MONTGOMERY HIGH SCHOOL

FACULTY MANUAL

2012 - 2013
Index

	Mission Statement
	4

	Bell Schedule
	5 

	Faculty Listing
	6-7

	Using Your Faculty Manual
	8

	Vice Principal Student Responsibilities
	8

	Attendance
	8

	
Faculty Attendance
	8

	
Faculty Absences
	8

	
Substitute Folders
	9

	
Substitute Feedback
	9

	
Attendance at Meetings
	9

	
Student Attendance
	9-10

	
Attendance Policy
	9

	              Verification of Student Absences and Class Cuts
	9

	               Denial of course Credit
	9

	               Credit Appeal Process 
	9

	               Make Up Work
	10

	
Lateness/Tardiness
	10

	
Absence and Student Activities
	10

	
Student Council
	10

	Counseling & Guidance Services
	11-12

	               Guidance Appointments
	11

	
Guidance Passes
	11

	
Guidance Counselor Interaction
	11

	               Student Assistance Counselor (SAC)
	11

	
IEPs and 504 Plans
	11

	              Overview of Section 504
	11

	              Overview of IEP’S
	11

	Grading
	12

	
Grades
	12

	               Posting Grades/Assignments in Genesis
	12

	
Interim/Progress Reports
	12

	
Marking Period Grades
	12

	
Mid-Term/Final Grades
	12

	
Advance Placement – Guidelines for Teachers
	12

	Student Expectations
	13-15

	
Student Performance Expectations
	13

	
Student Management Procedures
	13

	
Discipline Problems (Minor)
	13

	
Teacher Assigned Detention
	13

	
Discipline Problems (Major)
	13

	               Referral for Student Under the Influence
	14

	               Harassment, Intimidation, bullying (HIB)
	14

	
Office Detention
	14

	
In-School Suspension
	15

	Safety and Security
	15

	
Classroom Doors
	15

	
Students Leaving the Classroom
	15

	
Visitors
	15

	
Fire Drills
	15

	School Security Drills
	16

	              Active Shooter
	16

	              Bomb threat
	16

	              Evacuation
	16

	              Lockdown
	17

	              Evacuation Procedures (Confidential to Teachers)
	17

	              Lockdown Procedures (Confidential to Teachers)
	18

	              Non-Classroom Lockdown Areas
	19

	
Repair Requests
	19

	
Student Lockers
	19

	
Security Cameras
	19

	
Accidents/Medical Attention
	20

	
Reporting Child Abuse/Neglect
	20

	
Crisis Intervention
	20

	
Closing of School for Safety Reasons
	20

	School Property
	20

	
Textbooks
	20

	
School Equipment
	20

	
Computer Use by Faculty
	21

	
Computer Use by Students
	21

	
Facilities Use
	21

	
Media Center
	21

	Professional Development
	21

	
Observations
	21

	
Summary of Teaching Performance
	21

	
Professional Development Plan (PDP)
	22

	
Professional Development Opportunities
	22

	Collaborative Learning Teams
	22

	Field Trips
	23

	Additional Faculty Responsibilities
	25

	
Duty Assignments (general)
	25

	               Unit Lunch
	25

	               Lunch Detention
	25

	               Study Hall
	26

	               Quiet Study / I.S.S.
	27

	               Front Desk
	30

	               Hall Duty
	30

	              Media Center
	30

	
Extra Help Days
	31

	
Faculty Mail
	31

	
Faculty Parking
	31

	               Assemblies
	31

	
Petty Cash
	31

	Co-Curricular Advisor Guidelines
	31

	
Scheduling Activities and Events
	31

	              Communication
	31

	
Banking Procedures for Faculty Sponsors
	32

	
Fundraising
	32

	Marking Period Dates
	Appendix A

	Guidance Assignments
	Appendix
B

	Meeting Dates
	Appendix C

	Unit Lunch Duty Assignments - Fall/Spring
	Appendix D

	Unit Lunch Duty Assignments - Winter
	Appendix E 

	Duty Assignments
	Appendix F

	Evacuation Map
	Appendix G

	Evacuation During Lunch Map

	Appendix H

	Alternate Site Evacuation Map
	Attachment

Appendix I

	Assembly A
	Attachment

Appendix J

	Assembly B
	Attachment

Appendix K


Montgomery High School

Mission Statement

Montgomery High School is an academically challenging and supportive community that provides innovative educational, extra-curricular, and social opportunities that encourage responsible citizenship and life-long learning.

We believe that the MHS community will:
Provide a supportive environment for academic and personal growth that fosters independence, self-reliance, and self-worth

Prepare students for a diverse and ever-changing society

Encourage the development of programs that promote good character

Enable everyone to feel physically, emotionally, and intellectually safe (free to verbally express opinions and ideas)

Value all for their unique qualities

Encourage all to pursue their individual goals in a challenging, supportive, and safe environment 

Provide a positive learning environment where mutual respect and opportunity exist for the exchange of ideas among teachers, students, parents, and community members

Deliver an instructional program that addresses a variety of learning styles, interests, and levels of readiness for all students in all disciplines

Demonstrate honesty, integrity, and trustworthiness in academic pursuits and social interactions 

Respect all people and cultures

Encourage participation in one’s community as a social, civic, and personal responsibility

Promote learning as a life-long process.

	2012-2013 REGULAR BELL SCHEDULE

	
	A Day 
	B Day 
	Time

	7:20 - 8:49 (HR) 
	Block A1
	Block B1
	84+ (5)

	8:53- 10:17 
	Block A2
	Block B2
	84

	10:21 - 11:11 
	Unit Lunch
	Unit Lunch
	50

	11:15 - 12:39 
	 Block A3
	Block B3
	84

	12:43 - 2:07 
	Block A4
	Block B4
	84


	ALTERNATE BELL SCHEDULES

	
	Assembly
	Delayed Opening

(2 Hour Delay)
	½ Day:

 Early Dismissal

	Block  1
	7:20 – 8:27 (HR)  
	9:20 – 10:19 (HR)
	7:20 – 8:23

	Block  2
	8:31 – 9:38 (A) 

9:42 – 10:49 (B)  
	10:23 – 11:17
	8:27 – 9:30

	Unit Lunch
	10:53 –11:43
	11:21 – 12:11
	No Lunch Served

	Block  3
	11:47 – 12:54
	12:15 – 1:09
	9:34 – 10:37

	Block  4
	12:58 – 2:07
	1:13 – 2:07
	10:41 – 11:44


Buses Dismissed 2:15 pm   
                    Revised 6/2/2011  
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Using Your Faculty Manual

This Manual is intended to be a resource for faculty to be used in conjunction with the Student Handbook.  The Faculty Manual should assist you with the application of school policies contained in the Student Handbook.  School and District policies and procedures specifically related to the faculty are also included.  

Should you have questions please feel free to contact your Department Supervisor or any member of the administration.  We look forward to working with you to continue the standards of excellence Montgomery High School has traditionally met.

Paul Popadiuk
Corie Gaylord

Damian Pappa

Principal                                                                                                                                   Chris Reginio

Vice Principals

VICE PRINCIPAL STUDENT RESPONSBILITIES

Mr. Pappa (Ext. 6502)*

Sophomores and Seniors 
Mr. Reginio  (Ext. 6158)*

Freshman and Juniors
* direct extensions confidential for teacher use only
ATTENDANCE
Faculty Attendance

The normal school day for students is from 7:20 am through 2:07 pm.  Faculty members are expected to sign in no later than 7:20 am, and may leave any time after the end of the student day.  (See Extra Help Days)

Faculty Absences

Faculty may be absent due to illness, personal situations, serving as a field trip chaperone or to attend a professional development opportunity.   In all cases you are required to call the automated phone system (AESOP) at 800-942-3767 OR report your absence using the on-line option http://www.aesopeducation.com/#2.   You will be required to use your ID number and PIN which will be provided to you in a personalized welcome letter.  
If you have any difficulty with the recording please call your supervisor to report your absence.  In the event of an emergency you should call Mrs. Pae in the Main Office 609-466-7602 (ext. 6113).  
Substitute Folders
You are required to have a Substitute Teacher Folder in the Main Office.  Your daily schedule should be printed on the cover.  The folder should contain information as the location of your emergency plans, room assignments, class rosters, seating charts, etc.  Your parking space number should be on the outside of the folder.
If you have a lesson plan you want utilized instead of the plans held by your supervisor you may write it directly into AESOP when you report your absence.  This will be printed and handed to the substitute when they check in at the main office.  Please do not call the Main Office the morning of an absence to leave lesson plans.  
Substitute Feedback
Substitutes are required to fill out a Substitute Report, which you should review and complete upon your return to school.  It should then be given to Mrs. Pae.  Should you encounter any difficulties with a substitute please inform Mr. Reginio.
You should follow up with any discipline problems that took place while you were absent.  You are responsible for implementing any disciplinary action.  If the situation warrants, use the normal referral procedure to involve the appropriate Vice Principal.

Attendance at Meetings
Faculty, Department and Articulation meetings have been scheduled for the 2012-2013 school year. Faculty members are required to attend these meetings and should arrange their schedule accordingly.  Please refer to the appendix for specific meeting dates.
Student Attendance
Please keep in mind that accurate attendance is critical.  Your records of student attendance are considered a legal document and are archived at the close of each school year.

You are required to take attendance within the first 15 minutes of each block using the computerized student data system. The default setting is present.  If a student is not in your class, change the setting to “absent- unexcused” or “absent – school sponsored event” (field trips, testing, early dismissal for athletics) or if he/she is late to class.  Lateness to class of 10 minutes or more should be recorded as an absence.
Attendance Policy
The Montgomery Township Board of Education recognizes its responsibility to provide a thorough and efficient education for every student within the district in keeping with the prevailing laws of the State of New Jersey.  In order for administrators and teachers to successfully fulfill their responsibilities to students, it is essential that all students accept their responsibility to attend school as scheduled, and that parents/guardians support and reinforces their child’s regular attendance.  

Verification of Student Absences and Class Cuts
At the end of the day you will receive via email a list of students who are absent for that day and those who were signed out early.  You should verify your records against this list.  If a student was not in your class, but his/her name is not on the absentee list, the student may have cut your class.
The following day ask the student where they were during your class period.  If the student cannot produce a pass indicating where they were you should complete the Discipline Notice/ Referral Form and send it as an email attachment to the appropriate Vice Principal.  The form is available on the MHS intranet.
Denial of Course Credit

A student may be denied course credit when he/she exceeds ten (10) “unexcused absences” in a full year course, five (5) “unexcused absences” in a semester course, and three (3) “unexcused absences” in a course of nine weeks or less. The student’s parent/guardian will receive written notification of their child’s loss of course credit due to attendance. If a student and their parent/guardian believe there are extenuating circumstances that have prevented the student from attending school on a regular basis they may be awarded the opportunity to appeal the loss of credit due to attendance.

