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"Billy, 'm not going to argue the semantics
of biting. Whether or not you penetrated
skin, I'm calling your mother.”
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ADMINISTRATIVE DUTIES

2010-2011
The following is a listing of administrative duties.  When in need of assistance, check with the individual who has been assigned the area in which you need help.  Specific position job descriptions are on file in the main office.

Dara Bennett
Scheduling/Registration

Curriculum/Instruction

Teacher Assessment/Assistance

Student Supervision

School Improvement Plan

Textbooks

FTE Monitor

Administrator in Charge of SST


Drivers Education

Credit Recovery/ Summer School


Chris Roppe
Crisis Management Plan

Teacher Assessment/Assistance

Student Discipline/Tribunals

Bus Discipline

Student Supervision

Lockers

Property Inventory - Furniture Needs

Jane Youmans
                       CTAE Supervisor

ISS Discipline

Teacher Assessment/Assistance

Student Discipline/Tribunals/Supervision

Student Attendance

Student Fines
People don’t care how much you know, until they know how much you care.
-John C. Maxwell

PIERCE COUNTY HIGH SCHOOL

GTEP EVALUATIONS

2010-2011
Anthony Smith 






Jane Youmans

Bennett, Dara 






Austin, Tera
Boatright, Mary Claire (Pam Parker)



Bennett, Greg
Doss, Tommy






Deen, Melba 

Douberly, May






Dixon, Jan
Lynn, Janet






Griffin, Eustace*
Harrell, Pam






Harris, Allen *

Hollis, Ramona






Kay, Gia
Manders, Angela

 




Murray, Michael

Martinez, Lea






Sauls, Ronda
Milton, Angie






Thompson, Peggy
Roppe, Chris






Thornton, Lala

Schulze, Penny








Sapp, Susie









Spec.ed TBA (Mary Lee)

Spires, Robbie






Dara Bennett
Woodard, Mike






Boyett, Jennifer
Youmans, Jane






Baker, Pamela








Brauda, Susan
Chris Roppe






Cason, Tina*
Beck, Ken 






Cason, Tony

Bennett, Jereal 






Cunningham, Elizabeth
Brooker, Brett






Dixon, LeAnne
Brown, Kelly






Graves, Ryan

Cason, Tony






Echols, Kathy



Davis, Mike






Harrison, Heather *
Edwards, Bob






House, Sheila

Gay, Greg






King, Barry
Henderson, Berry






Lewis, Anna
Hendrix, Dina






McIntosh, Erika

House, Robert






McIntosh, Sarah
Jernigan, Brandon





Morris, Julie*
Mardirossian, Carol





Murray, Kathi
Smith, Kim






Smith, Danielle
Stafford, Billy






Pearce, Danna
Strickland, Jennifer





Perkins, Debra
Sweat, Heather






Rowland, Angelena
Tarr, Sarah






Smith, Marie




Tison, Kathryn (Marie Sauls)




Strickland, Angela

Webber, Chris






Taylor, Johnny

Williamson, Cindy





Harris, Jessica*
Young, Billie










3 Observations *

(Instructional Assistants will be evaluated by the supervising teacher)

Title I schools require teachers to include paraprofessionals in their lesson plans which should include their role in the instructional activities.  The lesson plans must be initialed by the paraprofessionals before submission to the school administrator.  Therefore, teachers with paraprofessionals will be responsible for assisting the administration with the evaluation process.

PIERCE COUNTY HIGH SCHOOL

Motto:

PCHS:  WHERE EXCELLENCE IS THE STANDARD!
Mission Statement:
The mission of Pierce County High School is for a professional faculty and caring community to provide a quality education by preparing students to be productive, accountable, and self-directed learners. 

Beliefs:

· Students learn best when they are actively engaged in the learning process.

· Each student is a valued individual with unique physical, social, emotional, and intellectual needs.

· A student’s self-esteem is enhanced by positive relationships and mutual respect among and between students and staff.

· Students need to apply their learning in meaningful context.

· Students learn in different ways and should be provided with a variety of instructional approaches to support their learning.

· Exceptional students require special services and resources.

· The commitment to continuous improvement is imperative if our school is going to enable students to become confident, self-directed, lifelong learners.

PIERCE COUNTY BOARD OF EDUCATION

Mission Statement:

The mission of the Pierce County School System is to maximize learning for all students through a diverse and quality education that develops responsible and productive citizens.
Vision:

Our vision is that the Pierce County School District leads Georgia school systems in improving student achievement.  Academic excellence will be reflected in test results that exceed Georgia Performance Standards and graduation rates that exceed national and state averages.  All schools shall have safe, healthy and caring learning environments where students excel, teachers will grow, and parents and community are involved.
Compliance Statement:

The Pierce County Board of Education does not discriminate on the basis of race, color, national origin, sex or handicap in educational programs, activities and employment.

	
	
	
	
	
	
	
	

	PIERCE COUNTY SCHOOL CALENDAR

	2010 - 2011

	August 2 (Monday) . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
	Calendar Adjustment Day
	 

	August 3 - 6 (Tuesday - Friday) . . . . . . . . . . . . . . . . . . . . . . .
	Pre-Planning/Professional Learning

	August 9 (Monday) . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
	School Begins
	
	

	September 3 (Friday) . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
	End of 1st Month
	
	

	September 6 (Monday) . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
	Labor Day Holiday
	 

	September 10 (Friday) . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
	Progress Reports Issued (K-12)

	October 4 (Monday) . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
	End of 2nd Month
	
	

	October 8 (Friday) . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
	Calendar Adjustment Day
	 

	October 11 (Monday) . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
	Columbus Day Holiday
	 

	October 13 (Wednesday). . . . . . . . . . . . . . . . . . . . . . . . . . .
	End of 1st Nine Weeks (K-12)

	October 20 (Wednesday) . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
	Report Cards Issued (K-12)
	

	November 3 (Wednesday) . . . . . . . . . . . . . . . . . . . . . . . . . . . 
	End of 3rd Month
	
	

	November 16 (Tuesday) . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
	Progress Reports Issued (K-12)

	November 19 (Friday). . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
	Early Release
	
	

	November 22 - 26 (Monday - Friday)  . . . . . . . . . . . . . . . . . 
	Thanksgiving Holidays
	 

	December 8 (Wednesday)  . . . . . . . . . . . . . . . . . . . . . . . . . . . 
	End of 4th Month
	
	

	December 17 (Friday) . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
	End of 2nd Nine Weeks (K-12) 42 days

	
	
	
	
	
	
	End of 1st Term (6-12 - 87 days)

	
	
	
	
	
	
	*Early dismissal for all
	

	December 20 - December 31 . . . . . . . . . . . . . . . . . . . . . . . 
	Christmas Holidays
	 

	January 3 (Monday) . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
	Professional Learning Day
	

	January 4 (Tuesday) . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
	2nd Term Begins
	
	

	January 10 (Monday) . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
	Report Cards Issued (K-12)
	

	January 17 (Monday) . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
	Martin Luther King Holiday

	February 1 (Tuesday) . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
	End of 5th Month
	
	

	February 7 (Monday) . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
	Progress Reports Issued (K-12)

	February 18 (Friday) . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
	Calendar Adjustment Day
	 

	February 21 (Monday) . . . . . . . . . . . . . . . . . . . . . . . . . . . .
	Presidents Day Holiday
	 

	March 3 (Thursday) . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
	End of 6th Month
	
	

	March 10 (Thursday) . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
	End of 3rd Nine Weeks (K-12) 

	March 17 (Thursday) . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
	Report Cards Issued (K-12)
	

	March 31 (Thursday). . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
	End of 7th Month
	
	

	April 1 (Friday) . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
	Calendar Adjustment Day
	 

	April 4 - April 8 (Monday - Friday) . . . . . . . . . . . . . . . . . . 
	Spring Holidays
	 
	 

	April 21 (Thursday) . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
	Progress Reports Issued (K-12)

	May 6 (Friday) . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
	End of 8th Month
	
	

	May 20 (Friday) Graduation . . . . . . . . . . . . . . . . . . . . . . . 
	End of 2nd Term (K-12) 90 days

	
	
	
	
	
	
	End of 4th Nine Weeks (K-12) 45 days

	May 23-24 (Monday - Tuesday) . . . . . . . . . . . . . . . . . . . . . .
	Post Planning/Professional Learning

	May 25-26 (Wednesday - Thursday) . . . . . . . . . . . . . . . . .
	Calendar Adjustment Day
	 


CURRICULUM/INSTRUCTION

CLASSROOM GUIDELINES

Each teacher is responsible for making sure that their classroom is an environment conducive to learning.  This includes keeping the room orderly by way of physical setting, classroom procedures, and instructional delivery.  Each teacher should establish classroom procedures/ rules and be consistent in following through with these criteria.  Classroom procedures should be posted in your classroom in a prominent location along with the school motto.  A list of each teacher’s classroom procedures should be turned in to D. Bennett during the 1st week of school. This will serve to remind students daily what your procedures are and will keep you from having to remind them.  

