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MEMORANDUM
TO:

Staff

FROM:
Charmyn Baker, Principal



College Preparatory High School at Madison
RE:

Welcome Back/Faculty Handbook

I would like to welcome each and every one of you back to the 2012/2013 school year.  We are looking forward to a new and fresh beginning this year.  I hope you all had a wonderful summer break. 

The purpose of the College Preparatory High School at Madison Handbook is to provide a set of guidelines and procedures that will enhance the instructional program and provide for the efficient operation of the school.  While adhering to Board policies, the handbook reflects the philosophies and ideas of all faculty and staff members.  I encourage each of you to refer to this handbook frequently.  Also, feel free to ask administration for any assistance you may need throughout the year.  We are more than happy to help.

Please be understanding of any procedural changes that may occur this year.  These changes are necessary to improve our overall achievement in the operation of the building, to help reach a higher academic level and maintain discipline.

I am confident that we have a dynamic team here at CPHS at Madison and that we will work together to ensure the academic success of all of our students.

Charmyn Baker
Charmyn Baker, Principal

College Preparatory High School at Madison
	Mission

The College Preparatory High School at Madison in collaboration with parents, the community, district officials believe in preparing all students to be successful and self-sufficient adults. CPHS at Madison offers its students courses and experiences geared toward preparation for college in hopes that they will gain not only a strong academic foundation, but also develop outstanding character, responsibility, and accountability.


	Vision
In keeping with our mission, The College Preparatory High School at Madison envisions…

A diverse, socially responsible learning community.

A student body that demonstrates character in their individual and group decision-making and community involvement.

A safe educational environment conducive to academic, artistic, and athletic achievement.

An innovative curriculum tailored to individual student’s unique needs, interests, and abilities that is aligned to current state and national standards.

A culture where all stakeholders are accountable for achieving high student expectations.



	Core Beliefs

At College Preparatory High School at Madison, we believe all students can achieve.  It is our charge to create a safe learning environment that promotes high levels of performance.  We are confident that with our support students can master rigorous academic materials and we expect them to do so.  We are prepared to work collaboratively with colleagues, students, community and parents to achieve this shared educational goal.




CPHS BELL SCHEDULE

	A DAYS – Mondays and Wednesdays

	Warning Bell
	7:05 a.m.

	1-Minute Warning
	7:09 a.m.

	1st Period
	7:10 a.m. – 8:46 a.m.

	2nd Period
	8:50 a.m. – 10:24 a.m.

	3rd Period*
	10:28 a.m. – 12:34 p.m.

	4th Period
	12:38 p.m. – 2:07 p.m.

	Dismissal Bell 
	2:07 p.m.

	*Lunches 

1st Lunch: 10:28 a.m. – 10:58 a.m./3rd Floor (3rd period begins at 10:58 a.m.)

2nd Lunch: 11:15 a.m. – 11:45 a.m./2nd Floor (3rd period is split – Students begin in their 3rd period class and will be dismissed for lunch at 11:15 a.m. 3rd period begins again at 11:45 a.m.)

3rd Lunch: 12:02 p.m. – 12:32 p.m./1st  Floor, Gym, Ground Level (Students go to entire 3rd period before lunch)


	B DAYS – Tuesdays and Thursdays

	Warning Bell
	7:05 a.m.

	1-Minute Warning
	7:09 a.m.

	5th Period
	7:10 a.m. – 8:46 a.m.

	6th Period
	8:50 a.m. – 10:24 a.m.

	7th Period*
	10:28 a.m. – 12:34 p.m.

	8th Period
	12:38 p.m. – 2:07 p.m.

	Dismissal Bell 
	2:07 p.m.

	*Lunches 
1st Lunch: 10:28 a.m. – 10:58 a.m./3rd Floor (7th period begins at 10:58 a.m.)

2nd Lunch: 11:15 a.m. – 11:45 a.m./2nd Floor (7th period is split – Students begin in their 7th period class and will be dismissed for lunch at 11:15 a.m. 7th period begins again at 11:45 a.m.)

3rd Lunch: 12:02 p.m. – 12:32 p.m./1st  Floor, Gym, Ground (Students go to entire 7th period before lunch)


	C DAYS – Fridays (Alternating A/B day block)

	Warning Bell
	7:05 a.m.

	1-Minute Warning
	7:09 a.m.

	Advisory
	7:10 a.m. – 7:40 a.m.
	
	

	1st/ 5th   
	7:44 a.m. – 8:46 a.m.
	3rd/7th 
	10:28 a.m. – 12:34 p.m.

	2nd/6th 
	8:50 a.m. – 10:24 a.m.
	4th /8th 
	12:38 p.m. – 2:07 p.m.

	
	
	
	

	Dismissal Bell 
	2:07 p.m.

	*Lunches 

1st Lunch: 10:28 a.m. – 10:58 a.m./3rd Floor 
2nd Lunch: 11:15 a.m. – 11:45 a.m./2nd Floor (3rd/7th period is split – Students begin in their 3rd/7th  period class and will be dismissed for lunch at 11:15 a.m. 3rd/7th period begins again at 11:45a.m.)
3rd Lunch: 12:02 p.m. – 12:32 a.m./1st Floor, Gym, Ground (Students go to entire 5th period before lunch)


After School Activities Bell Schedule: Begin at 2:20 p.m. 
College Preparatory High School at Madison

Building-Wide Expectations

1. Students must be in “Proper Uniform.”

· Khaki or navy blue pants, skirts, or shorts (skirts/shorts must be knee length)
· No sagging

· Uniform polo shirts (Freshmen/Sophomores Orange; Juniors/Seniors Navy Blue)
· College oxford shirt on Fridays with uniform pants/skirts
· ID worn around the neck

2.
No food, drink or gum in the classroom.
3.
Students must have an official hall pass to be out of their classroom.
· No hall passes the first 15 minutes of class

· No hall passes the last 15 minutes of class

· No hall passes to the library the first/last 15 minutes of class

· No hall passes should be issued during the lunch periods
· No hall passes are to be issued during no-walk zones called by an administrator
4.
Attendance is to be taken the first 15 minutes of class

· Make needed corrections prior to the end of the class session

· Every student present must be accounted for

5.
Welcoming Environment

· Regardless of when students arrive to your class - they must be allowed entrance

· < 5 minutes late = a tardy in the database

· > 5 minutes late = a tardy in the database plus an intervention

· 5 + tardies = a tardy in the database plus a referral

· Never refuse to admit a student
—Visitation Policy—2012-2013
College Preparatory High School at Madison administration and staff seek to be gracious hosts to our visitors.  At the same time, it is our responsibility to provide a safe and secure environment for our students, staff and stakeholders.  A balance must be achieved between the potential benefits and risks associated with the presence of visitors in our school building to maintain a safe environment at CPHS@Madison.  Achieving this desired balance will lead to increased parental involvement and a better understanding of how the school operates and responds to the challenges it faces, while empowering greater collaboration and cooperation between CPHS at Madison and the surrounding school community.  

Limitations are placed on visitors to avoid any disruptions to school’s learning environment, daily operations and to prevent any possible problems that might arise to challenge the safety of our students, staff and stakeholders.  