This is not a permissive policy establishing or licensing a limit of days that may be missed with no harm.
Credit Appeal Process
This process grants a student the right to appeal the loss of credit due to attendance. Students must submit appeals to the office of the administrator in charge of attendance no later than five (5) school days after receipt of no credit status. The appeal should state the reasons for admitted “unexcused absences”, documentation that would reduce the number of absences, and reasons why they should receive course credit.  A Credit Review Committee comprised of an assistant principal, teacher, school nurse, guidance counselor, and child study team caseworker may evaluate the student’s appeal. The Credit Review Committee will consider each appeal on a case by case basis and if deemed necessary develop an appropriate credit recovery plan. Keep in mind that appeals deal with the attendance record of the entire semester or the entire year
Making Up Work Following an Absence
Upon returning to school, students must arrange with their teachers to make up any assignments or assessments missed during the absence from school.  Work must be made up within a time equal to the class time absent.  Teachers are expected to cooperate in the preparation of home assignments for pupils who anticipate an excused absence of three school days duration.  Responsibility for making up work and scheduling any necessary assistance from the teacher(s) rests with the student. Teachers shall make reasonable accommodations to extend time for students. 

Late Arrival to School

Students are expected to be in their first class block at 7:20 am during a normal school day.  Until 7:30 students should report directly to class where their teacher will record their late. The consequences for late arrival to school under 10 minutes are the same as those listed in the section: Class Tardiness. Students arriving after 7:30 am with documentation must sign in at the Main Office with Mrs. Pae. Students arriving after 7:30 am without documentation must sign in at the Main Office by scanning their student identification card and printing their class admittance pass.  
NOTE: A student arriving in any class block after the first ten (10) minutes of the class block will be recorded as absent for that class.  If the reason for arriving late is a result of any of the reasons defined as “excused” (see “excused” absences in student handbook) the absence will be recorded as an excused absence providing that the student presents the appropriate documentation.

Class Tardiness
A student arriving to any class block within the first ten (10) minutes of the class block without a pass or proper documentation will be considered tardy, when students are tardy, they run the risk of jeopardizing their education.  Teachers plan a full eighty-four minute lesson and it is imperative that students be present for the entire class. Students are expected to be in their assigned class when the bell rings to begin each class block. Students entering class late should have a signed pass. To protect the education of all students, the following policy is in effect:

1st  Tardy:         Student will be issued a warning by teacher.

2nd Tardy:         Student will be issued a warning by teacher and be informed  

                           that a 3rd tardy will result in  a teacher detention.

3rd  Tardy:        Student will receive a teacher detention.

4th – 5th Tardy: Student will be issued a warning by teacher informing them 

                           that a 6th tardy will result in an office referral. 

6th Tardy and every subsequent third tardy: Student will be referred by 

                           teacher to a vice principal and may be assigned an 

                           after school detention and/or additional disciplinary 

                           consequences.

Absence and Student Activities
Students must be in school for four (4) hours in order to participate in any after school activities.  If you are an advisor to a club or a coach, please be sure that students staying after school with your group/team have met this requirement. 
Student Council

Students elected to Student Council have an important function at MHS.  Representatives and/or alternates have the responsibility of requesting permission from their classroom teacher to attend a Student Council meeting prior to the scheduled meeting time.  If a student is absent from class for Student Council business without your permission he/she should be given one warning.  A second incident will be considered a cut. 
`COUNSELING & GUIDANCE SERVICES

Pages 13 of the Student Handbook detail the services available to students through the Guidance Department.

Brief Overview:  The Montgomery High School Counseling and Guidance Program strives to provide comprehensive and sequential services to students in grades 9-12. The primary goal of the school counseling program is to promote the intellectual, emotional, and social growth of all students. Counselors help build a foundation for learning by assisting students to develop self-respect, awareness of others, and positive attitudes toward acquiring knowledge.

Guidance Appointments
Guidance appointments may be arranged at the request of the student or the counselor.  Students requesting an appointment with their counselor should stop by the Guidance Office before school, between classes or during lunch.  The MHS Guidance Departments kindly asks that students should not leave class to request an appointment.  To set up an appointment, students should speak with one of the Guidance secretaries and/or e-mail their counselor.  A pass will be issued through the Homeroom Period teacher on the day of the appointment.  If a student needs to see a counselor on the same day as the request, he/she should speak to the Guidance secretary who will check the counselor’s availability.

Guidance Passes
Students with appointments to see their counselors are given passes.  Passes are distributed through the students’ homeroom or study hall.  It is important that you check your mailboxes each morning and give the students their guidance passes.  Their counselors have set aside a specific time for the appointment and without the pass, the student cannot go.
 
Additionally, except for emergency situations, students with appointments are instructed to present their pass to their classroom teacher at the appropriate time.  The classroom teacher must sign the pass before the student proceeds to Guidance.  If the student is to complete an assessment at the time of the appointment, please have the student report to the guidance office once the assessment is completed.

Guidance Counselor Interaction
The Guidance Counselors work closely with parents, students and teachers to provide a variety of services leading toward the students’ success.  If you have concerns about a student, you are encouraged to speak with the student’s guidance counselor.  Counselors can facilitate meetings with the teacher/student/parent to address issues; however, teachers are responsible for making the appointment.
Student Assistance Counselor (SAC)
The Student Assistance Counselor (SAC) provides confidential help to all students for a wide variety of personal issues that may be adversely affecting their performance at MHS.  Students wishing to see the SAC can do so following the same procedure as making an appointment to see their guidance counselor.
 

IEPs and 504 Plans
Students with special needs may have IEP and/or 504 plans.  These are legally binding and it is imperative that you familiarize yourself with these documents in order to make required modifications.  IEPs are available through the Child Study Team, while 504 Plans are with the students’ guidance counselor.

Overview of Section 504
It is the policy of the Montgomery School District Board of Education to provide a free and appropriate public education to each qualified disabled student within its jurisdiction, regardless of the nature or severity of the disability. Consequently, it is the intent of the district to ensure that students who are disabled within the definition of Section 504 are identified, evaluated and provided with appropriate educational services. The due process rights of disabled students and their parents under Section 504 will be enforced. 

Mrs. Corie Gaylord is the coordinator of Section 504 activities.  Section 504 of the Rehabilitation Act of 1973 is a major federal legislation that impacts entities that receive federal funding. It is civil rights legislation for persons with disabilities, which is designed to prevent any form of discrimination based on disability. Individuals with disabilities, who are otherwise qualified, are protected.


Overview of IEPs

The Special Education Department offers a full continuum of programs for eligible students to support their academic success.  Students are encouraged to participate in general education classes whenever possible with appropriate modifications, accommodations, and supplementary aids and services.  Many courses provide in-class support sections taught by both a general education teacher and a special education teacher.  This collaborative teaching approach combines the expertise of the content area specialist and the special educator to meet the varied learning needs of students.  Students who demonstrate more significant weakness in academic areas may receive instruction in special education classes specifically designed to address these deficits.

GRADING

Grades

Information on grades and grading policies are found on page 19 of the Student Handbook.

Posting Grades/Assignments in Genesis

Parents are encouraged to monitor their children’s academic status by utilizing Parent Resources, available through the District’s website.  Parents not only review grades but also pending assignments.  When their child is absent parents will use this feature to make sure school work is up to date.  You are expected to keep your assignments and grading current.  Questions about Genesis that cannot be answered by your colleagues or supervisor should be sent to Jamie Velez (jvelez@mtsd.k12,nj.us)

Interim/Progress Reports
Halfway through each marking period teachers can generate computerized interim reports through Genesis.  While these can be used to report “good” news to parents/guardians, you must send a report

· as an “academic warning” for mid-marking period averages of 70 or below

· if the student is in danger of failing the marking period and/or the course

· there has been a significant decline (10 points) in the student’s average

Marking Period Grades

Grades are calculated and reported through Genesis for inclusion in each student’s report card which is mailed home at the end of each marking period. 
Mid-Term/Final Exams
· Grading – page 19 of the Student Handbook explains the policies and calculation related to mid term and final exams.
· Review Days – There will be one mandatory review block prior to mid-terms and finals.  This time will be dedicated for review (i.e., no assessments or new material). 
Advanced Placement – Guidelines for Teachers
Teachers of Advanced Placement may give an exam during normal class time that replicates the actual AP Exam. It may be weighted at the discretion of the teacher and is to be incorporated into the marking period grade.  This exam may not be referred to as a final exam or included in the calculation of the final exam grade for the school year (in part or as a whole).
Teachers of AP must give a final exam, or an alternative assessment during the final exam period.  The grade for the alternative assessment would become the final exam grade.  Any preparatory sessions held during non-school hours must be voluntary.  Students may not miss other classes to attend AP review sessions.
All students and faculty are required to follow their normal daily schedule during the two-week administration of AP exams in May.  Students are excused from those classes held during an examination session.  Students are not permitted to attend any classes without officially “signing-in” to school.

STUDENT EXPECTATIONS

Student Performance Expectations
Within the first three days of school, each student is to be given a copy of your student performance expectations which outlines the standards for evaluations, report card grade determiners, goals for the year and items pertaining to general classroom management (classroom rules/consequences).  A copy should be submitted to your department supervisor prior to the distribution to your students. You may ask to have parents sign a copy for your records as well as make them available for parents during Back to School Night.

Student Management Procedures
A positive climate will bring out the best in student behavior and academic performance.  Teachers are encouraged to think positively and try to help students accentuate the good qualities that they possess.  Students should know exactly what is and is not permissible in each class.   If a student violates acceptable standards of behavior it is the teacher who is the first level of disciplinary action.  A few reminders:

· Set a welcoming but firm tone in your class at the beginning of the school year and maintain that standard throughout the year.

· Deal with individuals about minor infractions unless they become repetitive at which time the student is to be referred to his/her vice principal.

· Do not use mass punishment as a disciplinary measure.  It will erode rather than develop mutual respect between you and your students.

· Do not accept sarcastic responses from students.  Similarly, do not use sarcasm with them.

· Avoid placing a student in a position where he/she loses esteem with his/her peers.  When possible, discuss problems that arise in class after class and in private.