LESSON PLANS
Lesson plans are a personal instructional guide. Teachers are required to keep up to date unit plans in the notebook in the teacher workroom.  Unit plans should be completed following the PCHS unit plan template.  A copy of the template will be emailed to you.  Unit plans must include daily activities that will be noted on the calendar along with the GPS standard covered.  Unit plans should be turned in throughout the school year to D. Bennett by placing behind your name tab in the Lesson Plan Notebook located in the teacher workroom.  Unit plans will be checked periodically and should be kept up to date.   Unit/Lesson plan guidelines are as follows:

1. Unit plans should be done on the provided unit/lesson plan form which will be emailed as an attachment to you.  (See example next page.)  Courses implementing GPS will write and turn in a copy their unit plans with Standards listed and a calendar showing daily standards and activities covered.  Common course teams should have similar plans/units. Each teacher of a course team is responsible to keep units turned in behind their name.
2. Unit/Lesson plans should include QCCs and/or Ga Performance Standards.

Teachers must follow the GA Performance Standards for their courses.  These standards are found at www.glc.k12.ga.us.  Any deviation from these standards should be discussed with the curriculum AP.
3. Unit/Lesson planning should be done with the GHSGT and EOCT in mind.  Each teacher is responsible for downloading the objectives for the GHSGT off the GA DOE website and keeping this copy in their lesson plan notebook to be used in planning lessons.  All teachers who teach an EOCT subject will be given a notebook with test objectives and practice questions.  These questions should be interwoven into class tests throughout the year or used as warm ups.
[image: image5.jpg]


Unit Name: Replace with Unit Title
	Unit Time Frame:
	Course:
	Teacher:

	Date Last Updated
	Friday, July 30, 2010

	School Name
	

	Teachers who Created Unit
	


	Unit Standards:



	Related Standards:



	Major Concept of the Unit:



	Students should know (vocabulary):



	Students should be able to:



	Essential Questions for the Unit:




Learning Focused Instruction 

	Essential Question # 1:
	Standard Numbers

	Activating Strategy
	

	Direct Instruction Strategies
	

	Summarizing Strategy
	

	Assessment
	

	Essential Question # 2:
	Standard Numbers

	Activating Strategy
	

	Direct Instruction Strategies
	

	Summarizing Strategy
	

	Assessment
	

	Essential Question # 3:
	Standard Numbers

	Activating Strategy
	

	Direct Instruction Strategies
	

	Summarizing Strategy
	

	Assessment
	

	Essential Question # 4:
	Standard Numbers

	Activating Strategy
	

	Direct Instruction Strategies
	

	Summarizing Strategy
	

	Assessment
	


Student Activities

	
	Item 1
	
	Item 2
	
	Item 3
	
	Item 4

	Whole Group

Activities
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	Item 1
	
	Item 2
	
	Item 3
	
	Item 4

	Assessment for above activities
	
	
	
	
	
	
	

	Group Work:



	
	
	
	
	

	Individual Work:



	Methods of Assessment:




Name of Performance Task Here
Culminating Activity
	Learning Standard: 
	


	Task Description:

	

	Direct Instruction for Whole Class:  The whole class will be involved in the following learning experience:

	

	Group Work:



	Group One:
	Group Two:
	Group Three:
	Group Four:
	Group Five:

	

	Individual Work:

	

	Methods of Assessment:


Title of Teacher Rubric Here

Teacher Grading Scale
	Assignment:
	

	Goal/Standard:
	


	Scoring

Criteria


	1
	2
	3
	4
	Score

	
	
	
	
	
	
	
	x 5
	
	

	
	
	
	
	
	
	(20)


	
	(20)
	

	
	
	
	
	
	
	
	x 5
	
	

	
	
	
	
	
	
	(20)


	
	(20)
	

	
	
	
	
	
	
	
	x 5
	
	

	
	
	
	
	
	
	(20)


	
	(20)
	

	
	
	
	
	
	
	
	x 5
	
	

	
	
	
	
	
	
	(20)


	
	(20)
	

	
	
	
	
	
	
	
	x 5
	
	

	
	
	
	
	
	
	(20)


	
	(20)
	


	Comments:


	Score
	Final Score:
	

	
	A =
	
	
	(100)

	
	B =
	
	
	

	
	C = 
	
	Final Grade:
	

	
	D = 
	
	
	


Standard Student Checklist (Option 1)

	Standard:
	
	[image: image2.wmf]

	Checklist:
	
	

	Criteria / Performance Indicators
	Not Yet

0
	Some

Evidence

1

	
	

	· 
	
	

	· 
	
	

	· 
	
	

	
	

	· 
	
	

	· 
	
	

	· 
	
	

	
	

	· 
	
	

	· 
	
	

	· 
	
	

	
	

	· 
	
	

	· 
	
	

	· 
	
	

	
	

	· 
	
	

	· 
	
	

	· 
	
	


Standard Student Checklist (Option 2)

	Assignment:
	

	Goal/Standard:
	


	Scale:
	1
	2
	3
	4

	Criteria:
	
	
	
	

	
	
	
	
	

	· 
	
	
	
	

	
	
	
	
	

	· 
	
	
	
	

	
	
	
	
	

	· 
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	· 
	
	
	
	

	
	
	
	
	

	· 
	
	
	
	

	
	
	
	
	

	· 
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	· 
	
	
	
	

	
	
	
	
	

	· 
	
	
	
	

	
	
	
	
	

	· 
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	· 
	
	
	
	

	
	
	
	
	

	· 
	
	
	
	

	
	
	
	
	

	· 
	
	
	
	


 LEARNING PLAN CALENDAR
List the following information by date that it will occur   Number of Days:______________

	Date:
	Date:
	Date:
	Date:
	Date:

	EQ #:

Std #(s):

Activity:
	EQ #:

Std #(s):

Activity:
	EQ #:

Std #(s):

Activity:
	EQ #:

Std #(s):

Activity:
	EQ #:

Std #(s):

Activity:

	Date:
	Date:
	Date:
	Date:
	Date:

	EQ #:

Std #(s):

Activity:
	EQ #:

Std #(s):

Activity:
	EQ #:

Std #(s):

Activity:
	EQ #:

Std #(s):

Activity:
	EQ #:

Std #(s):

Activity:

	Date:
	Date:
	Date:
	Date:
	Date:

	EQ #:

Std #(s):

Activity:
	EQ #:

Std #(s):

Activity:
	EQ #:

Std #(s):

Activity:
	EQ #:

Std #(s):

Activity:
	EQ #:

Std #(s):

Activity:

	Date:
	Date:
	Date:
	Date:
	Date:

	EQ #:

Std #(s):

Activity:
	EQ #:

Std #(s):

Activity:
	EQ #:

Std #(s):

Activity:
	EQ #:

Std #(s):

Activity:
	EQ #:

Std #(s):

Activity:


LESSON PLANS FOR SUBSTITUTE TEACHERS

Substitute teachers have one of the most difficult jobs in a school.  When a teacher is ill or has to be away from school for some other reason, he/she still has an obligation to his/her students.  Be sure to have a designated fellow teacher that is familiar with your classroom routine to serve as a mentor to your assigned sub.  The following substitute guidelines have been established to improve the instructional process at Pierce County High School when a substitute is used:

1.
Emergency lesson plans must be kept current and put in your substitute folder that is kept in Susie Sapp’s office.  When you know you will be out, you should put your plans for the day in this folder but be sure that it is returned to Mrs. Sapp not left on your desk.  Mrs. Sapp will give this folder to your substituted upon their arrival.