Parents should obtain permission from the principal to visit their child’s classroom. Teachers will be given appropriate notice for all classroom visits.  
The administration reserves the right to limit or deny classroom visits if for any reason the visit is deemed to be disruptive to the educational environment.
All visitors must sign in at the main desk. The visitor must remain at the Security Desk until it has been confirmed that there is a person present at the desired location to greet the visitor.  Once the visitor is prepared to leave, he or she will be escorted to the Security Desk to sign out and the officer at the Security Desk will ensure his or her safe departure from the building.   
Unscheduled visitations result in interruptions to the school edu​cation program and create a potential liability issue.  Unauthorized visitors are not permitted on school grounds during regular school hours and may be subject to legal prosecution.

Principal Concerns
PAYROLL PROCEDURES

All personnel must adhere to the following procedures regarding payroll practices:

A. Swiping In/Out
1. Staff is expected to swipe in and out every day.  
2. No staff member is allowed to swipe in/out for another staff member.
3. In addition to swiping in/out, it is important to sign in/out on the time sheets which are located on the counter.
B. Late/Tardy Procedures
1. If you know you are going to be tardy, please call the principal as soon as possible.  Then contact the school secretary.
2. Upon arriving to work, swipe and sign in, complete a PTO form for the time you were tardy and submit the form to the secretary.
C. Leaving the Building
If you must leave the building during your scheduled work day, complete the Leaving the Building form, swipe and sign out, and submit the form to the secretary.  If you are leaving to go to lunch and plan on returning, you do not need to swipe or sign out, but you still must complete the form.  If you are leaving for personal reasons and will return, you must swipe out, complete the Leaving the Building Form, and swipe back in when you return.
D. PTO/Absence
1. You are expected to call the school and sub line prior to 7:15 a.m. if you plan on being absent on any given day.
2. It is imperative for you to complete the PTO form located in the front office and submit it to the secretary immediately upon your return to work.
3. If you are aware that you are going to be absent, please complete the PTO form in advance.
E. Professional Development Days

1. You must complete the appropriate Professional Development form located in the office and submit to the secretary two weeks prior to the date.  Documentation of the event must be submitted along with the form.
2. Field trips are considered professional development.  Please make sure you submit the Field Trip form as your documentation along with the Professional Development form two weeks in advance.
3. It is essential that you call the sub line to arrange for a sub to cover your class in the event of your Professional Development.
F. Black Out Days (2012/2013)

Attendance is essential on the following days.  Personnel are highly discouraged from taking time off during the following black-out days:  


August 6, 2012– August 24, 2012 

(First Three Weeks of School)


December 17, 2012 – December 21, 2012 
(Final Exams)



April 15, 2012 – April 23, 2012


(EOC Testing)
                        April 29, 2012- May 7, 2012


(EOC Testing)


May 12, 2013 – May 24, 2013


(Last Two Weeks of School)

Please be advised that the blackout days may change as the Principal deems necessary.

The Absence Policy is explained more in detail under the Professional Responsibilities section of this hand book.

PASSING TIME
All teachers and support staff are required to stand by their doors during passing time.  Please encourage students to move along in a timely fashion.

HALL PASSES
1. Limit hall passes and do not issue them for bathroom breaks unless emergency.

2. Do not issue hall passes the first 15 minutes or the last 15 minutes of class.

Hall Pass procedures are explained more in detail under the Professional Responsibilities section of this hand book.

DISCIPLINE
If you are having a discipline problem with a student, please contact security or the main office to have the student removed from your class.  Do not send the student out of your room.

Professional Responsibilities

It is recognized that a teacher’s professional responsibilities include working with students, parents, and staff members; class preparation; participation in professional development; attendance at staff meetings; assisting with hall, cafeteria, and restroom supervision; as well as the dismissal of students at the end of each school day.  The guidelines below were established to help insure that a high quality professional atmosphere is established by the staff at College Preparatory High School at Madison and is enriched as the years go by.  In addition, all SLPS Board of Education policies must be followed as outlined in the working agreement.
TEACHER ATTENDANCE
All personnel must follow reporting procedures as mandated by the St. Louis Public Schools Board of Education.  Specifically:

A. School Day
1. Certificated teachers are expected to arrive fifteen (15) minutes prior to their assigned schedule of classroom instruction or preparation period when one is assigned for the first period.  Non-Certificated teaching staff is expected to arrive ten (10) minutes prior to the regular school day.
Certificated teacher arrival time: 6:50 a.m. 

Departure time: 2:17 p.m. 
Non-Certificated teaching staff arrival time:
 7:00 a.m.
Departure time:  2:17 p.m.
2. Certificated employees are expected to remain on the school premises during any unassigned periods, except in emergency situations, in which case they are to notify the Principal or Designee and complete the Permission to Leave Building Form.  Any staff that deviates from this may not be paid for the hours away from the building.
3. All employees are required to swipe in and out each day that they are present.  Failure to do so will be reflected in your paychecks and will only be correctable by the Board of Education.

4. Each teacher shall have an uninterrupted duty-free lunch period of at least thirty (30) minutes.  If teachers leave the grounds during this time, they shall notify the Principal or the Designee and complete the Permission to Leave Building Form before leaving the building and upon returning.
5. Substitution by a regular teacher on his/her preparation period for another teacher’s class shall be voluntary.  When a volunteer is not available, the Principal or Designee shall make assignments that will ensure the proper functioning of the school. 
6. Each teacher shall be scheduled uninterrupted, duty-free preparation time within the school day to equal an average of 250 minutes per week.
The Permission to Leave Building Form is located in the Main Office.
B. Absence Policy

During the spring of 1996, the Board of Education began a system that allows all employees to report their absences electronically.  All teachers and counselors are required to register as a user of the system in order to receive a PIN, which will be used to report absences.  Instructions for reporting absences are detailed on the Employee Quick Reference (see Appendix A).  In addition, staff members are to call the school directly to also report their absence for the day prior to 6:55 a.m.

1. It is imperative that you report your absence to the system as early as possible (prior to 6:50 a.m.), so that a substitute will arrive before school begins.  If you report your absence after 6:50 a.m., you must call the school and notify the Principal or Designee so that they know there is a possibility that a substitute will not arrive for you by the beginning of the school day.  When you report an absence electronically, please stay on the line until the system gives you a job number.  This completes the absence entry.

2. Emergency lesson plans for unplanned absences SHALL be on file in the main office in the substitute file no later than the third week of school (please see Appendix B for a complete list of items that should be included in that file).  This should be a generic activity related to your content area which can be easily performed by the students and administered by the substitute.  If you did not leave an emergency plan or it needs to be updated, please leave this as a message to the substitute on the electronic system or call the school and give the assignment to the Principal or Designee after you report your absence electronically. Emergency worksheets should be given to the Assistant Principal in case you are unavailable to provide verbal instruction.

3. Lesson plans/assignments for planned absences must be left in your mailbox, properly labeled for the substitute, or given to the Assistant Principal or Designee.