· Remember that Corporal Punishment is forbidden by New Jersey State Law.  Any teacher who strikes a child will assume full responsibility for his/her actions and should be aware that serious repercussions up to and including termination of employment, could be the result of using poor judgment.
Discipline Problems (Minor)
Depending upon the infraction, consider speaking with the student after class or require him/her to stay after school.  Don’t underestimate the value of contacting the parent/guardian to ask for their support for your efforts in keeping their child focused on positive academic achievement.  You may also wish to talk to the student’s guidance counselor or case manager to obtain information about the student and/or develop a plan to improve the behavior.
Teacher Assigned Detention
After school detention can be an effective deterrent to inappropriate behavior.  Used appropriately in the beginning of the year, it will usually prevent small discipline problems from developing into larger ones.  Students must be given 24 hours notice if they are to be detained.  A detention form should be filled out for each detention given.  One copy should be given to the student, one kept by the teacher, and one sent to the office.  
Detention should be given when late buses are available (Tuesday, Wednesday and Thursday).  If a student fails to attend your detention, complete a Discipline Notice/Referral Form which is sent to the vice principal.
Discipline Problems (Major)
Students who are creating serious behavior problems are to be directed to the vice principals’ office.  Please refer to the Student Handbook pages 36 through 41 for a list of infractions and consequences.  A Discipline Notice/ Referral Form must be completed which should describe the infraction in detail. It is critical that only factual information and only the name of the student being referred are mentioned.  This form can be downloaded from the intranet and e-mailed to the appropriate VP. Your explanation will be used by the vice principal in determining the appropriate consequences.  Copies of these forms are also sent to the student’s home so please be sure your description is clear and complete.  
If the student’s behavior is so egregious that it requires immediate removal from your class, tell the student to report to the office and call to inform the vice principal that the student is on his/her way.  If the student refuses to leave your class, call the vice principal for assistance.  In either case, at some point during the day you are required to complete a MHS Discipline Notice/ Referral Form.  Except in extreme circumstances (fighting, smoking, etc.) the vice principal cannot take any action until the referral form is received.  However, the student will be held in the office for the period he/she is sent unless there is an indication that the student should be held longer.  The student will be called for an appointment as soon as possible after the referral is received.  
Referral for Students Under the Influence
If you suspect a student is under the influence, immediately INFORM AN ADMINISTRATOR VIA THE MAIN OFFICE by phone NOT by email.  The code when this call is made is: “I feel that _____ is not feeling well.” The student will then be removed from the classroom by an administrator and taken to the Health Office for evaluation. 

 HIB (harassment, intimidation, bullying)
In accordance with New Jersey legislation, teachers are required to have an increased sense of urgency, responsibility and accountability when harassment, intimidation or bullying occurs. Teachers must immediately intervene to defuse, mediate and report HIB situations to vice principals for further investigation.  Please refer to the webpage for policy details and appropriate report forms.
Office Detention
An office detention is only assigned by a vice principal or principal.  For each office detention a referral is mailed to the student’s parent/guardian by the vice principal.  Detention is generally given as a result of a more serious offense instead of discipline points.   After school office detention is 1 ½ hours in duration beginning at 2:20 pm and ending at 3:50 pm.  Students are expected to remain completely quiet during this time.  They are permitted to do schoolwork.
Discipline Points
Points are cumulative and range from 5 to 30.  Additional consequences have been established at the following thresholds:

At 15 Points


1 After-School Detention 

At 30 Points


2 Days After-School Detention 

At 45 Points


1 Day In-School Suspension

At 60 Points


2 Days In-School Suspension

Additional points beyond 60 will result in administrative review after each offense.  Accumulation of 60 points is evidence that a student is not meeting behavioral expectations and that additional intervention is necessary.  The student may be suspended and not be allowed to return to school until a mandatory parent conference is held to determine appropriate actions and a positive, pro-active plan is created.
*Please refer to the Student Handbook pages 36 through 41 for a list of specific infractions and consequences.   
After School Detention

Students will be given a minimum of 24 hours notice.  After School Detention assigned by a Vice Principal will be held on Tuesday, Wednesday and Thursday from 2:20 to 3:50 pm.  Students are to complete any missing assignments throughout this time.  No sleeping, eating/drinking, or the use of electronic devices will be permitted.

In-School-Suspension Rules

Students assigned an In-School Suspension will be required to complete work assigned by their teachers. Students are not permitted any electronic devices, newspapers, magazines or books that are not required resources for completion of assignments. Students are to obey the rules and regulations set forth by the administration for appropriate conduct in the ISS room. Students violating stated rules will be scheduled for a meeting with their parent/guardian, vice principal and guidance counselor. 

SAFETY AND SECURITY
Classroom Doors
Whether you keep your door open or closed, please make sure it is in the locked position.  In the event of an emergency requiring a lockdown you will only have to close the door and not search for keys.  All doors should be locked and closed at the end of the day.
Students Leaving the Classroom
Students leaving a class for any reason must be given a pass indicating their name, the date, time, destination and your signature.  These passes can be found in the back of the student handbook.  Additionally each classroom will be supplied with a sign out log.   Whenever a student leaves the classroom he/she must enter his/her name, destination, time out and the time he/she returns.  These logs must stay in the classroom and may be requested by the administration if necessary.
Visitors

No unauthorized visitors are permitted in the building.  Persons granted permission to visit will be provided with a visitor’s pass for identification.  Please call the Main Office immediately if you see an unfamiliar person without a visitor’s pass.

Fire Drills

As per State Statute 18A: 41-1, every Principal of a school shall have at least one fire drill each month within school hours including summer months when instructional programs are in place. Unplanned incidents are not a substitute to a fire drill.
When the fire alarm rings, each teacher will: 

Direct pupils to form into a single file line and proceed along the evacuation route to the  

nearest exit designated for evacuation, as posted in each classroom;

Close the windows of the room and turn off all lights and audio-visual equipment;

Take attendance book;

Ascertain that all pupils have left the room and that any pupil who may have left the 

classroom prior to the fire drill is located and is escorted from the building;

Close all doors to the room after the classroom is empty;

Ensure that the students who are assigned to you leave along the route prescribed in the 

school evacuation plan;

Direct students to a location that is 150 feet away from the building and keep them in a 

single file line facing the building;

Take attendance to determine that all students who reported to your class have been 

evacuated from the building and report immediately to and administrator any pupil who 

is unaccounted for; and 

When the “all clear” signal is given, lead students back to the building and classroom.

Fire Alarm Procedures during Unit Lunch, each teacher will: 

Direct pupils to form into a single file line and proceed along the evacuation route to the 

nearest exit designated for evacuation;

Exit the building quickly and quietly;

All students and staff proceed to exit the building and report to Cougar Stadium; 

Seniors- sidelines closest to home bleachers 





Juniors- sidelines closest to visitors bleachers

Sophomores- endzone area closest to scoreboard

Freshmen- endzone area closest to tennis courts

Upon reaching Cougar Stadium, teachers assigned to Unit Lunch will take attendance and report any absent or missing students to building administrators;


All staff should help supervise students in evacuation area;

Be prepared to move to an alternate evacuation site off campus by walking or by transportation. Stay calm and alert;

Do not re-enter the building for any reason unless the all clear is announced. 

School Security Drills

As per State Statute 18A: 41-1, every Principal of a school shall have at least one school security drill each month within school hours including summer months when instructional programs are in place. Unplanned incidents are not a substitute to a school security drill. During the academic year schools are required to hold a minimum of two of each of the following security drills: Active Shooter; Bomb Threat; Evacuation (non-fire); and Lockdown.
Active Shooter

An active shooter or armed assault on school grounds involves one or more individuals’ intent on causing physical harm to students and staff.  In an active shooter situation one or more subjects who are believed to be armed/has used/has threatened to use a weapon to inflict serious bodily injury or death on other person(s) and/or continues to do so while having unrestricted access to additional victims; their prior actions have demonstrated their intent to continuously harm others; and their overriding objective appears to be that of mass injury and murder. This threat necessitates a school into entering into lockdown mode. Lockdowns necessitate a law enforcement response and immediate intervention.
Bomb Threat

The primary concern in a bomb threat situation is the safety of the building occupants.  If a bomb threat is deemed credible and reasonable occupants will be instructed to evacuate the school building.  If reasonable cause does not exist, law enforcement will be consulted about possible ordering of an evacuation or lockdown of the school building.  

Evacuation (non-fire)

The need for orderly and safe evacuation during certain situations is critical to the safety of the occupants of a school building.  A variety of situations may require evacuation ranging from natural events (i.e. flooding) to man-made situations (i.e. bomb threats, loss of power, gas leaks).  All of these events pose a danger to the building occupants.  

Lockdown  

A lockdown involves occupants of a school building being directed to remain confined to a room or area within a building with specific procedures to follow, such as locking doors, closing or opening windows and shades and seeking cover.  A lockdown may be the appropriate response when dangerous person(s) is believed to be on or near the premises and measures are taken to minimize risk that the occupants will be exposed to danger.  Lockdowns necessitate a law enforcement response and immediate intervention.

Evacuation Procedures (Confidential to Teachers)
Evacuations are used in emergency situations if the safety of our students and staff is best served by evacuating the school building.  

Evacuation procedures may be announced by using the public address system, bullhorn, or another device.

It is not necessary to close doors, windows or turn off the lights. In fact it is unwise to do so particularly in the case of natural gas leak.

Bring attendance and roster to evacuation site.

Address needs of impaired students.

Exit the building quickly and quietly.

All students and staff proceed to exit the building to prearranged evacuation areas (Cougar Stadium, Otto Kaufman Center, etc.)
Students that are in-between classes should exit the building and report to the teachers in that evacuation site.

Silence is absolutely necessary and should be reinforced during the evacuation to hear all special directions.

Upon reaching the evacuation site, take attendance and report any absent or missing students to building administrators.

Supervise students in evacuation areas.

Be prepared to move to an alternate evacuation site off campus by walking or by transportation. Stay calm and alert. 
Never re-enter the building for any reason unless the all clear is announced. 

Evacuation Procedures during Unit Lunch

Evacuations are used in emergency situations if the safety of our students and staff is best served by evacuating the school building.  

Evacuation procedures may be announced by using the public address system, bullhorn, or another device.

It is not necessary to close doors, windows or turn off the lights. In fact it is unwise to do so particularly in the case of natural gas leak.

Direct pupils to form into a single file line and proceed along the evacuation route to the 

nearest exit designated for evacuation.

Exit the building quickly and quietly;

All students and staff proceed to exit the building to Cougar Stadium;

Seniors- sidelines closest to home bleachers 





Juniors- sidelines closest to visitors bleachers

Sophomores- endzone area closest to scoreboard

Freshmen- endzone area closest to tennis courts

Silence is absolutely necessary and should be reinforced during the evacuation to hear all special directions.

Upon reaching Cougar Stadium, teachers assigned to Unit Lunch will take attendance and report any absent or missing students to building administrators.

All staff should help supervise students in evacuation area.

Be prepared to move to an alternate evacuation site off campus by walking or by transportation. Stay calm and alert.

Do not re-enter the building for any reason unless the all clear is announced. 

Lockdown Procedures(Confidential to Teachers)
Lockdowns are used in emergency situations if the safety of our students and staff is best served by remaining out of sight in locked classrooms.  
A lockdown will begin with the building being called into a lockdown via the PA system:  

“Attention all students and staff.