2.
The substitute folder should contain the teacher's class rosters, adequate lesson plans, a bell schedule, and extra duties.  Lesson plans should inform the substitute where he/she can find these essential items.

3.
Do not give lesson plans over the phone.  These must be delivered in written form and given to Susie Sapp.  She will give your folder to the substitute when he/she arrives. 

DEPARTMENT MEETINGS

Department meetings will be held on as needed throughout the year.  Each member of the department will sign in with their department chair.   A copy of this attendance form with meeting notes will be turned in to D. Bennett on the day following the meeting.  It is the department head’s responsibility to maintain this documentation and turn it in.  See the monthly calendar for specific dates of scheduled department meetings.

Department heads will meet in the Administrative Conference Room prior to department meetings as indicated on the Bear Facts Calendar.  Please bring your departmental notebook with you to these meetings.

Social Studies
Angela Strickland
Science
Mike Davis

Language Arts
Berry Henderson

Math
Marie Smith
Special Ed
Sarah McIntosh
FOCUS GROUPS- PCHS LEARNING COMMUNITIES

Focus meetings will be held once a month during your planning periods.  Teachers without planning periods will meet after school.  Teachers with common planning time will form Focus Groups that will share teaching strategies and ideas, receive staff development, work on School Improvement Plan activities, and provide feedback on various school organization issues.  See the Bear Facts Calendar each month for specific dates.   Teachers with planning first period will be referred to as Focus Group 1, etc.  Teachers will earn 1 PLU for their participation during focus groups.  Attendance is mandatory.

LEARNING FOCUSED OBSERVATIONS

Each teacher will receive short, unannounced learning-focused observations throughout the year.  Immediate feedback will be provided through a copy of the Observation Checklist being placed in your box or left in your room.  These observations will serve a way to measure the consistency and pervasiveness of our implementation of Learning-Focused Schools and our school improvement plan.  

READING ACROSS THE CURRICULUM

Georgia Performance standards require documentation that students are reading the equivalent of 25 books a year.    We use the following form to document student reading assignment.  Students are to be given a grad each 9 weeks for their completion so this requirement.  The form will be emailed to you to be given to your students.  Reading selections may include novels, fiction and nonfiction books, articles from newspapers, magazines, or the web.  You should assign at least one reading per week.  
	PCHS

	Reading Across the Curriculum

	
	
	
	
	

	Student Name___________________________Grade________Course_______________

	
	
	
	
	

	Selection Read
	Writing Assignment
	Number of Pages
	Due Date
	Summary Complete

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 


VOCABULARY 

Each course should have an established list of vocabulary that is necessary for a student to be successful in the course.  Teachers teaching courses in common should have the same vocabulary words.  For courses that have an EOCT, vocabulary necessary to help the student do well on this test should be integrated.  Also, all courses should include words related to GHSGT.  Teachers should download the sample GHSGT from the DOE website and consider these words when forming the vocabulary list for a course.  
GRADING 

Exams

The following is a guide of the exams that each teacher is responsible for administering and grading in each course.

1. Pre Test.  This test is an exam that should be given during the first days of school.  Since each teacher must have documentation of student achievement for their annual evaluation, using a pretest and a post test score is an easy way to do this.

	2.  Common Assessment/ Benchmark Dates

	

	Pretest Aug 9-13 Common Course Team Meeting August 16

	CA 1 Sept 16-17 window Common Course Team Meeting Sept 18 

	CA 2 Nov 4-5 window Common Course Team Meeting November 8

	Pretest  Jan 4-7 window Common Course Team Meeting Jan 10

CA 3  February 24-25 window Common Course Team Meeting February 28 

	CA 4  April 21-22 window Common Course Team Meeting April 25 

	Post test End of Course

	

	Following each common assessment, complete the analysis form and meet with your common course team.  Turn in a copy of the analysis form and team meeting summary to D. Bennett within 2 days of the meeting.  The team leader is responsible for getting the form turned in.

	

	Course Team Leaders

	Biology-Kathi Murray

	Environmental Science- Erica McIntosh

	Physical Science- Sheila House

	US History- Danna Pearce

	Economics- Angela Strickland

	World History- Debra Perkins

	American Literature- Carol Mardirossian

	9th Grade Literature- Jennifer Boyett

	Math I -  LeAnne Dixon

	Math II- Diane Griffis

	Math III- Marie Smith

	

	Each teacher should attend the above course team meetings if they teach one of these courses.  Teachers should only attend 1 course team meeting unless they teach an 11th grade academic and a different EOCT area.  Teachers who are the only teacher teaching the course should still do an analysis for one course that they teach.

	Teachers should record scores from pretest, posttest, and common assessments on the class growth analysis form that will be used as part of their annual evaluation under student achievement.  

	A copy of the course team meeting analysis and class growth analysis should be placed in your teacher performance notebook under student achievement.

	

	PCHS
	

	Class Growth Analysis
	

	 
	Student Name
	Pretest
	Postest (same as Pretest)
	Growth
	Comm Assess  1
	Comm Assess  2
	Comm Assess  3
	Comm Assess 4

	1
	 
	 
	 
	0
	 
	 
	 
	 

	2
	 
	 
	 
	0
	 
	 
	 
	 

	3
	 
	 
	 
	0
	 
	 
	 
	 

	4
	 
	 
	 
	0
	 
	 
	 
	 


3.    EOCT.  End of Course Tests are state mandated in certain subjects.  EOCTs for semester 1 are given during the window of December 7-16.  End of year EOCTs are given during the window of May 3-12. EOCTs count 15% of the student’s grade in the course.  The subjects that will be administering the EOCT are as follows:

9th Grade Literature

American Literature

Physical Science

Biology

Algebra I

Geometry

Economics

US History

It is extremely important that all teachers who teach one of these subjects have an EOCT description guide.  See D. Bennett if you do not have this.

4.  Post Test/Final Exam.  This exam is to be given during the last week of each semester for all courses.  


Students may exempt the post test for a course in the following way:

· A student must have an average of 70 or above

· A student must miss no more than 3 days a semester

Grading Scale

Students may earn grades up to 100 on a report card but no higher.  Honor’s classes may give a grade of up to 103 (3 points added for taking honors) for the final course grade if a student earned a grade of 100.  Advanced Placement (AP) classes can give up to 105 (5 points added) for the final course grade if a student earned a grade of 100.


A……………………………90-100


B…………………………….80-89


C…………………………….70-79


F……………………………..below 70

All grades on the report card are numerical.