C. Tardy Policy

Pursuant to the union agreement with the SLPS Board of Education, certificated teachers are expected to arrive fifteen (15) minutes prior to their assigned schedule of classroom instruction (or preparation period if the teacher is unassigned for the first period). Therefore, teachers should sign in by 6:50 a.m.; any time after 6:50 a.m. is considered a tardy.  All staff are required to swipe in and out on a daily basis. On days when the regular bell schedule is adjusted to accommodate a special activity, faculty members need to make time adjustments in order to ensure that they are at school for their classes.
Non-Certificated teaching staff are expected to arrive ten (10) minutes prior to the regular school day and should sign in by 6:55 a.m.; any time after 6:55 a.m. is considered a tardy.
Faculty Responsibilities

Teachers will be responsible to the Principal for carrying out the policies of the school board as the policies relate to the function of the school and to the immediate contact with students and parents.

The responsibilities of the classroom teacher are:

· Be punctual and on time every day.

· Provide students with guidance that will promote their proper educational welfare.

· Be responsible for taking accurate student attendance.

· Follow the school district curriculum guides and state mandates for curriculum.

· Prepare and have a classroom management plan.

· Turn in lesson plans regularly.

· Direct and evaluate the learning experiences of students in both curricular and extracurricular activities.

· Follow the ethics of profession.

· Enforce policies and regulations established by board and professional staff.

· Attend school regularly and punctually so that instruction has continuity.

Faculty and Staff Parking at College Preparatory at Madison - 2012/2013
The College Preparatory High School at Madison Faculty and Staff are to park on the side or rear of the building. If you park on the rear lot, please be mindful of students loading and unloading buses.
TELEPHONES

Students must arrange phone use with their Counselors

CANDY, FOOD AND SODA

No soda or food may be taken from the cafeteria. The vending machines will be turned on only before and during the lunch periods, and after 2:07 p.m. Do not allow students to sell or eat candy in classrooms during class periods.

CLASSROOM SAFETY/STUDENT SUPERVISION

Students must be in their scheduled classes and classrooms to promote learning and student achievement.  If a student comes to your classroom and is not in your class, please instruct him/her to return to his/her scheduled class.  Do Not Allow students to remain in your classroom if they are not part of the scheduled class that you are teaching.  If a student is uncooperative or becomes disrespectful, or if you need support, call the Safety Officer and state your name, classroom location and immediate need.  Support will be dispatched to ensure the situation is resolved in a timely and safe manner.

Teachers are not to leave students unsupervised; in case of an emergency, contact the main office to explain your emergency.
RECORD KEEPING-GRADES

Teachers shall maintain computer generated grades by recording appropriate grades sufficient to determine each student’s academic progress.  The corresponding summary for each grading period, semester or year, shall be completed at the end of each grading period.  

*Graded student assignments are to be identified and dated.


*Textbook numbers are to be recorded to assist in monitoring textbook possession.

CLASSROOM MANAGEMENT

Be at your door when your students arrive.  Greet your students by name to welcome them into a positive classroom experience that will engage your students.  Empower the students to go directly to their seats by establishing assigned seating for each class.  All teachers are encouraged to use the Blackboard Configuration Method (See Appendix A) to assist with classroom management and structure while attendance is recorded.  Utilizing the Black Board Configuration Method will help students know what is expected of them every time they enter any classroom at.  CPHS@ Madison.
Do Not Issue any Hall Passes (except in an emergency) during the first 15 minutes and the last 15 minutes of class. Do not leave students unattended.  Do not allow food, drink, gum, head covers, radios, CDs, cellular phones, IPODs or profanity in the classroom.

DUTY PERIODS
A. Lunchroom Duty
Each administrator, educator, or support staff assigned to lunchroom duty is to be at his/her designated area by the end of the passing time for his or her assigned period.  Maintaining fidelity to our lunchroom duty will promote a lunchroom experience that is conducive to relaxed and safe dining.  Staff members on lunchroom duty will perform the following duties, work proactively and collaboratively to create and maintain an orderly lunchroom.  The Lunchroom Team Members will perform the following duties or those designated by the principal.  The duties include the following:

1. Maintain lines to ensure that they move smoothly and to insure that all students receive equitable service when purchasing their food during their assigned lunch periods.  

2. Move about the cafeteria to promote and maintain an environment conducive to relaxed dining.  Get to know the students on the cafeteria shift you monitor.

3. Encourage and empower the students to leave their dining space clean for the students on the next scheduled lunch.
4. Be observant of the cafeteria at all times.  Be proactive and practice intervention to ensure the safety of all students.  

5. Remind Students that No Food is Permitted Out of the Cafeteria.
B. Assignment to Hall Duty

Administrators, faculty, staff, and available support staff are expected to be in the hallways during passing time to encourage a smooth and expeditious travel time for students as they move from class to class throughout the school day.  Encourage the students to move quickly to their next periods to take full benefit of the learning experiences available to them.

Classroom educators, you are expected to:

1. Be at your door at the beginning and end of each period.    

2. As your students leave your class, wish them well and continue to build a rapport with them.

3. As your students arrive, greet them and welcome them personally to your engaging classroom and terrific learning experience you have prepared for their academic and character growth.

C. Student Movement During Class Periods----Hall Passes

1. Students are expected to use the restroom facilities during Passing Time.

2. No student should leave your classroom without a hall pass.  Restrict hall passes you give during class time to a minimum.

3. No hall passes should be issued during the first fifteen (15) and last fifteen (15) minutes of each class period.

4. Hall passes issued to students during your class should be issued if a student needs to see the School Nurse or access to the restroom.  Do not issue hall passes to other classrooms.  The School Nurse has a specialized hall pass for student use to avoid confusion about a student’s destination.

5. Do not issue restroom passes during lunch periods unless it is an emergency.  Use your professional expertise to make your decision.

6. Students found in the hallways without a hall pass will be asked to return to the classroom from which they came.

7. No-Walk-Zones----During this time all students are to remain in the classrooms and no hall passes are to be administered.

D. Faculty Restrooms
1. Faculty restrooms are located on the first floor and outside the faculty lounge. Faculty restrooms are not designated for student use are to remain locked at all times throughout the school day.

2. Faculty members may utilize locked staff restrooms with a key.  Faculty and staff are expected to keep their keys on their persons for overall school safety.  Should a student inquire about using a restroom other then the Student-Designated Restrooms, direct them to the proper restrooms.   
PLANNING & PREPARATION

Prepare lesson plans.  Develop new concepts by giving examples.  Let students know exactly what you want them to learn.  Provide for adequate guided practice and enrichment activities to meet your students’ learning needs.  Model problem-solving strategies for your students and have them implement the problem-solving skills as individuals and as a class.  Provide opportunities for peer tutoring and teaching to supplement your lessons, when appropriate, to empower students to understand and master course concepts and content through various methods of delivery.  A student’s time in class should be spent on task. (Task could be lecture, discussion, modeling at board, video, demonstration, lab, library research, projects, peer tutoring, guided practice, etc.)

HOMEWORK

Homework is an extension of the classroom.  It allows for students to practice the concepts learned in that lesson.  It also gives them a sense of responsibility for their own learning.   Assessing homework assignments and providing immediate and specific feedback works most effectively when trying to increase student achievement and ownership in your class.