“Please enter into lockdown mode and move to a secure location.” 
“Please enter into lockdown mode and move to a secure location.” 
Quickly clear hallway before locking door by telling any student in hallway to get into nearest classroom.

Lock doors, turn off lights and quietly sit in corner away from windows.
Do Not close blinds.
Make certain that the intercom button is NOT set to Privacy.

Students are to remain silent throughout the drill.

Students who have exited the classroom to go to the restroom are to remain in the restroom stall silently with their feet up and NOT attempt to enter the hallway or classroom.

When the lights and door are locked, teachers will place a green or red card under the door into the hallway/outside doorway area and in the windows to indicate that there is nothing wrong in the classroom. 
If you are missing a student, do not put a red card. Only use the red card when there is a medical emergency in your classroom.

If the fire alarm sounds, DO NOT exit the classroom unless you hear an announcement that directs everyone to exit the building.

DO NOT resume normal activities until Administration/Police open door or give OK via the PA system.
In the event the lockdown continues into the next period, please do not dismiss your students to their next class block, this will be done via the PA system.
Teachers are responsible for EVERYONE in the classroom and outside the building. This includes  

parents and visitors/guests.

No phone calls are to be made from the classroom.   This includes cellular phones and “walkie-
talkies.”
Get to the floor in a “bend & tuck” position.

Wait QUIETLY for directions. It is very important that staff and students wait for directions 
before leaving the room.  In some cases, there may be a partial evacuation while some classes may 
remain in the “Lockdown.” 
Non-Classroom Lockdown Areas 

Auxiliary Gym – Storage Room and follow lockdown procedures.

Cardio Room – Storage Room and follow lockdown procedures.
Commons - Lead students into the kitchen, custodian office, dishwasher room, service areas, and staff lounge.
CST – Individual office or conference room if closer and follow lockdown procedures.
Foyer- MPAC and follow lockdown procedures.
Front Office – Kitchen area/ school safe and follow lockdown procedures.

Graphic Arts (F1130) – Lead students into the Photography Room and lock door and follow 

                                         lockdown procedures.

Guidance – Nearest conference room and follow lockdown procedures.

Hallway- Enter nearest classroom, work room, or designated room.
  Designated areas  of Commons areas or Gymnasiums (Unit Lunch)
Hall Duty – Enter nearest classroom, work room, or designated room. 

Main Gym – Four corners of the gym away from door and follow lockdown procedures.
Media Center – Lead students into one of the following rooms: C1119; Media 

                           Center work room; or Audio Visual Storage Room and follow lockdown procedures.
MPAC- Ensure students are not near doors and follow lockdown procedures.
Nurse – Back room and follow lockdown procedures.

Pool – Locker rooms located inside of pool and follow lockdown procedures.
Science work rooms – Enter nearest classroom and assist teacher in adhering to lockdown 

                                      procedures.

Skybox - Lead students into one of the following rooms: Bathroom; B-24; B-26; or B-27 and    

                follow lockdown procedures.

Weight Room- Storage Room and follow lockdown procedures.

Repair Requests
Requests to have repairs made to the facilities within the classroom are to be submitted to Mrs. Matthews in the main office.
Student Lockers

Locker assignments are made through the Main Office.  Locker problems should be reported by the student to the Main Office.  Lockers are the property of the school and may be opened by an administrator as necessary.

Security Cameras
There are security cameras located throughout hallways and in the Commons.  Should you witness an event requiring administrative intervention, please make note of the time and location for investigation purposes.
Accidents/Medical Attention
Students in need of medical attention are to be directed to the school nurse.  If necessary call the nurse, another faculty member or an administrator for assistance.

In the event of a major injury, the responsibility of the teacher is to administer basic first aid which includes controlling bleeding if necessary and seeing to it that the student is not moved if there is any question of a broken bone or a back injury.  In either case, keep the student comfortable and seek immediate assistance from the school nurse.  Communicate clearly where the accident has occurred and to what extent the student has been injured.

No injuries sustained by either a student or faculty member should be underestimated.  All injuries, regardless of severity, should be reported to the nurse.  The principal and/or vice principal should be made aware of any accident or illness that requires the services of the Rescue Squad or local Police Department.

Students working in hazardous areas (Technology Education, Art, Science, PE, etc) are to be thoroughly familiar with the dangerous aspects of working with specific chemicals, machines and equipment.  No student is to work with hazardous chemicals and/or equipment until he/she has passed a written safety test.  Please keep records of your lesson plans and the written test for safety instruction/procedures.
Reporting Child Abuse and Neglect
All school employees are required by law to report suspected abuse/neglect.  If you have reason to believe a student may have been abused, neglected or otherwise needs protection you should notify the Division of Youth and Family Services (DYFS) in the presence of the student’s guidance counselor. The counselor will notify an administrator who will contact local law enforcement.  This obligation is not discretionary.
Crisis Intervention
In cases concerning threats, suspicion of being under the influence of drugs or alcohol and suicide, a building Administrator must be contacted immediately. 

Remember, it is better to err on the side of safety.
Closing of School for Safety Reasons
If school is closed for a full or partial day due to dangerous driving conditions or other reasons affecting the safety of our students, all after school activities will be canceled or postponed.  If an overnight trip is scheduled for which a contract exists check with school administration to determine whether or not the trip will occur. The “A” or “B” day missed will resume when school reopens.
SCHOOL PROPERTY
Textbooks
Books are to be inventoried at the beginning and end of each school year using the Electronic Book Inventory Form provided by your department supervisor.  When complete the form should be returned to your supervisor by the second week of school and as part of the end of the year closing procedures.  Students must complete a Book Receipt Slip for each text they are given.  The receipt is to be collected and maintained on file by all teachers.  

No books are to be issued without first having been stamped for identification and/or assigned a book number.  Teachers are to make sure that the student fills in his/her name, issue date and book condition on the proper line on the book stamp located on the inside cover 

Students who wish to borrow a textbook for the summer should be directed to your department supervisor.

School Equipment
Many of our courses require students to use school owned equipment as part of the curriculum.  District Policy is that anyone who uses school equipment is financially liable for its damage or loss.  Students and their parents must sign the Use of School Property/Equipment Agreement before any equipment can be issued.
Computer Use by Faculty
All faculty are issued laptop computers for which they are responsible.  Your laptop is critical to grading, attendance process, interim reporting and report card grades in addition to being a valuable tool for your lesson preparation.  Problems with the computer should be reported immediately to the Technology Department using the electronic form available on the district website.  

Computer Use by Students
Student use of classroom computers is governed by the Agreement to Use School Computer Facilities, Software and Internet starting on page 42 of the Student Handbook.  This must be signed by students and their parents.  Students should be continually monitored when using school computers to be sure they are only accessing appropriate websites.  Students may use the desktop computers in each classroom.  Students should never be permitted to use a teacher’s laptop for any reason.
Laptop carts of 24 computers are available in each department using a reservation system.  When using the laptops in your classroom you should have a log system.  Each computer is numbered.  Your log should include your students’ names and the number of the laptop that has been assigned to them along with the date and time.  Your records may be requested by the administration or tech department staff should there be a problem with breakage or inappropriate materials being displayed.  Be sure to “recharge” the laptop cart when you return it to its designated location.
Facilities Use
If you need to use a location other than your classroom or the Media Center you must complete a Facilities Use Form (located on the intranet) and submit the form to Mr. Maselli for approval. The form must be completed and approved by Mr. Maselli four weeks prior to your event.  Be sure to specify the room and any special requirements you have.  If your event is cancelled or rescheduled notify Mr. Maselli immediately so he may remove your request from the event calendar.  
As the faculty advisor in charge you have the following responsibilities:

· Admit the members of the group to the building.  No students will be admitted to the building until the faculty advisor arrives.

· Keep doors locked and not admit other students or non-students to the building.
· Supervise students in the activity planned and provide for their safety.

· Keep students in the area of the building which is designated for that activity.

· Ascertain that all of his/her students have left the building prior to your departure.

Media Center
You may reserve the Media Center for your class by signing up at the Circulation Desk in advance with the date(s) and times you require.  Space is limited so plan alternate dates in case the date you want is not available.  Speak to the Media Center staff about any special needs you have.  It is your responsibility to monitor your students’ behavior and computer use while they are in the media center.
PROFESSIONAL DEVELOPMENT
Observations
Non-tenured faculty are observed a minimum of three (3) times through out the school year.    The purpose of making classroom observations is to assist the teacher in his/her professional development.  Classroom observations will be made by the principals or supervisors.  Refer to the faculty manual handout (Teacher Observation Form) for the criteria used during the observation.  Tenured faculty are evaluated through the use of summative and/or formative evaluations as described in the faculty manual handout (Evaluation of Tenured Professionals). 
Summary of Teaching Performance 

A summary of teaching performance is completed for all faculty in the spring of each year.  The forms used for this are in the faculty manual handout.  

Professional Development Plan (PDP)
The PDP will be developed by the principal and department supervisor in consultation with the teacher.  A portion of your annual review will be the measurement of the progress you make toward your PDP goals for that school year.

Professional Development Opportunities
For the 2012-2013 school year, there will be numerous professional development opportunities held for the faculty.  The Office of Instructional Services (OIS) plans programs after school throughout the year and in the summer for which you can register as well.  
Supporting the professional growth of our faculty continues to be a high priority in the Montgomery Township Schools.  The Office of Instructional Services is responsible for funding approved out-of-district professional opportunities.  To attend and out-of-district professional development program you must get prior approval.  The procedure for obtaining approval will be discussed during the opening day faculty meeting.
You must complete a Professional Leave Request Form along with all registration material and present it to your department supervisor for approval.  Once approved by your supervisor, the forms are sent to 

Mr. Popadiuk.  The request will then be forwarded to the OIS.  Once the workshop is approved, OIS will send the registration and a PO for payment directly to the provider.  If a workshop provider does not accept a purchase order, contact OIS for directions on how to proceed.

Once your request has been approved:
· You will receive a confirmation copy of your leave request

· Make arrangements for a substitute by calling the substitute dial-up system

After your return from the workshop:

· Request reimbursement for travel related expenses through your principal using a voucher.

· Complete the Professional Leave Report Form which will be emailed to you from OIS.  Failure to do so may jeopardize approval of future opportunities.  

COLLABORATIVE LEARNING TEAMS

	CLT Charter- MHS

	Opening Statement

	This charter constitutes a statement of the Collaborative Learning Team's (CLT) structure, vision, purpose, responsibilities and outcomes.  The CLT is formed to allow teachers to work collaboratively to improve student learning.



	Organization

	The CLT will be comprised of 3-6 teachers. The CLT will invite supervisors, other teachers, or outside consultants on occasion.