Grading Policy
Each common course team of teachers will establish how they will count homework, quizzes, projects, and tests for the course.  These guidelines should be clearly stated on your course syllabus.  However, the following guidelines should be followed concerning the total make up of the grades for a course.  These percentages are already set up in Power Grader.  The following examples are to show you how the computer calculates the student’s grade.
Course with an EOCT



Class Work (Including daily work, projects

quizzes, tests, and midterm) 

75%



Post Test (2nd semester only for yr long crs)
           
10%



EOCT






15%


Course with no EOCT



Class Work (Including daily work, projects

quizzes, tests, and midterm) 

75%



Post Test (2nd sem only for yr long crs)

25%

Breakdown of grading procedures for calculating a student’s grade is as follows:

For 1 semester course with an EOCT


Example


1st 9 weeks 
37.5% of final grade 



80 x .375 = 30


2nd 9 weeks
37.5% of final grade



70 x .375 = 26.25




75% of final grade




       56.25 


Post Test
10% of final grade



80 x .10 =   8


EOCT

15% of final grade



60 x .15 =   9   









Final grade      73.25


For 1 semester course without an EOCT                           Example


1st 9 weeks 
37.5% of final grade 


 
80 x .375 = 30


2nd 9 weeks
37.5% of final grade



70 x .375 = 24.5




75% of final grade




      56.25


Final Exam
25% of final grade



80 x .25 = 20










Final grade       76.5

For Year long/Skinny courses with an EOCT

Example

1st Semester


1st 9 weeks
18.75% of total course grade


80 x .1875 = 15


2nd 9 weeks
18.75% of total course grade


70 x .1875 = 13.2

2nd Semester


3rd 9 weeks
18.75% of total course grade


80 x .1875 = 15


4th 9 weeks
18.75% of total course grade                          90 x  .1875 = 16.9




75.0% of total course grade



        60

Final Exam

10.0% of total course grade


80 x .10 =    8

EOCT


15.0% of total course grade


70 x .15 =    10.5 

 







Final Grade        78.5  

*1st Semester Post test will count as part of the 2nd 9 weeks grade

*the 1st semester grade will be on the report card

For Year long/Skinny courses without an EOCT


Example

1st Semester


1st 9 weeks
18.75% of total course grade


80 x .1875 = 15


2nd 9 weeks
18.75% of total course grade


70 x .1875 = 13.2

2nd Semester


3rd 9 weeks
18.75% of total course grade


80 x .1875 = 15


4th 9 weeks
18.75% of total course grade                          90 x .1875 = 16.9




75.0% of total course grade



        60.1

Final Exam

25.0% of total course grade


80 x . 25 =    20









Final Grade            80

*1st Semester Post test will count as part of the 2nd 9 weeks grade

*the 1st semester grade will be on the report card






Powergrader



Grades should be updated in the electronic gradebook weekly.  All teachers must adhere to the grade calculation method outlined above.  Common course teams should have the same breakdown for percentage that grades such as tests, quiz, homework, daily, etc. count.  
Course Syllabus

Teachers who teach common courses should use the same syllabus.  Each teacher should turn in a copy of their syllabus outlining their grading policy to D. Bennett the first week of school.  On the first day of school, each student should receive a syllabus outlining the grading policy, pacing, and major projects to be completed in the course.  This should be signed each student’s parent/guardian and returned to you to keep on file.  Below is an example of a syllabus template.  An electronic copy of a semester and a year long syllabus will be emailed to you.
PCHS Semester Course Syllabus
Teacher Name: ______________________    Course:_____________________________

	Week
	Topics to be introduced

	1
	

	2
	

	3
	

	4
	

	5
	

	6
	

	7
	

	8
	

	9
	

	10
	

	11
	

	12
	

	13
	

	14
	

	15
	

	16
	

	17
	

	18
	


Textbook Title _______________________________________________________ 
Cost of Textbook ________________________

Teacher Planning Period  ________________________

I will be available for students to receive extra help on the following days and times ______________________. 

GRADING PROCEDURES:

 
Course with an EOCT



Class Work (Including daily work, projects

                                                     quizzes, tests, and writing exam) 
75%



Final Exam



10%



EOCT




15%

Course with no EOCT



Class Work (Including daily work, projects

                                                     quizzes, tests, and writing exam) 
75%



Final Exam



25%

COURSE GRADING POLICY FOR BREAKDOWN OF CLASS WORK:  (include your exact breakdown of percentages that tests, quizzes, homework, etc. will count to make up the 75% class work area)

EXAM EXEMPTIONS:  All students will be required to take the EOCT for courses in which it applies.   Students may exempt the final exam (1 semester courses) or 1st semester post test (year long courses) for a course in the following way:

· A students must have an average of 70 or above

· Miss no more that 3 days per semester

MAJOR PROJECTS OR ASSIGNMENTS AND DUE DATES:

CLASS RULES ARE ATTACHED.  THE TEACHER RESERVES THE RIGHT TO MAKE CHANGES IN CONTENT AS NEEDED.

I HAVE READ AND UNDERSTAND THE COURSE REQUIREMENTS, GRADING PROCEDURES, AND RULES FOR THIS COURSE :

_________________________________________
            _________________________________________         
Parent/Guardian Signature                                                          Student Signature
Parents Viewing Grades
Grades must be updated weekly in Power Grader.  Many parents use the internet to view their child’s grades. When grades are not updated in a timely fashion, parents call the school and report this problem. Grades should be updated each Friday. 

Report Cards

Report cards will be issued at the ninth and eighteenth week of each term.  Progress reports will be issued during the fifth and the fourteenth week of each term.  When needed, deficiency reports may also be issued. The 1st period teacher will put each student’s report card in his/her advisor’s mailbox.  This is to be done by the fourth school day. (Student Handbook)

 Incompletes are not given on report cards.  If a student has missed an assignment due to an excused absence, a grade of “0” will be assigned in the place of that grade until the student makes up the work within 3 days.  All incomplete work carried over into the new marking period, should be completed no later than the fourteenth calendar day of the following semester.  (GHSA Regulation)

See next page for a timeline of when grades must be in the computer for printing progress reports and report cards.
REPORT CARD TIMELINE

2010-11
1st Nine Weeks Progress Report:


Sept. 8

Grades must be entered in computer.


Sept. 10
Pass out progress reports.


Sept. 18
Signed progress reports should be returned to first block 





teacher and returned to Mr. Roppe
1st Nine Weeks:
Oct.  13

End of Nine Weeks.

Oct. 18

Grades must be entered in computer.

Oct. 20 

Pass out report cards.

Oct. 26  
Signed progress reports should be returned to first block 





teacher and returned to Mr. Roppe
2nd Nine Weeks Progress Report:


Nov. 12
Grades must be entered in computer.


Nov. 16
Pass out progress reports.


Nov. 22
Signed progress reports should be returned to first block 





teacher.

2nd Nine Weeks:
Dec. 17

End of Nine Weeks and 1st Term.

Jan.   6

Grades must be entered in computer.

Jan. 10

Signed progress reports should be returned to first block 





teacher and returned to Mr. Roppe
3rd Nine Weeks Progress Report:


Feb. 3

Grades must be entered in computer.


Feb. 7

Pass out progress reports.

Feb. 14
Signed progress reports should be returned to first block 





teacher and returned to Mr. Roppe
3rd Nine Weeks:
Mar. 10

End of Nine Weeks.

Mar. 15

Grades must be entered in computer. 

Mar. 17     
Pass out report cards.

Mar. 24
Signed progress reports should be returned to first block 





teacher and returned to Mr. Roppe
4th Nine Weeks Progress Report:


Apr. 19
Grades must be entered in computer.


Apr. 21
Pass out progress reports.

Apr. 28 
Signed progress reports should be returned to first block 





teacher and returned to Mr. Roppe
4th Nine Weeks:
May 20

End of Nine Weeks and 2nd Term.

May 20

Grades must be entered in computer by 3:00.

May 23
Mail out report cards.
	PCHS Bell Schedule

	2010-2011

	
	
	
	
	
	
	

	1ST LUNCH
	
	3RD LUNCH

	
	
	
	
	
	
	

	Block
	Periods
	Time
	
	Block
	Periods
	Time

	1
	1
	 7:56- 8:42
	
	1
	1
	 7:56- 8:42

	
	2
	 8:46- 9:32
	
	
	2
	 8:46- 9:32

	2
	3
	 9:36- 10:22
	
	2
	3
	 9:36- 10:22

	
	4
	10:26- 11:12
	
	
	4
	10:26- 11:12

	3
	LUNCH
	11:12- 11:42
	
	3
	5
	11:16- 12:12

	
	5
	11:42- 12:42
	
	
	LUNCH
	12:12- 12:42

	
	6
	12:46- 1:32
	
	
	6
	12:46- 1:32

	4
	7
	 1:36- 2:22
	
	4
	7
	 1:36- 2:22

	
	8
	 2:26- 3:16
	
	
	8
	 2:26- 3:16

	 
	 
	
	
	

	
	
	

	2ND LUNCH 
	
	LUNCH TIMES

	
	
	
	
	
	
	

	Block
	Periods
	Time
	
	1st Lunch
	 
	11:12- 11:42

	1
	1
	 7:56- 8:42
	
	2nd Lunch
	11:42- 12:12

	
	2
	 8:46- 9:32
	
	3rd Lunch
	12:12- 12:42

	2
	3
	 9:36- 10:22
	
	
	
	

	
	4
	10:26- 11:12
	
	
	
	

	3
	5
	11:16- 11:42
	
	
	
	

	
	LUNCH
	11:42- 12:12
	
	
	
	

	
	5
	12:12-12:42
	
	
	
	

	
	6
	12:46- 1:32
	
	
	
	

	4
	7
	 1:36- 2:22
	
	
	
	

	
	8
	 2:26- 3:16
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Students will go to lunch according to their 5th Period teacher's lunch assignment.