ORGANIZING THE STUDENT

Emphasize to students that they must have materials in order to learn.  Students should keep an organized notebook in order to keep up with their progress.  Notes, papers, reference materials, tests and labs should be kept in their notebooks.  The notebook also allows for the parents to keep up with their child’s progress.  
EVALUATING STUDENT PROGRESS

When evaluating any student’s progress in your classes, be mindful of the many student-learners you must reach.  Be certain that Student Assessments are aligned with the essential course content.  Develop Scoring Guides for Classroom Assessments that students are expected to know and demonstrate to show their mastery of content in an exemplary manner.  Use a variety of ways to assess a student’s progress toward master of course material and beyond.  You can include tests, quizzes, homework, lab work or lab reports and teacher observation of student growth.  Constructed Responses, Performance Events and research papers, among the different assessments, you will apply in your class.

Student grades for Progress Reports and quarterly grades are sent to parents according to the district-wide calendar.  Grades should be representative of the student’s status in your course at the time the grade is submitted.  Course grades for students should reflect student achievement in your class.  Student conduct and attitude, positive or negative, can be conveyed in a Citizenship comment on the Progress Report Card or Quarterly Report Card.

Monitor student progress in your classes, and help them become accountable for monitoring their progress as well.  Develop and maintain an open line of communication with your student’s parent/guardian to report positive and questionable behavior.  Enlist parental/guardian support regarding a student’s academic achievement in your class well before Progress Report or Report Card time to ensure the greatest opportunity for student achievement and academic advancement in your class.

CONSTRUCTIVE USE OF TIME

Encourage students to use integrated instruction wisely.  They should study, use the library, work on projects, receive tutoring, etc.  If tutoring is available after school, teachers may recommend this option to students for whom they believe it will be helpful.

DISCIPLINE & BEHAVIOR MANAGEMENT

Discipline is bound to expectations, established roles and boundaries.  Make a few uncomplicated rules that are easy to understand and easy to follow.  Once rules are made, enforce them fairly and on a regular basis.  Reinforce your rules periodically.  Consequences for rules should be clearly known.  Contact parents when a student’s academic progress declines, when the student is disruptive or if the student is showing uncharacteristic or unusual behaviors.  Document student behavior and parental contacts for future reference.  However, do not limit your parental contact to the above student concerns.  Practice positive phone calls to the parents of a group of students, whom you identify, and call the parents to report the positive benefit his/her son/daughter makes to your class.  

Type I, Type II and Type III Offenses should be sent to the administrator immediately, with a Student Referral Form.
Treat the students fairly and with respect.  Avoid name calling, demeaning suggestions and ambiguous words about the student’s physical or mental abilities.  Keeping students on task, treating them fairly, making learning fun and engaging the students will limit the amount of problems that might arise in your class.  All teachers should provide students with classroom expectations, which should include, but is not limited to:

1.
General Course Expectations/Syllabus
6.
 Attendance Policy

2.
Course Objectives
7.
 Student Conduct Expectations

3.
Required Materials

 and Responsibilities

4.
Instructional Methods
8.
 Other Necessary Information to

5.
Homework Policy
 Empower Student Success in Class

CLASSROOM SAFETY

Students should wear safety goggles and aprons when involved in any type of lab experiment.  Review lab safety before any lab session.  An Emergency Evacuation Building Plan is to be posted in your room at the classroom door by you and maintained by you.  Please familiarize yourself with the Emergency Evacuation Plan.

ROOM NEEDS & REPAIRS

Please report room needs and/or repairs to the Head Custodian.  Put the request in writing, including the date, description of room need/repair, room number and your name.  Forms are available in the Main Office.  

COUNSELORS AND SOCIAL WORKERS

The counselors are available to assist students both socially and academically.  Students may fill out a request to see their counselor at the beginning or at the end of each school day.  If sent to their counselor at any other time during the day, students must have an official hall pass with them at all times.

In addition, students benefit from the dedicated service of professional Social Workers. The assigned school social worker will advise you on the protocol for their services.
IN-SCHOOL SUSPENSION 

Students will be assigned to ISS when they exhibit behavior which would ordinarily result in them being suspended from school.  The following procedure will be offered for such offenses:

A. Teacher refers the student to the disciplinarians after documenting his/her intervention to offer change in the student’s behavior.

B. When the offense warrants it, the disciplinarian or administrator will refer the student to ISS and the ISS supervisor.

C. Teachers are to read the Do Not Admit List daily to see if any of their students are assigned to the ISS room.  

D. Teachers are to prepare meaningful related lessons for their students and send them to the ISS room as soon as possible.  

E. Teachers, you are encouraged to continue to build a rapport with your students while they are in ISS by visiting them to answer any questions they might have.

F. The ISS supervisor will inform the students when to report to him/her and where they will be sitting for the duration of their stay.

G. The time allotment for ISS varies, but always results in the student missing valuable class time.

H. The student’s name will appear on the suspension list for attendance purposes. Failure to report to ISS will result in an out of school suspension.

I. The disciplinarian will send letters to the parents of every student who is assigned, informing them of the reason and length of their assignment to ISS.

HALL SWEEP PROCEDURES 

Hall Sweeps will be conducted at CPHS@ Madison to ensure that students are arriving to class in a timely manner.  The hall sweeps are conducted by a team of individuals who sweep individual floors.  Sweeps are announced over the loud speaker and are conducted quietly.  It is therefore imperative that students make a concerted effort to be in class when the tardy bell rings, not on their way.  
STUDENT BEHAVIOR RULES

Student behavior guidelines are printed in our District’s Students Rights and Responsibilities Related to Conduct Handbook.  Teachers should become familiar with school and district behavioral expectations of students.
SAFETY & SECURITY

Maintaining an Orderly School Environment

The entire staff must be involved in maintaining discipline within the school.  Teachers should remember that classroom management is an integral part of insuring adequate instruction and a disciplined school atmosphere.  All administrative staff will assist with discipline, but the first responsibility lies with the classroom teacher.  Students need to see that teachers, security and administration monitor the halls/classrooms/cafeteria.

Specific duties that will support the maintenance of a disciplined atmosphere conducive to instruction are:

A. Teachers are to be in the hallway at their doors during passing periods, encouraging students to move to their classes and maintain order in the halls

B. Minor offenses are to be handled first through classroom management; repeated offenses may be referred to an administrator on a Student Referral Form (refer to disciplinary procedures).

C. Students must not be sent out of class without a pass indicating a specific destination, nor may they be denied permission to enter into their assigned classroom.

D. Teachers assigned to cafeteria duty must actively fulfill this responsibility in the same manner as they fulfill their classroom duties.