	Vision

	The CLT is a powerful collaboration of professionals that provides the structure for teachers to systematically examine their practice and improve student learning. It is the critical district-wide structure that will allow us to achieve the goal of having all students attain the knowledge, skills and dispositions needed to succeed as adults in a global society.



	Purpose

	CLTs involve teachers working interdependently to analyze and impact their professional practice in order to improve their individual and collective results.  Their work leads to purposeful data gathering, refined curriculum, informed intervention focused on all students learning, and teachers’ own professional development.

The CLT seeks to answer three crucial questions related to student learning: 

· What do we want the student to learn? 

· How will we know when the student has learned it? 

· How will we respond when a student experiences difficulty in learning? 



	Responsibilities

	· Establish team oriented norms for the effective functioning of the CLT
· Establish a mutually agreed upon agenda for each meeting

· Provide minutes/reports on a regular basis to supervisors and building administrators

· Be individually and mutually accountable for student learning

· Review and revise curriculum as necessary to meet student learning needs

· Create, review and revise common and benchmark assessments to assess student learning

· Use data effectively to assess student learning and modify instructional practice as necessary

· Work collaboratively to improve instructional practice

· Make decisions that are research based and informed by data



	Meetings

	CLT meetings will be held on a schedule that is established by the building administration


FIELD TRIPS
Field trips can be a valuable educational experience.  They need to be planned carefully to assure your students gain from this opportunity and to minimize disruption to classes.  If you wish to arrange a field trip for your class or student organization you must complete all approval forms four (4) weeks in advance.
The Field Trip Application Form is an electronic form which you complete and email to your supervisor for approval.  The form must include an alphabetized (by grade) initial student roster and the names of other teacher/chaperones that have agreed to go on your trip.  District policy requires a ratio of 1 teacher for every 10 or 15 students based on the trip.  Your supervisor will check the school calendar and approve your trip prior to submitting the form to the building administration. If there are no scheduling conflicts they will forward your request to Mr. Maselli.  The trip request is then sent to Mr. Popadiuk for final approval. The initial student roster will be emailed to all faculty for planning purposes and to the Transportation Department to arrange for the bus.  You must email a final list of students with all changes from the initial roster noted in bold text one week prior to the trip.  Failure to do so may jeopardize approval of future trips.
Collect all Field Trip Medication and Medical Authorization Consent Form and give them to the nurse three weeks prior to your trip so she may determine if any special arrangements will be necessary.  You should retrieve the forms from the nurse and carry them, along with the Permission Slips, with you on the trip since they may be required in the event of an emergency.  Mr. Maselli’s office will contact you with all transportation schedules and any other necessary information one week prior to your trip.  All monies collected for the trip must be given to Mrs. Kelly two weeks before the trip to allow time for checks to be written.  
Field Trip Guidelines for Reserving Transportation

Below are the guidelines for booking field trips for the 2012-13 school year and an approximate cost for each trip. Prior to submitting Field Trip Request forms to Tony Maselli’s, office or arranging for transportation - All field trips must be approved by your department supervisor. 
Trips will be done by MTSD drivers, contracted school buses, or charter buses. If you choose to have a charter bus, you are responsible for making those arrangements on your own and you will pay the bill directly to the charter company. When you fill out the field trip application, make sure to indicate in bold print that you will be using a charter bus company so that Dottie Paolillo does not book a school bus for your trip. If you will be using school transportation, a signed field trip application form must be submitted to the transportation office at least 4 weeks prior to the trip. Based on the times of the trips and availability of buses, Dottie Paolillo will assign the trip and notify the administration of the cost. The building administrator will notify the teacher of the cost to be incurred for the trip. Since the cost of the transportation is based on an hourly rate, you need to indicate the total length of time you need the buses. So if you want the buses at 9:15 but don’t leave to 9:45, the clock starts ticking at 9:15. The times on the application will be approximate since there may be traffic issues and the trip takes longer or you come back earlier than you thought. Therefore, the cost given you may be slightly different then what you are billed. Once the trip is over, you will receive an invoice. Payment is expected immediately upon receipt of the invoice. If township buses are used, the invoice will be from the MTSD transportation office and the check will be payable to Montgomery Township School District and sent to the transportation office. If you receive a bill from an outside contractor, you are to make the check payable to the contractor and pay him directly. If you need to cancel your trip, please inform Dottie Paolillo immediately via phone and follow up the phone call with an email to both Dottie and Robyn Friedlander. Also, if you are using a contractor, you must notify the contractor so that you are not charged for the busses.

Rates for 2012-2013
District Buses                   Will be used for all trips that go between 9:30 and 2:00, leave after 5:00 pm or occur on weekends or whenever school is closed. You may be able to have district buses for other time periods based upon the availability of our fleet on a particular day. 

MTSD rate will be $40/hour
Contracted Buses             Will be used when we don’t have the manpower to use our buses.

                                    

                                           Jim Hager charges $70/hour with a 2 hour minimum
                                           Ken Conover charges $70/hour with a 4 hour minimum
Once Dottie Paolillo receives your signed application, she will book your trip. She will try to use district buses, but if your trip falls outside the 9:30-2 she may have to contract out your trip. The earlier you get your request to her, the better the deal she can get for you. Hager and Conover service other districts so one or both may not be available on the day you are requesting. Once she determines who will be doing your trip, she will let you know and the rate that will be applied.

                                    

If you have any questions about this email, please contact me. If you have questions about scheduling a trip, call Dottie Paolillo at 2203.

Field Trip Blackout Dates

To avoid interference with testing and end of year exam dates, no field trips will be approved during the following dates:

· The last week of each marking period:

· Nov. 7- Nov. 14
· Jan.24 – Jan. 31
· Apr. 10-Apr. 17
· HSPA Testing – March 5   - March 7   and make-up HSPA testing – March 12 – March 14
· April 25th through the end of school

ADDITIONAL FACULTY RESPONSIBILITIES
Duty Assignments
Faculty is assigned various duties to assist in maintaining a safe and secure learning environment.  Each assigned duty, except for unit lunch duty, will be assigned for the first half or second half of each block. The First Shift designee should not leave their duty station until replaced by the Second Shift designee.  Second Shifts begin promptly for: Block 1 @ 8:02, Block 2 @ 9:35, Block 3 @ 11:57, Block 4 @1:25
The duties and your responsibility if assigned to them include:
Unit Lunch

· Circulate in the area assigned to you.  

· Monitor student behavior.  Do not sit, grade papers, use laptops or eat lunch at this time.

· You are encouraged to interact with students.

· Enforce clean up!  Leaving garbage behind is not an option.  Instruct students to clean as they finish their meals - before the end of the period.  Area should be entirely clean by 11:05 (six minutes before dismissal).

· Students are not to leave campus and must remain in designated areas.  Designated areas include commons, foyer, A-hallways, gymnasiums, athletic hallway, science wing eave, stadium and tennis courts (refer to lunch map).  Media center will be available on first come first serve basis.  Sign in sheets will be managed by designee.

· Food and beverage is permitted only in designated areas and not permitted in MPAC, upstairs, F-wing, media center or academic hallways (refer to lunch map).  

· Recreational activity is permitted in gyms, stadium and tennis courts.

· The exterior door located near C/D restroom is the only access for students to enter and exit the building.
Lunch Detention

· Pick up a radio as well as any I.S.S. students from the main office.

· Report to room A1136 to pick up all of the lunch detention students.

· Escort all of the lunch detention and/or I.S.S. students to the café to purchase their lunch.

· Before allowing them in to purchase their food, inform all of them that they will be meeting right outside the far left door closest to the teacher’s room (where they will all be paying).

· If a student is not purchasing lunch they are to stand with you outside that door.  DO NOT PERMIT THEM TO LEAVE YOUR SIDE.

· Inform the lunch line monitors that these students will quickly go in to purchase their lunch and will NOT be waiting on line.

· Escort all of the I.S.S. and/or lunch detention students back to room A1136.

· Place the students in assigned seats.

· Students are NOT permitted to choose their own seats

· Students are NOT permitted to sit next to one another.

· Briefly summarize & review the lunch detention expectations with the students.
· Students ARE permitted to do classwork while in lunch detention.
· Ensure that every student in the room signs themselves and only themselves into the attendance book.

· Cross reference the list of students that signed in with the list of lunch detention students provided to you by either Eva or Kathy in the main office.

· Make a note of anyone that is absent in the binder.

· Ensure that all of the students are adhering to the lunch detention expectations for the entirety of lunch.

· The goal of any type of consequence is to change the students’ behavior.

· Ensure that the students clean up after themselves.

· If there are any students in the room that are I.S.S. students, they MUST BE ESCORTED BY YOU to the office at the conclusion of lunch.

· Return the lunch detention binder to either Eva or Kathy in the main office.

· Place the radio back on its charging cradle.

Study Hall

*1st Shift (teachers assigned to first half of block) report to Commons. (Block 3 A,& B report to MPAC)

· All teachers are responsible for collecting radios and their binders from the Main office prior to start of the block.

· All teachers are to take attendance of respective students in Genesis. 
· KNOW YOUR STUDENTS!
· After attendance is taken, teachers can grant permission for students to report to either the Media Center or to Quiet Study in MPAC lecture hall near Guidance Office. 

· Students reporting to the Media center must remain in the Media center for the entire period.

· Teachers can grant students permission to use the Media Center for a brief period of time with a 10 Minute Pass.
· Students are permitted to return to the Commons from Quiet Study at any point during the block.

· The Quiet Study teacher will provide the Study Hall teachers with the names of the students who are leaving Quiet Study via radio.

· Students are permitted to report to Quiet Study at any point during the block.

· Study Hall teachers will provide the Quiet Study teacher with the names of the students who decide they are interested in reporting to Quiet Study after the initial group of Quiet Study students had departed.

· Each teacher is responsible for maintaining their own Commons Sign Out Sheet.

· Students are responsible for presenting their study hall teacher with a pass if they need to see a teacher or guidance counselor.

· Each teacher can update attendance for students with such drop down options as: Guidance, Teacher, Nurse, etc.
· Students in the Commons may work in groups or independently, food is permitted.

· Students are not to sit in center tables, unless absolutely necessary or if given permission by teachers.

2nd  Shift teachers assigned to second half of block 42 minutes into the block.
· Each teacher is responsible for collecting radios and their respective binders from their first shift partners.

· All teachers are to take attendance of respective students in Genesis. 
· KNOW YOUR STUDENTS!
· Teachers can update attendance for students with such drop down options as: Failure to Report to 2nd Shift; Guidance; Teacher; Nurse; etc.
· Teachers can grant students permission to use the Media Center for a brief period of time with a 10 Minute Pass.
· Students are permitted to return to the Commons from Quiet Study at any point during the block.

· The Quiet Study teacher will provide the Study Hall teachers with the names of the students who are leaving Quiet Study via radio.