	
	
	
	
	
	
	


	PCHS 2010-2011

	Semester 1 Lunch Assignments


			
			
	1st Lunch

	2nd Lunch

	3rd Lunch


	Austin

	Baker

	Band


	Brooker

	Bennett, G

	Beck


	Davis, M

	Brauda

	Bennett, J


	Echols

	Cason

	Boyett


	Gay

	Graves

	Dixon, L


	Griffis

	Harris, A

	Jernigan


	Harris, J

	Harrison

	McIntosh, E


	Henderson

	House, S

	Morris


	Manders

	King

	Murray, K


	Mardirossian

	McIntosh, S

	Pearce


	Murray, M

	Taylor

	Rowland


	Smith, D

	Thompson

	Sauls


	Smith, M

	Williamson

	Strickland, J


	Stafford

		Tarr


	Strickland, A
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ACCIDENT REPORT
If a student is injured while under the direct supervision of a teacher, it is that teacher's responsibility to fill out the Accident Report Form on the student and turn the form in to Mr. Chris Roppe.
If a teacher is injured while working, it is the teacher's responsibility to fill out an accident report with Mrs. Dara Bennett.  It is the teacher’s responsibility to report each accident, whether an injury is apparent at the time or not.  This form must be completed for Workman’s Compensation purposes. The teacher will also need to schedule a meeting with Mr. Cleve Tyre.
Student and teacher accident reports must be reported immediately.

ACTIVITY REQUEST

All school-wide activities must have the principal's approval and are to be requested on the 'Activity Request' form.  In describing the nature of the activity list the group of students involved (Juniors, School-wide, etc.)

The administration will log each school-wide interruption for documentation.  The following procedure will be used to document the student interruptions:

Any teacher that plans an activity that “pulls” students from any class for more than 15 minutes will complete the form entitled “Activity Request” and submits it to the Principal with a list of students involved for approval. (It shall be the responsibility of the teacher to notify the principal of any change in the list of students who actually attended the activity.)

ATHLETIC EVENTS

All teachers are encouraged to attend athletic events.  Faculty members (not their entire family) will be admitted free. Teachers will need to see the bookkeeper in advance to receive a ticket.
AUDITORIUM POLICY

All auditorium use will be scheduled and monitored by Mrs. Susie Sapp.  If you need the use of the auditorium for any activity either during or after school hours, contact Mrs. Sapp for scheduling, keys, etc.  The facility must be cleaned after each use.  
BANQUETS

All banquets must be scheduled with Mrs. Sapp in the front office by December 2009.  No banquets will be scheduled on the same day.  Therefore, it is important that you schedule your banquets as early as possible in order to avoid conflicts with others.  The athletic department will have a fall, winter, and a spring banquet that will recognize all athletes.
CONSUMABLE SUPPLIES
Teachers should get consumable supplies (staples, paper clips, etc.) from their department chairperson.

DISCIPLINE AND CONTROL OF STUDENTS

See PCHS Student Handbook 

IN-SCHOOL SUSPENSION PROCEDURES

1. Administrator sends notification of student’s placement in ISS by email to each teacher.  Assignments should mirror actual classroom instruction and assignments as closely as possible.

2. Classroom teacher will place assignments and any other material needed in the ISS basket located in Ms. Youmans’s office by 7:45 a.m. on the following day.  There may be instances where administrators place students in ISS immediately.  When notified of this action, please send assignments as soon as possible, but no later than an hour after being notified.
3. Students will not be held responsible for work not turned in to Ms. Youmans in a timely manner.

4. The ISS teacher, upon completion of student’s work, will email each teacher of the students returning to class and place the student’s work in each teacher’s mailbox at the end of the day. 

5. No student is to leave the ISS building for any reason without permission from Scott Hendrix or Jane Youmans, AP.

6. Only administrators are to assign ISS.

DRESS CODE

All teachers/instructional assistants are expected to dress as professionals.  The student dress code also applies to teachers.    Fridays or the last day of the week will be school spirit wear day. 
EDUCATION OF HOMELESS STUDENTS

The role of education in the life of a homeless child is crucial.  Teachers are reminded that the McKinney-Vento Homeless Assistance Act (Reauthorized January 2002) states:

· Homeless children and youth will have equal access to the same free, appropriate public education as other children and youth.

· Homeless children and youth will have access to the education and other services that they need to enable them to meet the same challenging State student academic achievement standards to which all students are held.

· Homeless students shall not be segregated from the mainstream school environment or stigmatized on the basis of their status as homeless.

EXTRA DUTY
As a normal requirement of your position, you will be called upon for extra duties outside the classroom.  All teachers are encouraged to attend school activities.  You are responsible for student conduct during assembly programs.  Your cooperation is expected and appreciated.  Because of the number of people involved in the high school program, it is impossible to operate without some extra duty beyond the primary responsibility of teaching in the classroom.

With Graduation and the Prom being two of the school’s biggest events, all teachers will be required to attend.
The smoothness with which the operation of the school is carried out is greatly determined by the cooperative efforts of the staff.  Because some situations and time of the day require increased supervision, extra duty assignments will be necessary.

These assignments are found in FYI section.

EXTRACURRICULAR ACTIVITIES
Extracurricular activities shall be defined as any school-sponsored program for which some or all the activities are outside the regularly scheduled class day. Examples are all individual and team sports, cheerleading, literary meets, bands, chorus, clubs, and academic bowls.  It does not include field trips, homework, or occasional work required outside the school day for a scheduled class.  In order for a student to join a club (excluding athletics, band, or chorus), the sponsor must make sure that the student is not on the Opt Out Form.  Once the club sponsor has all of his/her students, he/she must turn that list in to Mrs. Dara Bennett. 
The State Board of Education approves the offering of extracurricular activities subject to reasonable rules and regulations concerning eligibility to participate and subject to the provision that participation in such activities not interfere with the academic achievements of participating students.  Club members, club officers and class officers are reminded that each club or organization has its own set of bylaws and a constitution that governs student behavior for participation in that club or organization.

If a teacher/sponsor/coach requires any student to stay after school, the teacher/sponsor/coach is responsible for the supervision of that student until the parent/guardian arrives or the student leaves campus in student’s vehicle.

All personnel should use common sense when scheduling activities for students on days that precede regularly scheduled school days.  Whenever possible, activities should not be scheduled on Wednesday evenings.  Every effort should be made to end activities at a reasonable time.  As a general rule, 10:30 p.m. should be the latest.  If the projected ending time is to be after 10:30 p.m., the beginning time should be rethought.  