ST. LOUIS PUBLIC SCHOOLS

Employee Quick Reference List

System Phone Number





Help Desk Phone Number

314-621-9165 314-345-2206/345-2241

Access ID Number
Personnel Number ____________________________

Write your pin number here______   ______ ______ ______ ______ ______

Web Browser URL

https://smartfind.slps.org

When you call SEMS, you have the following Menu Options:

Create an Absence
Press 1

Review, Cancel Absence or Modify Special Instructions
Press 2

Review Work Location and Job Description
Press 3

Change PIN, Re-record Name or Change Language Preference*
Press 4

(If Multiple Languages are Configured)

Exit and hang up
Press 9

If you have any questions:  Call the Help Desk or Refer to your Employee Quick Reference Card

Absence Reasons

Sick, self
15

Other Sick, 3rd Degree
17

Other Sick, 2nd Degree
16

Personal Time Off
24

Jury Duty
12

PD/Meeting/Conference
22

Illness Without Pay
19

Military Duty
25

Funeral 1st Degree
5

Funeral 2nd Degree
7

Funeral 3rd Degree
8

Educational Leave
1

Worker’s Compensation
30

Suspension
93

Unpaid Absence
31

Other
65

Substitute Teacher Important Information

If you are going to be absent call the Substitute System at (314)621-9165 and request a substitute as early as possible.

To assist us in an emergency you should:

Prepare five consecutive days of instructional work and submit your folder to the Assistant Principal.  Staff, please update your Substitute Folder on a monthly basis.

R4610 

ST. LOUIS BOARD OF EDUCATION REGULATION
PERSONNEL
CONTINUITY OF SERVICE

Employee Attendance

Tardiness and absenteeism are among the major contributors to the lack of continuity in educational programs and services for students.  Therefore, the Board of Education expects all employees to be on the job on time every scheduled work day unless otherwise authorized.  The attendance of all employees shall be governed by the guidelines specified in the district's publication entitled, Monitoring Employee Attendance.  No employee shall be away from his/her assigned duties without authorization, for any reason whatsoever.

To ensure that all employees are treated fairly and to protect them from arbitrary action, supervisors and administrators shall discuss with their subordinates, at periodic intervals, the reasons for employee absences and/or tardiness and shall be required to counsel employees and make this counseling a matter of record before taking any adverse action against employees.

WORK YEAR, DAYS, HOURS

The work year for all employees shall be established by the Board of Education in accordance with applicable state statutes and defined needs of the district.

To assure the availability of needed manpower, the work year and number of hours and days of the week shall be defined for all employees upon appointment to provide a basis for computing their pay and overtime/compensatory time, if applicable.  Prior notice shall be provided following appointment if changes are made in the employee's work year, hours, or days.

In general, the work year for all employees shall be as followed:

· A 12-month employee's annual schedule begins July 1 of any calendar year and concludes June 30 of the following year.

· Eleven-month employees are scheduled to work two weeks before the opening of schools and two weeks after schools close.

· Employees on a 10 1/2-month schedule report for service one week before schools open and work one week beyond their closing date.

Employee Attendance (continued) R4610

The work schedule for 10-month employees shall be promulgated on an annual basis in the board-approved school calendar. In the event that the board revises the calendar for a school term, all school employees shall serve on all days rescheduled as makeup days of service unless otherwise directed by the Superintendent of Schools.

Employees required to serve on days scheduled as makeup days of service shall receive no compensation for such service unless they did not receive compensation for the initial scheduled day or unless they were required to serve on the originally scheduled day.

Employees on a 40, 42 and 44-week schedule who are reassigned to a 52-week position, making it impossible to work makeup days, will not have these days deducted from their pay if the employee agrees to use unused personal leave days and future accumulated vacation days, if needed.

Supervisors and administrators, in addition to working their assigned employment year, shall be expected to work such additional hours and days as are necessary to carry out the responsibilities of their positions.

School administrators and supervisors should be present before the arrival of teachers and pupils, and teachers are expected to arrive at their posts no later than 15 minutes of the first class or preparation period and to remain after the school day to meet with individual students, parents and faculty committees and to carry out other professional responsibilities.

Scheduled work hours for administrators and supervisory personnel shall be consistent with the hours of the Central Administrative Office.

Forty hours per week shall constitute the required weekly hours of service for all non-supervisory, regular, full-time, non-certificated employees.

RECORD KEEPING - Administrators and supervisors shall maintain accurate and up-to-date attendance records for their employees, and process such records as required in the district's administrative procedures.


Regulation approved: June 26, 1990

Revised: December 8, 1998
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ST. LOUIS BOARD OF EDUCATION POLICY
PERSONNEL 

EMPLOYEE AND LABOR RELATIONS

Code of Ethics and Conduct

Sexual Harassment

The Board of Education reaffirms its commitment to foster an environment in the St. Louis Public Schools that is conducive to both excellence in education and attainment of career goals. It is the policy of the board that all students, faculty and staff have a right to a working and learning environment free from all forms of discrimination, including sexual harassment.  The Board of Education prohibits sexual harassment.  "Sexual harassment" includes unwelcome sexual advances, requests for sexual favors, sexually motivated physical conduct or other verbal or physical conduct or communication of a sexual nature when:

1.
Submission to such conduct or communication is made either explicitly or implicitly a term or condition of an individual’s employment or education; or

2. Submission to or rejection of such conduct or communication by an individual is used as a factor for employment or educational decisions affecting an individual; or

3. Such conduct or communication has the purpose or effect of unreasonably or substantially interfering with an individual’s employment or education or of creating an intimidating, hostile, or offensive employment or educational environment.

This prohibition applies to sexual harassment of other staff members and of students.  This prohibition extends to sexual harassment which takes place either on or off school premises.

Employees who violate this policy shall be subject to disciplinary action, including dismissal.

References

Legal: Title VII of the Civil Rights Act of 1964, 42 U.S.C. 

Sections 2000e et seq. 

EEOC Guidelines, 29 C.F.R. Section 1604.1(a)

Title IX of the Education Amendments of 1972, 20 U.S.C. Section 168 (a)

 

Policy adopted: September 12, 1989

Revised: February 13, 1996

Revised: December 8, 1998

Revised: September 10, 2002
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ST. LOUIS BOARD OF EDUCATION REGULATION
PERSONNEL 
EMPLOYEE AND LABOR RELATIONS 

Code of Ethics and Conduct

Sexual Harassment

Employees

An employee who believes that he or she has been or is being subjected to sexually harassing acts or conduct should notify the Human Resource Officer, Deputy Superintendent or their designees immediately.  The Human Resource Officer, Deputy Superintendent or their designees must confer with the complainant and obtain relevant facts concerning the allegations. Complainant must be advised that he/she may elect to pursue the matter informally or file a formal written complaint.  In addition, employees who believe that a fellow employee is being subjected to sexual harassment are encouraged to report this information to the Human Resource Officer, Deputy Superintendent or their designees.

Further, employees who have the duty, authority, or whom a student could reasonably believe has the authority or responsibility to report incidents of sexual harassment, must report incidents of sexual harassment or any other misconduct to the appropriate school officials, if that employee knows or has reason to know a student is being harassed.

Informal Process

Should complainant elect to pursue the matter informally, the Human Resource Officer, Deputy Superintendent or their designees shall meet with the accused and fully inform him/her of the nature of the complaint, give accused opportunity to respond to allegations, and if appropriate, request that behavior be stopped immediately and provide accused with board policy prohibiting sexual harassment and consequences of continued prohibited conduct. The Human Resource Officer, Deputy Superintendent or their designees shall inform complainant of the outcome of the conference with the accused.