· Students are permitted to report to Quiet Study at any point during the block.

· Study Hall teachers will provide the Quiet Study teacher with the names of the students who decide they are interested in reporting to Quiet Study after the initial group of Quiet Study students had departed.

· Each teacher is responsible for maintaining their own Commons Sign Out Sheet.

· Students are responsible for presenting their study hall teacher with a pass if they need to see a teacher or guidance counselor.

· Students in the Commons may work in groups or independently, food is permitted.

· Students are not to sit in center tables, unless absolutely necessary or if given permission by teachers.

· Teachers must return radios and binders to the Main Office.
Quiet Study / In-School Suspension*
*IF THERE ARE NO I.S.S. OR QUIET STUDY STUDENTS, PLEASE CHECK WITH STUDY HALL TEACHERS TO SEE IF THEY REQUIRE ANY ASSISTANCE.  IF NO ASSISTANCE IS NEEDED; PLEASE MONITOR THE FOYER AREA AS WELL AS THE D HALLWAY NEXT TO THE COMMONS.*
Block 1 Teacher (1st half)
· Pick up a radio from the main office.
· Pick up any I.S.S. student(s) as well as the student’s I.S.S. work folder from the main office.

· Bring the I.S.S. student(s) to the Guidance side lecture hall.

· Place the I.S.S. student in an assigned seat close to you.  DO NOT ALLOW THEM TO CHOOSE THEIR SEAT OR SIT NEAR ANY OTHER STUDENTS.
· REVIEW THE I.S.S. EXPECTATIONS WITH THE STUDENT AND HAVE THEM SIGN INTO THE I.S.S. BOOK.
· Provide the student with the block 1 assignment provided by their block 1 teacher.
· All necessary resources that the student will need will already be provided.
· DO NOT ALLOW THEM TO UTILIZE ANY RESOURCES NOT LISTED ON THE ASSIGNMENT SHEET.
· If any quiet study students wish to leave at any point during the block, you must radio the commons and inform them that these students are on their way back to the commons.

· You will be notified by radio in the event that any additional students are on their way to quiet study.  
· Students reporting to quiet study are to write their names legibly on their respective study hall sheet, adhering to the format last name followed by their first name.
· Teacher is responsible for entering Quiet Study in Genesis for each student.

Block 1 Teacher (2nd half)

· Place the I.S.S. student in an assigned seat close to you.  DO NOT ALLOW THEM TO CHOOSE THEIR SEAT OR SIT NEAR ANY OTHER STUDENTS.
· DO NOT ALLOW THE STUDENT(S) TO UTILIZE ANY RESOURCES NOT LISTED ON THEIR ASSIGNMENT SHEET.
· You will be notified by radio in the event that any additional students are on their way to quiet study.  

· Students reporting to quiet study are to write their names legibly on their respective study hall sheet, adhering to the format last name followed by their first name.
· If any quiet study students wish to leave at any point during the block, you must radio the commons and inform them that these students are on their way back to the commons.

· Teacher is responsible for entering Quiet Study in Genesis for each student.

· Collect the work that has been completed by the I.S.S. student and put it in their I.S.S. work folder.

· Escort the I.S.S. student(s) to the main office to use the bathroom.  

· After allowing them their bathroom break, place them in one of the seats in the main office so that the Block 2 teacher can pick the student up.
· Return the radio to the main office.
Block 2 Teacher (1st half)

· Pick up a radio from the main office.

· Pick up any I.S.S. student(s) as well as the student’s I.S.S. work folder from the main office.

· Bring the I.S.S. student(s) to the Guidance side lecture hall.

· Place the I.S.S. student in an assigned seat close to you.  DO NOT ALLOW THEM TO CHOOSE THEIR SEAT OR SIT NEAR ANY OTHER STUDENTS.
· Provide the student with the block 2 assignment provided by their block 2 teacher.
· All necessary resources that the student will need will already be provided.
· DO NOT ALLOW THEM TO UTILIZE ANY RESOURCES NOT LISTED ON THE ASSIGNMENT SHEET.
· If the student(s) finishes the block 2 assignment early, allow them to finish any unfinished work from block 1.
· You will be notified by radio in the event that any additional students are on their way to quiet study.  

· Students reporting to quiet study are to write their names legibly on their respective study hall sheet, adhering to the format last name followed by their first name.

· Teacher is responsible for entering Quiet Study in Genesis for each student.

· If any quiet study students wish to leave at any point during the block, you must radio the commons and inform them that these students are on their way back to the commons.

Block 2 Teacher (2nd half)

· Place the I.S.S. student in an assigned seat close to you.  DO NOT ALLOW THEM TO CHOOSE THEIR SEAT OR SIT NEAR ANY OTHER STUDENTS.
· If the student(s) finishes the block 2 assignment early, allow them to finish any unfinished work from block 1.

· DO NOT ALLOW THE STUDENT(S) TO UTILIZE ANY RESOURCES NOT LISTED ON THEIR ASSIGNMENT SHEET.
· Collect the work that has been completed by the student and put it in their I.S.S. work folder.
· You will be notified by radio in the event that any additional students are on their way to quiet study.  

· Students reporting to quiet study are to write their names legibly on their respective study hall sheet, adhering to the format last name followed by their first name.

· Teacher is responsible for entering Quiet Study in Genesis for each student.

· If any quiet study students wish to leave at any point during the block, you must radio the commons and inform them that these students are on their way back to the commons.
· At the end of the block, return the radio and any I.S.S. students to the main office. 
Block 3 Teacher (1st half)

· Pick up a radio AND any I.S.S. student(s) as well as their I.S.S. work folder from the main office.

· Bring the I.S.S. student(s) to the Guidance side lecture hall.
· TEACHERS IN BLOCK 3A REPORT TO ROOM A1136.

· Place the I.S.S. student in an assigned seat close to you and allow them to eat quietly.  Please ensure that they clean up after they are done.  DO NOT ALLOW THEM TO CHOOSE THEIR SEAT OR SIT NEAR ANY OTHER STUDENTS.
· Provide the student(s) with their block 3 assignment provided by their block 3 teacher.
· All necessary resources that the student will need will already be provided.
· DO NOT ALLOW THE STUDENT(S) TO UTILIZE ANY RESOURCES NOT LISTED ON THEIR ASSIGNMENT SHEET.
· If the student(s) finishes the block 3 assignment early, allow them to finish any unfinished work from previous blocks.
· You will be notified by radio in the event that any additional students are on their way to quiet study.  

· Students reporting to quiet study are to write their names legibly on their respective study hall sheet, adhering to the format last name followed by their first name.

· Teacher is responsible for entering Quiet Study in Genesis for each student.
Block 3 Teacher (2nd half)

· TEACHERS IN BLOCK 3A REPORT TO ROOM A1136.

· Place the I.S.S. student in an assigned seat close to you.  DO NOT ALLOW THEM TO CHOOSE THEIR SEAT OR SIT NEAR ANY OTHER STUDENTS.
· If the student(s) finishes the block 3 assignment early, allow them to finish any unfinished work from previous blocks.

· DO NOT ALLOW THE STUDENT(S) TO UTILIZE ANY RESOURCES NOT LISTED ON THEIR ASSIGNMENT SHEET.
· You will be notified by radio in the event that any additional students are on their way to quiet study.  

· Students reporting to quiet study are to write their names legibly on their respective study hall sheet, adhering to the format last name followed by their first name.

· Teacher is responsible for entering Quiet Study in Genesis for each student.
· Collect the work that has been completed by the student and put it in their I.S.S. work folder.

· Escort the I.S.S. student(s) to the main office to use the bathroom.  

· After allowing them their bathroom break, place them in one of the seats in the main office so that the Block 4 teacher can pick the student up.
· Return the radio to the main office.

Block 4 Teacher (1st half)

· Pick up a radio, any I.S.S. student(s) as well as the student’s I.S.S. work folder from the main office.

· Bring the I.S.S. student(s) as well as the quiet study students to the Guidance side lecture hall.

· Place the I.S.S. student in an assigned seat close to you.  DO NOT ALLOW THEM TO CHOOSE THEIR SEAT OR SIT NEAR ANY OTHER STUDENTS.
· Provide the student with the block 4 assignment provided by their block 4 teacher.
· All necessary resources that the student will need will already be provided.
· DO NOT ALLOW THE STUDENT(S) TO UTILIZE ANY RESOURCES NOT LISTED ON THEIR ASSIGNMENT SHEET.
· If the student(s) finishes the block 4 assignment early, allow them to finish any unfinished work from previous blocks.
· You will be notified by radio in the event that any additional students are on their way to quiet study.  

· Students reporting to quiet study are to write their names legibly on their respective study hall sheet, adhering to the format last name followed by their first name.

· Teacher is responsible for entering Quiet Study in Genesis for each student.
Block 4 Teacher (2nd half)

· Place the I.S.S. student in an assigned seat close to you.  DO NOT ALLOW THEM TO CHOOSE THEIR SEAT OR SIT NEAR ANY OTHER STUDENTS.
· If the student(s) finishes the block 4 assignment early, allow them to finish any unfinished work from previous blocks.

· DO NOT ALLOW THE STUDENT(S) TO UTILIZE ANY RESOURCES NOT LISTED ON THEIR ASSIGNMENT SHEET.
· You will be notified by radio in the event that any additional students are on their way to quiet study.  

· Students reporting to quiet study are to write their names legibly on their respective study hall sheet, adhering to the format last name followed by their first name.

· Teacher is responsible for entering Quiet Study in Genesis for each student.
· Collect the work that has been completed by the student and put it in their I.S.S. work folder.

· At 2:07, dismiss the I.S.S. student(s) along with the quiet study students to their bus.

· Bring the I.S.S. work folder back to the main office and give to Eva Kelly or Kathy Pae.
· Return the radio to the main office.

Front Desk Duty

· Obtain Sign-In log and Visitors Passes from the behind the counter.
· Verify student IDs

· Direct students less than 10 minutes late to school to class without a pass (Block 1 First Shift only).

· Direct students more than 10 minutes late to school to sign in at main office.

· Request visitors to sign in at the Front Desk indicating date, name, time in/out
Hall Duty 

· Sign out radio from main office.
· Walk the designated hallways paying particular attention to remote areas at the ends of several hallways.

· Verify all passes of students in the hallways

· Do not unlock lavatories for students, but direct them to the nearest open lavatory.
· Return radio to Main Office at end of block.
Media Center Duty
· Enforce school guidelines for student use of the Media Center
· Teachers are to report directly to the Media Center at the start of the block.

· Students who are given permission from their Study Hall teachers will report to the Media Center after their attendance has been taken.

· When the students enter the Media Center they should be instructed to write their names legibly on their respective Study Hall sheet adhering to the format of last name followed by first name. 

· Teacher is responsible for entering Media Center in Genesis for each student.