Field Trip Applications
The application for a field trip must be turned in to the principal at least 4 days prior to the event. The Superintendent must have 3 days advance notice before approving the Application. No field trips should be scheduled the week before or during testing.  When filling out a request that will require a bus driver, please notify the bus barn so that they can make arrangements for a driver (at least a week). In addition to filling out the request, please include the following:  a cell phone number, the route of the trip and a list of participates (students and teachers) who will be on the trip. During the day of the trip, turn in a current list of participates to Susie Sapp in the main office. If there are no changes to the roster, you still need to notify Ms. Sapp in the office. No student will be allowed to attend a field trip if that student is failing unless approved by the principal. Teachers are responsible for checking student grades for those attending the trip.
EXTRACURRICULAR ACTIVITIES/ SPONSORS
ACTIVITY

SPONSOR

Athletic Director

Mike Woodard 
Band Auxiliary

Heather Sweat

Baseball, Varsity

Greg Gay, Head Coach

Baseball, Asst. Varsity
Brett Brooker

Baseball, Jr. Varsity
Keith Mobley

Basketball, Boys, Varsity
Chris Webber, Head Coach

Basketball, Boys, Asst.Varsit
Shannon Batten
Basketball, Boys, Jr. Varsity
Chase Daniels
Basketball, Girls, Varsity
, Head Coach

Basketball, Girls, Assistant Varsity
Kelly Brown

Basketball, Girls, Jr. Varsity
Millie Walker 
Beta Club

Pam Baker, Mary Claire Boatright
Cheerleaders, Varsity
Amy Nimmer, Danielle Norris
Class Officers, 9th Grade
Ken Beck

Class Officers 10th Grade
Berry Henderson

Class Officers 11th Grade
Kim Smith
Class Officers, 12th Grade
LeAnne Dixon
Cross Country, Girls
Debra Perkins 
Cross Country, Boys
TBA
CSA

Tera Austin

FBLA

Jan Dixon-Chairperson, Gia Kay 

FBLA

 Peggy Thompson

FEA

Lala Thornton

FFA

Eustace Griffin
FCCLA
Ronda Sauls

Football, Head Coach
Mike Woodard

Football Coaches

Chase Daniel, Chris Roppe, Stuart Stipe
Football Coaches

Greg Gay , Barry King
Football Coaches

Shannon Batten, Brandon Jernigan
Football Coaches

Stuart Stipe
Golf, Boys

Stuart Stipe
Golf, Girls

Kelly Brown
Governor's Honors Program
Tommy Doss

Marching Band

Bob Edwards

Math Team

Kathy Echols, Marie Gill

Patterson Bank Jr. Board of Directors
Tommy Doss

Soccer, Varsity Boys
Chase Daniels
Soccer, Varsity Girls
TBA
Softball, Head Coach
Robbie Spires

Softball, Asst. Varsity
Kelly Brown

Softball,  Jr. Varsity

Chris Webber
Student Council

Heather Sweat
Tennis, Boys

Millie Walker
Tennis, Girls

Kathy Bradley
Track, Girls

Robbie Spires

Track, Boys

Johnny Taylor
TSA

Allen Harris
VICA

Mike Murray, Don Norris

HOSA

Melba Deen
Yearbook 
Susan Brauda
FACILITIES AND EQUIPMENT
1.
Responsibility - Each teacher or other staff member is directly responsible for that portion of the building under his charge.  The teacher should inspect his room and equipment each morning.  Report any deficiencies or unusual conditions to the office.  Damaged equipment must be immediately repaired.  Equipment damaged through neglect or by intent will be paid for by the person doing the damage.  It is the responsibility of the staff member in charge of the room to report the name of the person and the damage done to the principal or Mr. Scott Hendrix.

2.
Care of Furniture - Extra attention is required of the teacher to insure that classroom furniture is not abused.  Seating charts could help teachers assign responsibility for damage to furniture and also be helpful to a substitute teacher.

3.
Care of Floors - The custodial staff will be responsible for the care of the floors in the building.  It shall be the responsibility of the teacher to keep all paper and other debris off the floor.

4.
Use of Custodian - All requests for clean-up are to be submitted to the principal. Repairs needed in your room should be emailed to schooldude.com.
5.   Use of School Facilities - Teachers and groups are encouraged to make maximum use     

     of all school facilities; however, it is necessary to maintain certain safeguards.  The
     following procedure must be used

a) Prior approval of the principal must be obtained.

b) Prior arrangements must be made for unlocking and relocking facilities.

c) Groups must be supervised by a teacher at all times.

d) The supervising teacher is responsible for the care of the building (including lights) while the facility is in use.

FACULTY LEAVING CAMPUS

The staff is expected to remain on campus during the school day.  Problems, errands, or needs that can be dealt with after school hours are not justification for leaving school.  If a situation is serious enough to cause an exception to this, the staff member should see the principal. 
FACULTY MEETINGS

Regular faculty meetings will be scheduled on Monday after school beginning at 3:25 in the Bear Conference Room.  You will be required to attend.  If a teacher has an emergency situation, he/she must clear absence from the meeting with the principal prior to the scheduled meeting.  Teachers are not to schedule professional or personal activities on days of faculty meetings.  
FIRE DRILLS

Fire drills are required by state law.  Be sure you have a fire map showing the escape route posted in your room.  When the fire alarm sounds, all occupants of the building will immediately evacuate according to plans posted in the various rooms and areas of the building.  All doors should be closed when evacuating the building.  Teachers are to take roll, utilizing the class roll book and Emergency Status Card (ESC) to determine who is present in the evacuation area.  Any missing student should be reported immediately to the administration.  The administration will give the “all clear” signal to return into the building.
FUND RAISING ACTIVITIES

Prior approval from the principal and the Board of Education on the Fund Raising Request Form must be secured before any actions can be taken on a fund raising activity.  Athletic fundraising request must have the athletic director’s approval before submitting the activity to the principal.  Soliciting of funds from local businesses must be approved by the principal before the businesses are contacted.  No food or candy items will be sold during school hours. 
GUIDANCE/COUNSELING DEPARTMENT

Students are to be counted present in class while they are in the guidance/counselor’s office.  According to state board policy, counseling is an instructional activity, and students must be counted present and allowed to make up work. Counselors will provide documentation to teachers and attendance office of all student visits to the counseling department during instructional time.
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HALL PASSES

All students must have an agenda with a hall pass in the back. In order for students to leave your class, they must have teacher’s signature and approval. Students must carry their entire agenda when they leave the classroom.  They cannot tear the individual sheets out of their agenda.  If student loses his/her agenda, the student must pay 5 dollars for an additional agenda. 
LOCKING ROOMS
Some areas of the school are potentially more dangerous than others, and the teacher directly concerned must take extra precaution to secure such areas when he/she is not present.

Teachers are responsible for locking their own office space and classroom when they leave for ANY REASON (ex. Lunch, media center, field trip, leaving in the afternoon, etc.)  Coaches are to lock locker rooms when students are finished dressing before and after physical education class.

Any area that has special equipment or materials such as power tools or chemicals must be kept locked.  All rooms and office areas should be kept locked when left unattended.  Supervision of students and building is nearly impossible when rooms are left unlocked.

Teachers and coaches do not need to give keys to students for classrooms, offices, gym and locker rooms without supervision.
LOST AND FOUND
Lost articles should be turned in to the attendance office.  They can be claimed before school and during lunch.  As soon as a student reports a lost textbook, please send the student to the attendance office to check lost and found.  At the end of each semester, clothes, shoes, etc. will be disposed of at the discretion of the administration.
LUNCHROOM PROCEDURES

All teachers are encouraged to participate in the school lunch program.  Tea and coffee are available at no charge to all teachers who regularly participate in the lunch program.
All teachers are requested to eat in the lunchroom during their lunch period.  Teachers may purchase weekly or monthly meals at $2.50 per meal.  Teachers must pay for their lunches before school in the cafeteria.  No payments will be accepted during lunch.  There will be no credit for meals for teachers.
In order to control the pest population, teachers are asked to keep food in air tight containers.  Discard or take home any uneaten food daily.  The use of microwaves and coffeemakers should be limited to the faculty lounge.
MAILBOXES

Check and remove contents from mailboxes at least twice daily, preferably when signing in and before leaving school each day.  Mailboxes are not storage areas and must be kept emptied.  Messages of a non-emergency nature will be placed in teachers' mailboxes during the school day.

