of D/70


_____________________A failing grade of F

in _____________________________for the _________________semester of this school year.

______Complete written homework



______Develop positive attitude


Assignments on time





toward course

______Come to class with proper materials


______Takes notes in class

______Participate in class




______Put forth good effort

______Ask for additional help from teacher


______Respect the rights of others in 








class

Other:____________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Signed:____________________________

Signed:____________________________



Teacher’s Signature




Student’s Signature

Date:______________________________

Date:______________________________

Note:

This form has been prepared in duplicate and signed by the student and teacher.  

Copy is issued to the student and parent which may serve as a guide for the student to make satisfactory progress in the above listed course.  The second copy will be held by the teacher for purposes of follow-up work with the student.

Please call the Counseling Office at 678 676-4226 if you desire to have a conference either by phone or in person.  When you call the school please leave a phone number where you can be reached.
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Notice:  All fund raising activities by any teams, clubs, or other school-sponsored organizations must have the Principals’ or designees’ approval prior to raising funds.  Students who are involved with the selling of products for clubs, etc. are to sell BEFORE or AFTER SCHOOL ONLY.  Only school-sponsored fund raising activities will be allowed on the Stephenson High School campus.  All clubs are encouraged to exhibit fiscal responsibility.  Clubs that do not deposit funds raised from school-sponsored fundraisers with the Bookkeeper will be denied fund raising privileges and possibly face disciplinary actions.  Organizations must secure all signatures prior to ordering any materials or goods for fundraising projects.





As an Authorized Fundraiser, I do hereby agree to assume responsibility for compliance with the terms and conditions as outlined herein regarding the approval to raise funds on behalf of Stephenson High School and the Dekalb County School System.








Signature ________________________________________	Date ________________________
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