Formal Process

Should complainant elect to formally file a complaint, the following procedure should be followed: The employee should submit to the Human Resource Officer or his/her designee a written and signed complaint, stating relevant facts, concerning the incidents of sexual harassment, including the name, position and location of the accused.

The Human Resource Officer or his/her designee may delegate the investigation of the complaint to another administrator appropriate to the position.  The accused must be provided a copy of the complaint and provided a period of time, not to exceed twenty (20) days in which to respond. The investigating administrator should also seek the identification of any witnesses and interview such witnesses.  The investigating administrator must submit a written report of his/her findings and a recommendation for disciplinary or corrective action, if any.  The Human Resource Officer or his/her designee will review the report and at his/her discretion may accept or reject any portion thereof, conduct additional investigation or make other findings or recommendations to the Superintendent of schools, appropriate under the circumstances. Consistent with existing board rules and regulations and the revised statutes of Missouri, where warranted, a recommendation for dismissal shall be initiated.

Students

A student who believes that he or she has been or is being subjected to sexually harassing acts or conduct by a board employee should notify the immediate supervisor of the accused or other appropriate school official, whom the student has reason to believe has authority or responsibility, to report incidents of sexual harassment.  The immediate supervisor or school official must notify the Deputy Superintendent.  The Deputy Superintendent will conduct an investigation of the alleged sexual harassment.  Investigations of all student complaints must include contact with parent(s) or legal guardians.

The district will respect the confidentiality of the complainant and the individual(s) against whom the complaint is filed as much as possible, consistent with the district's legal obligations and the necessity to investigate allegations of harassment and take disciplinary action where the conduct has occurred.

If the Deputy Superintendent believes that the sexual harassment has risen to the level of child abuse (i.e. physical injury, sexual abuse, or emotional abuse), the procedures outlined in Regulation R4845 must be followed, including making both oral and written reports to Missouri's Division of Family Services.

If the alleged sexual harassment does not rise to the level of child abuse, the Deputy Superintendent shall investigate the complaint to determine the relevant facts concerning the incident, including the name, position and location of the accused.  The accused must be provided with a written report of the alleged incident and no more than twenty (20) days in which to respond to the allegations.  The Deputy Superintendent shall review the allegations, facts and response of the accused and make a recommendation to the Superintendent of schools regarding the corrective acts to be taken.  The superintendent of schools may reject or accept the Deputy Superintendent's recommendation or request further investigation of the allegations.

R4845

ST. LOUIS BOARD OF EDUCATION REGULATION
PERSONNEL
EMPLOYEE AND LABOR RELATIONS
Code of Ethics and Conduct

Child Abuse and/or Neglect-Defined

Child abuse is defined under Missouri statutes to include the following: Any physical injury, sexual abuse, or emotional abuse.

Neglect is defined under Missouri statutes to include the following: The failure to provide the proper or necessary support, education as required by law, nutrition or medical, surgical or any other care necessary for a child's well-being.

Reporting Child Abuse/Neglect

Any employee who has reasonable cause to suspect, or who receives a report from any person, that a child has been or may be subjected to abuse or neglect, committed by any person, including abuse by another school employee, shall immediately report the facts to the school principal.  The principal shall then immediately make an oral report of the suspected case to the Child Abuse Unit of the Missouri Division of Family Services by using the hot line telephone number.  As required by law, such report may not be made on an anonymous basis.  The building principal will also make the superintendent aware that a report has been made, and will keep him aware of the status of the case.  Following the telephone report, the principal shall make a written report that will be provided to the Division of Family Services upon request.  (In the case of a reporting employee who is not assigned to a school building, or in a case in which the principal is the subject of the allegation, the reporting employee may report directly to the executive assistant to the superintendent for administration, who will then report to the Division of Family Services.)

Investigating Child Abuse/Neglect

When a principal receives a report of alleged child abuse and/or neglect committed by any school employee, the principal shall also immediately file a report with the executive assistant to the Superintendent for Administration, indicating that required reports have been filed with the Division of Family Services and detailing the facts of the alleged abuse or neglect.  In addition, the principal shall request from the Division of Family Services, pursuant to state law, information concerning the disposition of the reports filed within 30 days of making the required report.  The disposition of the reports shall be forwarded to the executive assistant to the superintendent for administration when received.

The Executive Assistant to the Superintendent for Administration shall, based upon the information provided by the principal, determine whether immediate corrective action should be taken. 

When the Division of Family Services receives a child abuse report which alleges that a school employee has abused or neglected a student, the report is immediately referred to the Superintendent (or the President of the Board in situations concerning the Superintendent) who will conduct an initial investigation.  If it is determined that the sole purpose of the report is to harass a school employee, the Superintendent or Board President will jointly investigate the matter with the Juvenile Officer or a Law Enforcement Officer designated by the Juvenile Officer.  Findings and conclusions will be issued as required by Mo. Rev. Stat. § 160.261 (2000).

All other reports of any nature will be immediately returned to the Division of Family Services for investigation, and the Superintendent will take no further action. 

Nothing in this regulation should be construed as discouraging or prohibiting any employee from also reporting any suspected case directly to the Division of Family Services.  Employees participating in good faith in the making of such a report are immune from any liability, civil or criminal, by reason of such participation.  An employee, however, violating any provision of the state regulations may be guilty of a Class A misdemeanor.

The Executive Assistant to the Superintendent for Administration shall maintain records of all child abuse and/or neglect complaints filed.  A comprehensive summary of new reports shall be furnished to the board no less than every three months.

Public School District Liaison

The Superintendent shall designate an employee to serve as the school district liaison. The liaison shall develop protocol in conjunction with the chief investigator of the St. Louis office of the Missouri Division of Family Services to insure information regarding an investigation is shared with appropriate school personnel.

The liaison will also serve on multidisciplinary teams used in providing protective or preventative social services along with law enforcement, the Juvenile Officer, the Juvenile Court, and other agencies, both public and private.

Child Abuse and/or Neglect (continued) R4845

References

Legal: The Child Protection and Reformation Laws of Missouri, 
Sections 210.110; 210.115; 210.145 (2000) 
Section 160.261.8 (2000) 
Section 210.109

Regulation approved: February 13, 1996



Revised:  January 14, 2003

Revised: December 8, 1998





Revised:  October 12, 2004

Revised: November 12, 2002
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ST. LOUIS BOARD OF EDUCATION POLICY
PERSONNEL
EMPLOYEE AND LABOR RELATIONS
Code of Ethics and Conduct

Drug Free Workplace
Recognizing that drug and alcohol abuse present a problem in society, it is the policy of the St. Louis Board of Education to maintain a drug-free working environment.

Pursuant to this policy, the board prohibits the unlawful manufacture, distribution, dispensing, possession or use of a controlled substance or alcohol by students, staff or others on Board of Education property.

For the purposes of this policy, "a controlled substance" means all drugs or other substances so designated, defined and prohibited by law.  All employees of the district, as a condition of employment, must acknowledge and abide by the terms of this policy.

Any employee found in possession of drugs prohibited by this policy or suspected of being intoxicated or under the influence of drugs or alcohol shall be subject to disciplinary action, including dismissal.