MAINTENANCE REQUESTS
Maintenance Requests should be completed a accurately as possible and submitted to schooldude.com. The administration will accept the request or reject the request. You will receive the status of your request through your email from schooldude.com.
MEDIA CENTER POLICY/PROCEDURES

ACCESSIBILITY:
Pierce County High School Media Center is open for the use of its resources during regular school hours.  If additional time is needed, special arrangements may be made with the media specialist.

The media center is one in which students and teachers have access individually and in small groups to resources, the facility and the media staff at the time of need.  A schedule on which teachers sign up for varying lengths of time appropriate to the activity planned is available.  Activities are planned cooperatively by the teacher and media specialist for optimum utilization of resources available to support classroom instruction.

Students wishing to use the library during class must secure a permit authorized by their class period teacher except when they are a member of a class accompanied by the teacher.

Book bags, games, and other non-media center owned materials will not be allowed in the media center.  Failure to comply with media center policies could result in the suspension of media center privileges.

OPERATIONAL PROCEDURES:

1.
Bringing Classes to the Media Center.

a. Teachers requesting use of the media center are required to schedule the activity with the media specialist one week prior to the planned assignment to be assured of available space.

b. Because teachers are more familiar with their students’ needs, it is necessary that  Please do not leave lesson plans for substitute teachers to bring classes to the media center to do research.

2.
Putting Materials on Reserve.


a.
Teachers may request that media (both print and non-print) be placed on overnight loans for class projects and/or term papers.  


b.
A request for materials to be used in the classroom must be made three days in advance of the planned assignment.  These collections will be restricted to one-week usage.


c.
Students who are sent to the media center by teachers requesting materials for immediate use must make request in writing.


d.
Please do not assign book reports for a period covering longer than four weeks.

3.
Using Special Materials and Equipment.


a.
The media center staff is available to give instruction in the use of special indexed, on-line research, reference materials, etc.


b.
If a teacher feels the need for instruction in any equipment available from the media center, a member of the staff will be available to give this instruction.


c.
TV’s and VCR’s must be reserve one week prior to classroom usage as reflected in lesson plans.  TV’s and VCR’s will be checked-out on a daily basis and must be returned to the media center at the end of each school day.

4.
Requesting Materials for Purchase.


a.
Teachers are urged to examine materials available through the media center and make specific requests for materials needed to enrich their class.  Catalogs of materials are on file in the media center.

5.
Checking out Materials by Student.


a.
A limit of two books per student is allowed at any one time.


b.
The general collection of materials is checked out for a period of two weeks with the option of one time renewal.  (This gives the student 4 weeks in which to use materials borrowed from the media center.  Any longer time would deprive others the use of that material.)  Some materials are available for overnight checkout.  These overnight materials must be returned before 8:00 a.m. to avoid a fine.  Arrangements should be made with media staff for these materials.


c.
Articles from bound periodicals and vertical file materials may be copied at $.10 per page.  Computer printouts will be $.10 per page.


d.
A fine of $.10 per school day will be charged for overdue materials.


e.
Books checked out to student become the sole responsibility of that student.  A replacement charge will be made for lost books and damaged books.

f. Students who have out two overdue library books or have outstanding library fines are subject to termination of library privileges.

TEACHERS:

Classroom collections of books and non-book materials may be checked out by teachers.  The length of time will be one week.

USE OF OUTSIDE RESOURCES:


a.
The Okefenokee Regional Library is contacted when necessary to provide supplementary materials for students involved in research or any other instructional activity.


b.
The Community Resource file is located in the media center to help teachers better use community resources.  The resources listed have been contacted and have agreed to offer those services listed on each card.

COPYRIGHT LAWS:
a.
The media specialist shall serve as the person responsible for providing copyright information and managing the school’s established process for dealing with copyright questions and clearance.

b.
Educators wishing to receive permission to reproduce materials not automatically allowed under the Copyright Act shall secure a Copyright Clearance Form from the media specialist and send to owner of material.  Material should not be copied prior to receipt of approval from author.  The media specialist will maintain a copy of all requests.

c.  Nonschool-owned materials (i.e., video tapes) may be used in the classroom for instructional purposes only.  The person using the material must adhere to the provisions of the copyright law and assume responsibility for adherence.  Approval to use nonschool-owned material must be secured from administrator.  Forms are available in the offices and the media center.

INTERNET:

1. Student Responsibilities

a. Students must complete an Acceptable Use Policy form and have it on file in the media center before using the Internet.

b. Students are responsible for using the Internet for instructional purposes only.

c. Any misuse of Internet privileges will result in disciplinary action.

d. Students should choose a topic and narrow their searches before trying to search the Internet.  Organizing your search reduces frustration and increases the efficiency of the search process.

e. Students must adhere to all copyright laws.

f. Games and other recreational applications are not permitted on school computers.

2. Teacher Responsibilities

a. Teachers must verify that students have an AUP on file before allowing access to the Internet.

b. Teachers should monitor Internet use in their classroom and should not allow students to use the Internet unsupervised.

DATABASE RESOURCES

ACCESSIBLE FROM HOME

Links to Learning- A web site containing thousands of links to Internet sites that match the curriculum content standards for Georgia.  It also includes a special section for standardized test preparation (EOCT & GHSGT), student & parent resources, homework help, SAT/ACT preparation, and college resources.

www.linkstolearning.com
Login:  pierce
Password:  hs36

Galileo- A web-based virtual library of over 100 databases.  These databases include full text journal titles, encyclopedias, business directories, and government publications.  EBSCOhost, SIRS, Encyclopedia Britannica, and Annuals of American History are excellent databases for high school students.  Access this resource by using the link located under school resources on the PCHS homepage.

http://pchs.pierce.k12.ga.us/home.asp
Visit the media center for current password

USA test prep- An excellent resource to review Math, Science, Social Studies, and Language Arts content information.  This resource contains practice tests, question of the day, vocabulary of the day and review activities for EOCT and GHSGT.

www.usatestprep.com
Login:  pierce

Password:  newton05

Discovery Collection- Use this comprehensive database to retrieve in-depth reference content for the core curriculum areas of Literature, History, Biographies, Science, and Social Studies.  It includes full-test articles, timelines, and dictionary.  Access this resource by using the link located under school resources on the PCHS homepage.

http://pchs.pierce.k12..ga.us/home.asp
Password:Blac_rpa

OPAC- A link to your media center resources from home.  Search the card catalog online to see titles of books available.  You may also link to websites that have been rated appropriate by educators.  Access this resource by using the link located under school resources on the PCHS homepage.

GA Career Information Center- provides current and accurate occupational and educational information to schools and agencies throughout Georgia in order to help young people and adults make informed career choices.

www.gcic.peachnet.edu
Login: piercechs

Password:  gcis895

EQUIPMENT REPAIR
Forms are available in the media center for all equipment repairs.

MEDICATION

Students will not be permitted to have in their possession any form of prescription or non-prescription (aspirins, Tylenol, etc.) drugs.  Any parent who wishes their child to take any form of medication at Pierce County High School must adhere to the following procedures:

1.
The parent must send a note and the medication form from the school informing the school of the amount of medication to be taken and the time it is to be taken.

2.
The medication must be in the original prescription container.

3.
The medication must have been prescribed for the student who is to take it.

4.
Immediately after the student arrives on campus, the medication and note must be taken to the school nurse.

5.
No student shall distribute prescription or non-prescription medicine to anyone.

6.
If the medication is prescribed for more than 20 days, a medication form must be filled out by the parent and/or physician.  This form can be obtained from the school nurse.  It is recommended that the pharmacist prepare two prescription bottles, one for home and one for school.

PARTIES

Teachers are not to permit class time to be used for parties or refreshments.  Students are not permitted to have parties during the school day for any reason.  All parties must be held after school.  Eating or drinking is not permitted in the classroom by students or teachers.

PLANNING PERIOD
A planning period is what its name says it is.  It is not intended as a free period.  It is not intended as a rest period.  Improved instruction is the end result that justifies the planning period.  Every member of the staff is encouraged to make wise and efficient use of his/her planning period.  Planning periods are not to be spent socializing with office personnel.