· Students are NOT permitted to leave the Media Center to return to the Commons or Quiet Study, however if they are asked to leave due to behavior a VP should be notified immediately.

· Students departing the Media Center for approved reasons are to write time of departure as well as 
        location on their respective Study Hall sheet. Students returning to the Media Center from 
       Guidance, the restroom, etc. are to sign in upon arrival.
Extra Help Days
Please post in your classroom a sign indicating which afternoon (Tuesday, Wednesday or Thursday) you will be available for extra help.  This provides students with the opportunity to seek supplemental help without requiring an appointment and prevents any student from commenting that you were unavailable.
Faculty Mail

All teacher mailboxes are in the mail room adjacent to the Main Office.  Written communications to teachers are distributed from this location.  Guidance Passes for students are left in teacher mailboxes.  You should check for these in the late afternoon or first thing each morning so that students can be given their pass during the Advisory Period.  The bulk of the mail to teachers will be distributed through the departmental offices.  

Students are not to be sent to the office for a faculty member’s mail.  Materials produced for general distribution are to get prior approval from the principal or vice principal.  Out-going mail should be placed in the appropriate mail box in the office.  Stamps are available for school business.  Packages to be mailed must have proper mailing instructions attached.  There is an inter-school mailbox located in the Main Office.

Faculty Parking
Faculty members and staff are assigned a numbered parking space.  Please display the hang tag given to you.  If you find someone else in your space, please park in a visitors spot (first row) and provide the license plate number of the unauthorized car to the Main Office.  Once this car leaves you may be asked to move your car to your numbered space to open the visitor space.

Assemblies

Teachers are responsible for escorting their students to the MPAC for school-based assemblies.  Teachers should ensure that their students sit in the assigned section.  Teachers are responsible for standing to the right of their students (when facing the stage) in the aisle. 
Petty Cash
The intent of the petty cash system is to provide each building or department with cash to meet those purchasing emergencies when the cost is less than $25 and the use of a purchase order is not practical.  All purchases paid through petty cash are charged against each department’s budget. Requests for petty cash reimbursement should be made on the Petty Cash Request Form obtainable through your department supervisor. The petty cash fund is not to be used for everyday purchases or as a way of avoiding the purchase order system.  The procedures for use of petty cash are:

· No single expenditure is to exceed $25.  Do not divide a single expenditure to avoid this limit.

· The Department Supervisor must approve the expenditure prior to the purchase.

· Receipts must be presented in order to receive reimbursement.  Sales tax cannot be reimbursed.
CO-CURRICULAR ADVISOR GUIDELINES

MHS has a wide range of clubs and activities for which faculty members may apply to serve in an advisor capacity.  Consider the additional time commitment and responsibilities such a role entails.  
Scheduling Activities and Events
When scheduling activities, meetings and events, try to avoid scheduling conflicts with other district schools so that parents/guardians are not placed in a situation where they must choose the activities of one child over another.  Therefore, check the MHS calendar and the District calendar, both available on the District’s web site prior to scheduling your event.  Refer to the section on Facilities Use if the high school will be used for your event.

Communication

Advisors are required to ensure that a club webpage is regularly updated and maintained.  Records of current rosters, club activities and meeting agendas should be kept and made available upon request.  A new MHS Co-curricular calendar has been created and is available for viewing on the MHS webpage.  Please submit you activity dates to Mr. Pappa.
Banking Procedures for Faculty Sponsors

An account must be opened identifying the account title and the faculty sponsor or advisor.  Opening an account requires administrative approval.  Checks for your organization must be written as “Payable to the Order of (account title)” or Montgomery High School.  
Any time a student organization receives funds a deposit must be made with Mrs. Kelly in the Main Office.  Obtain a deposit breakdown form prior to giving the money to Mrs. Kelly.  You will be given a receipt showing the title of the account, name of the faculty sponsor and the value of the money deposited.  Deposits must be timely.  No funds should ever leave the building.
A withdrawal is done by completing a Pay Order Voucher.  The amount requested is indicated in words and numerically similar to a check.  The Voucher must have the faculty sponsor’s signature authorizing the withdrawal, and if applicable that of a student treasurer.  The Voucher must include the reason for the withdrawal.  Invoices or sales receipts must be attached.  Withdrawals cannot be made without this written request.

You will receive a statement of your account’s activities at the end of each month from Mrs. Kelly.  This should be compared with the student organizations records for accuracy.  Discrepancies should be reported immediately.
Fundraising
All fundraisers must be approved by a vice principal.  A Fundraising Activity Request Form is available in the Main Office and online.  This must be completed 2 weeks prior to any commitment being made to engage in a project.
Any fundraising efforts should allow for maximum student participation.  Fundraising is another learning experience and advisors should delegate as much of the project as possible to students by forming committees and committee chairpersons.  

Fundraising should not be done for personal gain, but for the good of the whole group.  Fundraising projects that will be acceptable are those that offer products or services that will be of benefit to the consumer.  Suggested projects include:  calendars, citrus fruit, candles, towels, sweatshirts, car washes etc.  Foods cannot be sold in competition with the school lunch caterer.  
The use of professional fundraisers is discouraged.  If your organization wishes to use these services              a vice principal must first meet with the person to discuss his/her services, the profit margin, prizes used as incentives, etc.
Appendix A
Important Marking Period Dates
2012-2013
	Marking Period 1
	Date
	Marking Period 2
	Date

	Marking Period Begins
	9/06/12
	Marking Period Begins
	11/15/12

	Progress Reports Due on Genesis 
	10/09/12
	Progress Reports Due on Genesis 
	12/18/12

	Progress Reports Posted for Viewing
	10/10/12
	Progress Reports Posted for Viewing
	12/19/12

	Marking Period Ends
	11/16/12
	Marking Period Ends
	1/31/13

	Grades Due on Genesis
	11/21/12
	Grades Due on Genesis
	2/06/13

	Grade Verifications Sheets Due to Supervisors
	11/26/12
	Grade Verifications Sheets Due to Supervisors
	2/07/13

	Grades Posted for Viewing
	11/28/12
	Grades Posted for Viewing
	2/11/13

	
	
	
	

	
	
	
	

	Marking Period 3
	Date
	Marking Period 4
	Date

	Marking Period Begins
	2/01/13
	Marking Period Begins
	4/18/13

	Progress Reports Due on Genesis 
	3/06/13
	Progress Reports Due on Genesis 
	5/20/13

	Progress Reports Posted for Viewing
	3/07/13
	Progress Reports Posted for Viewing
	5/21/13

	Marking Period Ends
	4/17/13
	Marking Period Ends
	6/20/13

	Grades Due on Genesis
	4/23/13
	Grades Due on Genesis
	6/21/13

	Grade Verifications Sheets Due to Supervisors
	4/24/13
	Grade Verifications Sheets Due to Supervisors
	6/24/13

	Grades Posted for Viewing
	4/26/13
	Grades Posted for Viewing
	6/29/13

	
	
	
	

	
	
	
	

	
	
	
	


FINALS


6/14, 6/17, 6/18 & 6/19
Appendix B
GUIDANCE ASSIGNMENTS

2012 – 2013



Appendix C

2012-2013 High School Schedule for
Articulation, Department, Faculty, Professional Development – District Meetings

September 
 4
Professional Development – District



 5
Professional Development - District

10
Faculty Meeting

24
Department Meeting

October
1
Faculty Meeting


8
Professional Development - District
15
Department Meeting

22
Articulation Meeting
November
5
Faculty Meeting
19 
Department Meeting

26 
Articulation Meeting
December
3
Faculty Meeting


17
Department Meeting
January 
7
Faculty Meeting


22
Articulation Meeting
28
Department Meeting
February
4
Faculty Meeting

15        Professional Development - District

25
Department Meeting

March

4
Faculty Meeting


18
Department Meeting


April 

1
Professional Development – District


15
Faculty Meeting


22
Articulation
29
Department Meeting

May 

6
Faculty Meeting



20
Department Meeting


28
Articulation
June 

3
Faculty Meeting
17        Department Meeting

24
Professional Development – District
Appendix D                    2012-2013 Unit Lunch Assignments
Fall/Spring

	
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday

	Tennis Court (foyer if rain)
	DiPietro 
	Fine
	J. Marshall
	Fernandez
	Carty 

	Stadium (commons if rain)
	*Panova-Cicchino
	*Resch
	*Kim
	*Carfley 
	*Miller

	
	Keller
	Heebner
	Mueller
	Trockenbrod
	Flug

	Outside Float (main gym if rain)
	*Stern
	*Buszka
	* Fattorusso
	*Hunter
	*Jones

	Science Wing Eave
	*Liu
	*Grieco
	* Shebchuk
	* Steeb
	*Chmiel

	Main Gym
	*Grundy
	*Pendleton
	*Doyle
	*Girvan 
	*Shanahan

	
	Selby
	Crilly
	Aichele
	Snedeker
	England

	
	McGrail
	Spinelli
	Caltiere
	Venetucci
	Porcelli

	
	Pisani
	
	Leicht
	
	

	Athletic Hall
	*Zimmer
	*Godett
	*Caprio
	*Scarpa
	* Milner

	School Store
	*Fishman
	*Chedid
	*Gumbs
	* Simmons
	* Reynolds

	Commons
	Rafferty1
	English 1
	D'Amore 1
	*Ingraffia 1
	*Griffin 1

	
	Datolla 2
	Bulusu  2 
	* Mylowe 2
	Figueroa 2
	 Stemmler 2

	
	Sinha 3
	Franzyshen 3
	O’Toole  3
	Foster 3 
	 Murphy 3

	
	Wang 4
	Admin 4
	Meeker 4 
	Lee 4
	Admin 4

	
	*Newbury 5
	*Witherup 5
	Fallon  5
	Casey 5
	Tagliareni 5

	Lunch Line
	Vice Principal
	Glock
	Pino
	Ritson
	Apel

	
	Vice Principal
	Musial
	Grossman
	Watson
	Hampton

	Foyer
	Spinneweber  1
	Kleinfield 1
	Lewis 1
	Marshall 1
	Oosting 1

	
	Ross 2 
	Levenstien 2
	Kriger 2
	Licinski 2
	Mason 2

	
	Boyer 3
	Sun  3
	Anderson 3
	Asral 3
	Admin 3

	
	*Palacek 4
	*McAuliffe 4
	*Matthews 4
	*Bogen 4
	*Washburn 4

	
	
	  
	
	
	

	D Hall Restroom
	*Schumacher
	*Jessu
	*Muzaurieta 
	*Woods
	* Lieu

	Media  Center
	McCusker
	Cohen 
	Cleary
	Cousin
	Moran

	Lunch Detention 
	Boczon
	Beyer
	Stalowski
	Molano
	Milich

	Administration
	Popadiuk (ALL)
	Popadiuk (ALL)
	Popadiuk (ALL)
	Popadiuk (ALL)
	Popadiuk (ALL)