Any employee who, as a result of testing, is found to have identifiable traces of a prohibited drug or alcohol in his system, regardless of when or where the drug or substance entered the employee's system, will be considered in violation of this policy, will be removed from the board premises, and will be subject to disciplinary action, including dismissal.

The Superintendent of schools shall be responsible for the district's efforts to maintain a drug-free workplace. It shall be the Superintendent's responsibility to:

A. Publish a statement notifying employees that the unlawful manufacture, distribution, dispensing, possession or use of a controlled substance or the possession or use of alcohol is prohibited in the workplace and that specific actions, which may include dismissal, will be taken against employees violating this policy;

B. Establish a drug and alcohol-free awareness program to inform employees about:

The dangers of drug and alcohol abuse in the workplace;

The district's policy of maintaining a drug-free work place;

Any available drug counseling, rehabilitation, and employee assistance programs;

The penalties that may be imposed upon employees for drug or alcohol violations occurring in the workplace.

C. Provide all employees with a copy of the statement referred to in paragraph A;

D. Notify employees that employees must, as a condition of continued employment, abide by the terms of the drug-free workplace policy and notify the district of any criminal drug statute conviction occurring in the workplace no later than five (5) days after such conviction;

E. Notify the appropriate contracting or granting agency of the federal government if any employees are convicted for drug offenses occurring in the workplace within ten (10) days after receiving notice of such conviction;

F. Impose appropriate sanctions or remedial measures on any employee who is convicted of drug offenses occurring in the workplace within thirty (30) days of receiving notice of any such conviction;

G. Make a good faith effort to maintain ongoing compliance with the above drug-free workplace requirements.

References

Legal: PL 100-690, The Drug-Free Workplace Act of 1988, 
Sec. 5151, et seq.

Policy adopted: June 26, 1990

Revised: December 8, 1998

R5131.6.1
ST. LOUIS BOARD OF EDUCATION REGULATION
STUDENTS
ELEMENTARY, MIDDLE AND SECONDARY
Activities 

Conduct - Drugs/Intoxicants/Paraphernalia 

The illegal possession, use, distribution and sale of drugs, including unauthorized prescription drugs, inhalants, intoxicants of any kind (whether or not the primary intended purpose of the intoxicant is intoxication), controlled substances or imitations of any of these on school premises is not permitted.  The possession, use, distribution and sale of drug-related paraphernalia is also prohibited.  Anyone found in violation of this regulation shall be subject to suspension and/or expulsion from school in the manner provided by board policy and regulation and any other applicable provisions of the law.

Upon determining a student has possessed, used, distributed or sold any substance under this Regulation, the principal shall (1) recommend a program of prevention through drug education, (2) refer the student for therapy with parental involvement, and (3) report to law enforcement authorities the possession, use, distribution or sale of illegal drugs on school premises.

Employees observing students using, selling, distributing and/or possessing any substance under this Regulation on school premises will report the student to the school principal or designee.

For purposes of this Regulation, “school premises” means any district facility or property including but not limited to schools, school playgrounds, school parking lots, school buses, administrative buildings and school activities, whether on or off school property.

References

cf: Board Policy and Regulation P5114 and R5114.1 Suspension and Expulsion of Students

Legal: Safe and Drug-Free Schools and Communities Act

Regulation approved: June 26, 1990

Revised: December 07, 1999

Revised: September 10, 2002
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ST. LOUIS BOARD OF EDUCATION POLICY
STUDENTS
ELEMENTARY, MIDDLE AND SECONDARY
Activities

Conduct -- Drugs, Tobacco, Alcohol

The Board of Education, administrative, and instructional staff feel every effort must be made to educate young people to the dangers of drugs, tobacco and alcohol abuse.  Every effort must be made to change the attitudes and values of young people who are currently abusing drugs, tobacco or alcohol.

The objective is not to punish or judge a student involved in drugs, tobacco, or alcohol abuse, but rather to prevent the use of these substances from spreading in our schools. The St. Louis Public Schools is primarily an educational institution, not a punitive or rehabilitative one and the primary concern is to protect non-using students and to eliminate the potential market place for drugs and/or alcohol.


Policy adopted: June 26, 1990

Revised: December 07, 1999

R5131.6.2 


ST. LOUIS BOARD OF EDUCATION REGULATION

STUDENTS

ELEMENTARY, MIDDLE AND SECONDARY

Activities

Conduct - Tobacco

Smoking will not be permitted for all students on school premises.  The illegal possession, distribution, and sale of tobacco by students on school premises is also prohibited at all times.

Student violators are subject to suspension as provided in board policy and regulation and in accordance with the law.

Employees observing students using, selling, distributing and/or possessing tobacco on school premises will report the student to the Principal or designee.

For purposes of this regulation, “school premises” means any district facility or property, including but not limited to schools, school playgrounds, school parking lots, school buses, administrative buildings and school activities, whether on or off school property.

References

cf: Board Policy and Regulation P4841 and R4841 Use of Tobacco on Board Premises 
Legal: Section 191.775 RSMo.
Pro-Children Act of 2001

Regulation approved: June 26, 1990
Revised: September 14, 1993
Revised: December 07, 1999
Revised: September 10, 2002

P5144
ST. LOUIS BOARD OF EDUCATION POLICY
STUDENTS
ELEMENTARY, MIDDLE AND SECONDARY

Welfare
Discipline/Punishment (Prof. Res)
Discipline is necessary in the St. Louis Public Schools to maintain order in the schools, to protect students and teachers, and to allow all students to benefit from the educational programs provided by the St. Louis Public Schools.

The discipline policy of the Board of Education shall be set forth and implemented through Article 5 of the board policies, regulations and administrative guidelines.

The Uniform Code of Student Rights and Responsibilities Handbook shall reflect the discipline policy of the Board of Education, including board policy P5144.1 on corporal punishment.  The Uniform Code shall be provided to the student and parent or legal guardian of every student enrolled in the district at the beginning of each school year, and shall also be made available in the Office of the Superintendent for public inspection during normal business hours.

All employees shall annually receive instruction related to the specific contents of the board's discipline policy and any interpretations necessary to implement the provisions of the policy in the course of their duties.

References

cf: Board Policy P5144.1 Corporal Punishment
Uniform Code of Student Rights and Responsibilities Handbook

Legal: Section 160.261 RSMo.

Policy adopted: January 14, 1997

P5144.1 

ST. LOUIS BOARD OF EDUCATION POLICY
STUDENTS
ELEMENTARY, MIDDLE AND SECONDARY

Welfare

Discipline/Punishment - Corporal Punishment

Corporal punishment of any kind is not permitted in the St. Louis Public Schools.  Any employee who uses physical force or the threat of physical force as a means of student discipline or punishment shall be subject to disciplinary action, including discharge.

References

cf: Board Policy P5144

Legal: Section 160.261 RSMo.