Only in the case of extreme emergency will the administration ask you to use your planning period to cover another teacher's class.  You are asked not to request to have your class covered unless it is an extreme emergency.
Due to the financial situation, teachers may be asked to cover another teacher’s classroom instead of using substitutes.
POLICIES ON FILE

When in need of a specific policy, check with a secretary in the office.  The Pierce County Policy Handbook is available in the Administrative Secretary’s office. Also, the Employee Handbook is available on the Pierce County School System’s website. See administrative secretary, May Douberly for assistance.

REQUEST FOR CHECKS AND

AUTHORIZATION OF PURCHASES

All school purchases must be made with prior approval of the principal.  A Purchase Order Form must be filled out, signed and approved by the principal when the purchase is $100 or more.  The school is not responsible for any purchases made without a Purchase Order. Check requests and invoices must be approved by the principal and head sponsor before payment can be made.  Athletic check request must be approved by the Athletic Director before being submitted to the Principal. Ample time should be allowed for your check request to be processed.  Please allow 2-3 days for your check.  All items purchased need to have a check request form attached to them.  If you charge purchases, please give invoice (attached to check request form) to the bookkeeper so that she can pay the invoices when statements arrive.  All invoices must be turned in to the bookkeeper.
SCHOOL MONEYS

All moneys must be handled through the school’s bookkeeping system.  All moneys collected by teachers or students for school projects must be deposited with the school’s bookkeeper DAILY.  No cash payments can be made for any services.
1. A bank bag and Monies Collected Form will be furnished to each teacher.  These must be used when turning in money to the bookkeeper.  On the Monies Collected Form fill out the date, account to be credited and teacher’s name. List the student’s name, cash or check number, and amount, and sign at the bottom.    This will serve as your list of who has paid for what.  Please get a receipt book from the bookkeeper if you will be collecting money from students.  Receipts are to be given for all monies collected.    The white receipt copy goes to the student, the yellow copy is to be attached to the Monies Collected Form, and the pink copy is to remain in the receipt book.  NOTE:  If several students give you cash, list each student’s name and the amount he/she gave you - do not just list “cash” and a total.  All deposits should be totaled before bringing them to the bookkeeper to verify.  Please make sure that the amount of money you turn in and the amounts listed on the Monies Collected Form are equal.

2. Money should be turned in daily to the bookkeeper.  You are responsible for the deposit until it is turned in to the office.

3. You are responsible for keeping your account balanced and for checking your monthly account sheet to make sure all receipts and disbursements are correct.

SCHOOL SOCIAL WORKER

The school social worker will respond to referrals received by school personnel concerning at risk students at Pierce County High School.  He/she will interview students, teachers and families to offer assistance in areas such as parent teacher conferences, homework assistance, supervision, medical concerns, truancy and discipline problems.  He/she will refer reports of abuse/neglect of children to the DFACS for investigation.  He/she will assist by making initial contact with the child when required.  The school social worker will make office and home visits with identified families to offer assistance in reducing barriers and make referrals to appropriate resources.  Finally, he/she will work with community resources and collaborative partners to reduce risk to said children and families.

.
STUDENT FIRST AID

If a student should become ill during class, he/she should be sent to the school nurse.

Teachers are reminded that their greater obligation is to be with their class not with an injured student.  In case of an injury or illness the teacher should have two students escort the ill or injured party to the main office or send a student for an administrator.
TEACHER ATTENDANCE

All faculty members are expected to report to work except under the conditions listed in the County Sick Leave Policy (personal illness, illness in the immediate family, death in family, etc.).  When a teacher is absent due to personal illness, a doctor’s excuse may be required.  The principal reserves the right to require the doctor’s excuse.  Any teacher wishing to take a personal leave absence must give the principal at least a 72-hour notice.  All requests for personal leave must be submitted to the principal for prior approval.  After a teacher has missed more than 5 days, a mandatory meeting with the principal will be held.
Each teacher is required to familiarize herself/himself with the county sick leave policy.  All teachers should keep an accurate record of their available sick-leave days.  

TEACHER WORKLOAD

All teachers will remain on campus every Monday until 4:00.

Teachers employed with an extended day contract will receive an additional one-eighth of their yearly salary for the extended workload.  Since the normal work day is eight hours, these teachers will be required to work an additional hour to fulfill the extended day contract.  This additional hour must be spent after the normal day and will end at 4:30 P.M.

All teachers are expected to clock in at the appropriate office no later than 7:40 A.M. and be in their classrooms or duty stations no later than 7:45 A.M.  All teachers are expected to remain on campus until 3:30 P.M.  Each teacher is required to personally clock out each day.  The teachers who are working on campus outside the building (coaches) and whose work day does not end until after the building is locked should clock out before they leave for their practice or game. However, each teacher has a key that will allow him/her to get into the building at any time to clock out.  Any teacher leaving before the specified time excluding school activities must sign out with the principal.  This form will be placed in the teacher’s personnel file.

Teachers are reminded that unsupervised students often get into trouble and that if an unsupervised student were to get hurt, the teacher neglecting his responsibilities could legally be held liable.  All teachers are expected to be in the respective classrooms or duty stations at the assigned time.  You are also reminded that if you have a group of students stay after school you are liable and you must provide supervision.

It is only through the combined efforts of every faculty member that we can provide our students the supervision and instruction that they deserve.

TELEPHONE USE
Incoming calls for students will not be accepted unless it is an extreme emergency.  Students are permitted to use the pay phone in the attendance office before and after school and during lunch.

In case of an emergency, phones will be available for student use in the Attendance Secretary’s Office.

The use of personal cell phones by teachers should be limited to planning periods and lunches.  During a Code Yellow, it is IMPERATIVE that cell phones be turned off to prohibit incoming calls.  Teachers are asked to protect their cell phones by leaving them in a secured place when they are not in use.  Cell phones should not be used in the presence of students.
TEXTBOOKS

The following procedures will be adhered to in distributing and taking up textbooks:

1.
Each teacher is responsible for the books used in his classroom.

2.
Each teacher is required to personally write the names of their students in the textbooks at the time the books are issued in ink.  The teacher's name should be written at the end of the student' s name.   This will help us be able to return lost books to the correct teacher.

3.
All teachers should maintain a copy of the Textbooks Issued form giving the date the book was issued and returned.  This form should be given to the department head showing textbooks have been issued by class by the end of the first week of school.  Department heads should give a copy of these forms to D. Bennett.  
4.
At the time books are taken up, the number in the book must check with the number in the teacher's record.  If the number has been erased or obliterated, collect the book, but don't give credit.

5.
A book not returned at the end of the course will be charged to the student bearing the number.  Teachers should turn in the Textbooks Issued form with names of students not returning the textbook highlighted at the end of the course.
6.
All textbooks should be placed in a locked room.

7.
Additional textbooks are to be requisitioned on a Textbook Order Form through the assistant principal in charge of curriculum.
8.
A textbook inventory is made at the close of each school year and new books will be requisitioned at that time.  
9.
When a student loses or damages a book, the amount to be charged will be full replacement cost.  All textbooks issued to students must be returned or replaced.

10.
If a student is issued his/her own textbook, they should not be allowed to leave the textbook in your classroom. 
TEXTBOOKS ISSUED FORM
Teacher_______________________________________  Price of Book____________

Name of Textbook_______________________________________________________

Publisher______________________________________  Copyright Date__________

	Student Name
	Book Number
	Date Issued
	Date Returned

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


USE OF TOBACCO

The use of tobacco in any form by faculty and staff members is prohibited on school property.

VISITORS

All visitors must secure permission from the office to be on campus.  A visitor badge will be issued.  Students are not allowed to have visitors during the school day.  Students who are parents are not permitted to bring their children to school during school days.

Parents are invited to visit the school at any time but are asked to make arrangements in advance with the teacher and principal if they would like to make a classroom visit.

It’s what you learn after you know it all that counts.

-John Wooden, Hall of Fame Basketball Coach
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