	
	Gaylord(Foyer)
	Gaylord(Foyer)
	Gaylord(Foyer)
	Gaylord(Foyer)
	Gaylord(Foyer 3)

	
	Pappa(ALL)
	Pappa (ALL)
	Pappa(ALL)
	Pappa(ALL)
	Pappa(ALL)

	
	Reginio(ALL)
	Reginio(ALL)
	Reginio(ALL)
	Reginio(ALL)
	Reginio(ALL)

	
	Maselli (Outside)
	Maselli (Outside)
	Maselli (Outside)
	Maselli (Outside)
	Maselli (Outside)

	
	Anagbo(Foyer)
	Sullivan (Commons 4)
	Anagbo (Foyer)
	Sullivan      (Main Gym)
	Wright (Commons 4)

	
	Riddell

(Commons)
	Wright (Main Gym)
	Riddell(Main Gym)
	
	


(*) Denotes person responsible for radio


Commons- (1) Front Rounds
(4) Window Tables
    Foyer-    (1) D hallway tables    

                    (2) Back 4 Tables
(5) Back Rounds


    (2) Middle Tables/MPAC area

    (3) Front 5 Tables


                                    (3) Art Hallway& Tables  

                                                                                                         
          outside Main Office


  
   (4) Music Hallway &tables in  

                                                                                                                   front of mural

Appendix E

2012-2013 Unit Lunch Duty Assignments
Winter
	
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday

	Auxiliary Gym
	DiPietro 
	Fine
	J. Marshall
	*Carfley
	*Miller

	
	* Panova-Cicchino
	*Resch
	Fattorusso
	Trockenbrod
	Flug

	
	Keller
	
	*Kim
	*Hunter
	

	Science Wing Eave
	*Liu
	*Grieco
	* Shebchuk
	* Steeb
	*Chmiel

	Main Gym
	*Grundy
	*Pendleton
	*Doyle
	*Girvan 
	*Shanahan

	
	Selby
	Crilly
	Aichele
	Snedeker
	England

	
	McGrail
	Spinelli
	Caltiere
	Venetucci
	Porcelli

	
	Pisani
	
	Leicht
	
	

	Athletic Hall
	*Zimmer
	*Godett
	*Caprio
	*Scarpa
	* Milner

	School Store
	*Fishman
	*Chedid
	*Gumbs
	* Simmons
	* Reynolds

	Commons
	Rafferty1
	English 1
	D'Amore 1
	*Ingraffia 1
	*Griffin 1

	
	Datolla 2
	Bulusu  2 
	* Mylowe 2
	Figueroa 2
	 Stemmler 2

	
	Sinha 3
	Franzyshen 3
	O’Toole  3
	Foster 3 
	 Murphy 3

	
	Wang 4
	Admin 4
	Meeker 4 
	Lee 4
	Admin 4

	
	*Newbury 5
	*Witherup 5
	Fallon  5
	Casey 5
	Tagliareni 5

	Lunch Line
	Vice Principal
	Glock
	Pino
	Ritson
	Apel

	
	Vice Principal
	Musial
	Grossman
	Watson
	Hampton

	Foyer
	Spinneweber  1
	Kleinfield 1
	Lewis 1
	Marshall 1
	Oosting 1

	
	Ross 2 
	Levenstien 2
	Kriger 2
	Licinski 2
	Mason 2

	
	Boyer 3
	Sun  3
	Anderson 3
	Asral 3
	Admin 3

	
	*Palacek 4
	*McAuliffe 4
	*Matthews 4
	*Bogen 4
	*Washburn 4

	
	
	  
	
	
	

	D Hall Restroom
	*Schumacher
	*Jessu
	*Muzaurieta 
	*Woods
	* Lieu

	Media  Center
	McCusker
	Cohen 
	Cleary
	Cousin
	Moran

	
	Stern
	Heebner
	Mueller
	Fernandez
	Jones

	Lunch Detention 
	Boczon
	Beyer
	Stalowski
	Molano
	Milich

	Administration
	Popadiuk (ALL)
	Popadiuk (ALL)
	Popadiuk (ALL)
	Popadiuk (ALL)
	Popadiuk (ALL)

	
	Gaylord(Foyer)
	Gaylord(Foyer)
	Gaylord(Foyer)
	Gaylord(Foyer)
	Gaylord(Foyer 3)

	
	Pappa(ALL)
	Pappa (ALL)
	Pappa(ALL)
	Pappa(ALL)
	Pappa(ALL)

	
	Reginio(ALL)
	Reginio(ALL)
	Reginio(ALL)
	Reginio(ALL)
	Reginio(ALL)

	
	Maselli (Outside)
	Maselli (Outside)
	Maselli (Outside)
	Maselli (Outside)
	Maselli (Outside)

	
	Anagbo(Foyer)
	Sullivan (Commons 4)
	Anagbo (Foyer)
	Sullivan      (Main Gym)
	Wright (Commons 4)

	
	Riddell

(Commons)
	Wright (Main Gym)
	Riddell(Main Gym)
	
	

	
	
	
	
	
	


(*) Denotes person responsible for radio


Commons- (1) Front Rounds
(4) Window Tables
    Foyer-    (1) D hallway tables    

                    (2) Back 4 Tables
(5) Back Rounds


     (2) Middle Tables/MPAC area

(3) Front 5 Tables


     (3) Art Hallway& Tables  

                                                                                                          outside Main Office


     (4) Music Hallway &tables in  

                                                                                                          front of mural
Appendix F


2012-2013 Duty Assignments

	Block
	Time
	Study Hall
	Media Center
	Quiet Study/ISS
	Hall Duty
	Front Desk

	1A


	1st Shift

7:20

2nd Shift

8:02
	Boczon,  Sun
Caprio, Milich
	English

Cousin
	Palecek
Pisani
	Figueroa (MP1, MP4)
Foster (MP2)

Trockenbrod (MP1)

Figueroa (MP2)

Steeb (MP3)

Venetucci (MP4)


	Moran
McAuliffe

	2A


	1st Shift

8:53

2nd Shift

9:35
	Buszka, Liu, Marshall J.L., Goddett
Grieco, Spinneweber, Fallon, Miller
	Wyckoff

Wyckoff
	Muzurietta
Rafferty
	NONE
Girvan (ALL)
	Cleary
Franzyshen (S1) 

Boyer (S2)

	3A


	1st Shift

11:15

2nd Shift

11:57
	Licinski, Mueller, Woods
Simons, Keller, Oosting
	Wyckoff

Wyckoff
	Reynolds
DiPietro
	Venetucci (MP1)
Casey (MP2)

Casey, Mylowe (MP3)

Foster, Mylowe (MP4)

Foster (MP1)

Ingraffia (MP2)

Figueroa (MP3)

Steeb (MP4)
	Mylowe (S1)
Cohen (S2)

Leicht (S1)

Zimmer (S2)

	4A


	1st Shift

12:43

2nd Shift

1:25
	England, McGrail
Stemmler, Stalowski
	Marshall, K
Matthews


	Jessu (S1)
Franzyshen (S2)

Sinha


	Carfley (MP1)
Steeb (MP2)

Snedeker (MP3)

Trockenbrod  (MP4)

Scarpa (MP1)

Leicht (MP3 & MP4)
	Fogg
Fogg

	1B


	1st Shift

7:20

2nd Shift

8:02
	Jones, Lee, Murphy
Grundy, Asral, Aichele
	Levenstein 
McCusker


	Flug
Wang


	Steeb (MP1)
Carfley (MP2)

Venetucci (MP3)

Scarpa (MP4)

Casey (MP1)

Venetucci (MP2)

Carfley (MP3)

Ingraffia (MP4)
	Anderson
Cohen (S1)

Jessu (S2)

	2B


	1st Shift

8:53

2nd Shift

9:35
	D’Amore, Griffin, Pendleton, Resch

Doyle, Carty, Bulusu, Heebner

	Wyckoff
Wyckoff
	Chedid
Selby
	Hunter (ALL)
Zimmer (MP1)

Snedeker, Zimmer (MP2)

Ingraffia (MP3)

Carfley (MP4)
	Ross
Schumacher

	3B


	1st Shift

11:15

2nd Shift

11:57
	Crilly, Kim, Porcelli, Witherup
Kleinfield, Gumbs, Chmiel, Spinelli
	Wyckoff

Wyckoff
	Milner
Newbury
	Ingraffia (MP1)
Trockenbrod (MP2)

Scarpa (MP3)

Casey (MP4)

Lewis (ALL)
	Kriger
Bogen

	4B


	1st Shift

12:43

2nd Shift

1:25
	Meeker, Shebchuk, Shanahan
O’Toole, Stern, Washburn
	Fine
Fattorusso


	Molano
Dattola
	Snedeker, Boyer (MP1)
Scarpa, Boyer (MP2)

Trockenbrod  (MP3)

Snedeker (MP4)

Tagliareni (ALL)

Foster (MP3)


	Lieu
Caltiere


(*) Denotes person responsible for radio
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GRADE 10





Afiouni - Clark		         APEL





Clemons - Gahagan		     GLOCK





Galkin - Kessler	     RITSON





Khan - McCorry	     MUSIAL





McCosh - Platt	   WATSON





Poola – Stauffer              PINO-BEATTIE


               


Stern - Ziering	HAMPTON


 








GRADE 9





Ableman – Colangelo		      APEL	         





Conner - Galatro		  GLOCK


            


Gale - Joshi	  RITSON





Kadur - Mantena	  MUSIAL





Marro - Procaccini	WATSON





Puleio – Szigeti           PINO-BEATTIE


 


Talarico – Zimmer              HAMPTON


                


		     


	 





GRADE 12





Abouhaib - Colaiacovo		        APEL





Colangelo - Ganga		    GLOCK


 


Gangopadhyay - Khan	    RITSON


	 


Khurgina - McMillian		    MUSIAL


	 


McPartlin - Prentice		  WATSON


	 


Price - Stathis                 PINO-BEATTIE


	 


Stauffer - Zhu		HAMPTON


	 








GRADE 11





Abbott - Chenimineni		          APEL


                 


Cherukuri - Fern		      GLOCK





Fidanzato - Jhunijhnuwala	      RITSON





Jin - Lynch	      MUSIAL


               


Ma - Pei	    WATSON





Peister - Stapinski            PINO-BEATTIE


                


Stiroh - Zyvith	 HAMPTON
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Visitor Bleachers





Emergency Evacuation to Cougar Stadium





                                   Montgomery High School





Scoreboard








                                    Home Bleachers 





                Visitor  Bleachers











SOPHOMORES
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FRESHMAN





       Entrance





Montgomery High School Emergency Evacuation ~ During Unit Lunch ~ to Turf
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