Policy adopted: January 22, 1991

Revised: December 07, 1999

Curriculum and Instruction
Standards-based instruction is a process for delivering, monitoring and improving education in which all educational planning and implementation begins with the state Academic Content Standards.
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In a standards-based classroom, teachers start with the state standards as the basis for classroom instructional planning, rather than starting with a textbook or other classroom materials. Teachers select a unit of instruction that meets the standards, benchmarks and indicators and use the standards to determine how the unit shall be designed, assessed, delivered and evaluated. The graphic above shows how standards form the basis for all planning, instruction and assessment. Note how the arrows all extend from the Academic Content Standards. Also note that resources, which may have previously been the basis for instructional planning, are selected only after decisions have been made about content, assessment and instruction; note that the arrows in the graphic all lead to resources -- no other decisions are driven by given resources.
The standards define the outcomes, or the expectations, of what the students need to know and be able to do. These outcomes include big ideas that students will acquire by the end of the unit and more discrete ideas that might be developed at the lesson or activity level within the unit.
These defined outcomes serve as the basis for assessment planning within instruction. The outcomes can help teachers to plan a pre-assessment that can be administered and used to determine the starting points and focus for instruction. A summative or final assessment should be planned to address both big ideas and discrete ones, thus assessing student performance and the success of instruction and identifying any needed re-teaching. In addition, the outcomes help to focus ongoing instructional assessment throughout the unit with teachers monitoring students' progress. At times, students may also use self-assessment strategies to monitor their own progress. All of these assessments together provide teachers with the information that they need to plan and deliver focused, effective instruction for each student in their classrooms.
	What are the benefits of standards-based instruction?
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Missouri's Academic Content Standards aim for a high and deep level of understanding. The standards articulate the higher levels of learning for which teachers, schools and districts are being held accountable through measures not only as the expectations for a 21st century education but also through state testing and report cards. 
By aligning classroom instruction and assessment with the standards, teachers can ensure that their students will meet these high demands. By following a standards-based model for classroom assessment and instruction, teachers will have the tools they need to track student performance and plan focused instruction to meet the specific needs of students. 

	What are the stages in the process of developing a standards-based unit?
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1. Select a unit for learning based upon the standards. 
What will the theme or topic of the unit be? What standards will be addressed? 

2. Decide upon the specific outcomes students will achieve as a result of instruction. 
What will students know and be able to do at the end of the unit? 

3. Decide how those ideas will be assessed at the end of instruction. 
How will students show what they know and can do? 

4. Give a pre-assessment for the unit to begin and focus instruction appropriately.
What do students know already? What are they ready to learn? 

5. Develop and sequence the specific lessons and activities that will make up the unit. What will students be taught? What instructional strategies will be used?  Analyze the results, reflect and re-teach as necessary to help all students meet the outcomes. 
6. What did students learn? What additional instruction is necessary? How could instruction be modified in the future to better meet the needs of all students? 
7. What did students learn?  What additional instruction is necessary?  How could instruction be modified in the future to better meet the needs of all students?
LESSON PLANS
All teachers are required to write and submit lesson plans each week.  Lesson Plan forms are standardized on the computer.  Objectives should be written using illustrative verbs and should be reflective of what is occurring instructionally in your classroom on that particular week.  Lesson plans should be adjusted to accommodate changes in curriculum focus, professional development and student ability.  As plans are written, please remember the school’s (your) commitment to the infusion of EOC assessed concepts and core content standards into our curriculum and the continued focus on improvement in reading, writing, comprehension, reading vocabulary, mathematics, critical thinking, problem-solving and performance test-taking skills.

USE OF INSTRUCTIONAL TECHNOLOGY

A wide use of technology in classes is encouraged when possible.  Technology should be used to enhance instruction by increasing understanding, acting as a motivational tool, or providing enrichment.

Television and DVDs may be used as part of the instructional process; this should be reflected on the lesson plan.  If a DVD or movie is shown in the classroom, it must enrich the learning experience and be relevant to the curriculum.  

We are only authorized to show movies rated “G” or “PG-13”.  If there is a movie with educational value or significance that has received any other rating, it must be given approval by the Principal.  A signed, parental authorization should be received from each student prior to the showing of the movie.  In addition, an alternative assignment must be available for students not receiving parental authorization to view the movie. Please ensure that the principal approves of all movies prior to showing and that it is an extension of a lesson.
DAILY ATTENDANCE PROCEDURES

Daily student attendance is taken electronically at CPHS at Madison.  Teachers are, of course, still required to maintain attendance with their grade books.  The following procedures shall be adhered to relative to taking attendance electronically: 
A. Attendance must be taken and entered into the computer at the beginning of each period, preferably during the first ten (10) minutes of class.

B. All attendance corrections must be completed by 2:00 p.m. each day.

C. Substitute teachers will take attendance on the form provided to them.  Substitute teachers must have all attendance forms turned into Data Processing by 2:00 p.m. each day.

COURSE EXPECTATIONS
The following items must be included in your CR Expectation:
· Course Information

· Course Title

· Location of the classroom

· Day and time that the class meets

· Amount of time spent outside of class

· Instructor Information

· Your full name

· Your work office telephone number with calling restrictions

· Your email address

· Texts, Books, Readings, Materials

· The name of the books used for this course, author, date, and edition

· Supplementary Readings:  List any other readings, whether required or recommended, and whether readings are in the library or available for purchase in the bookstore.

· Materials:  Any additional materials required, (e.g..art supplies, computer)

· Course Purpose:  Why is this course being taught?

· Objectives, phrased positively (e.g. “The student will understand…will develop…will learn…” etc).

· Calendar of Assignments and Due Dates

· List topics to be covered.

· List exams, quizzes and other means of evaluation.

· List due dates for all assignments.

· List required special events.

· Grading/Evaluation

· Clarify the method that will be used in calculating the final grade.

· Include a weighing of all activities that will be considered when calculating the final grade.
· Include a grading rubric.

· Documentation of Work

· Describe what artifact the student will present to the CR Monitor as evidence of their work.

· Some examples may include a journal, notebook, tests, research paper, portfolio and/or a presentation.

BLACKBOARD CONFIGURATION

      Homework                                   Do Now                          AIM:  To Learn

	Review of the work uncovered in class. 


	This is a 3-4 minute exercise

· Pen-to-Paper

· Quantifiable Activity that requires work, involves no talking and no movement.
	(Involves the Measurable objective from the curriculum covered in class.) 

Lesson Steps:

1. Go over Do Now.

2. Go over Homework.

3. Anticipatory Set.

4. Have Students Practice Skill

5. Final summary and review




      Homework                                   Do Now                                       AIM
	To review and imbed the work uncovered during the day.

The Homework must be specific and quantifiable.


	To set up the lesson by reviewing work of the previous day or by doing new related work.

For every new aim there must be a Do Now.

The Do Now must relate to the aim of the lesson.
	To tell students specifically what they will be learning during the class session.

To list actions to be taken to accomplish the aim.

The Aim must be specific, quantifiable, and achievable in the session.



Purpose:  The Blackboard Configuration is a visual illustration of the teacher’s commitment to instruction.  It reflects the teacher’s plan for an engaging lesson with a coherent beginning, middle, and end.  The configuration empowers students to know what they will learn in each class.  It helps the teacher and students to organize and remain focused on academic achievement.

Process:  The Blackboard Configuration should be used by every teacher in every classroom, thereby providing a school-wide organizational tool to improve student achievement.  The BBC should be written prior to student arrival in your class.  The Do-Now should take no more than 3-4 minutes to complete.  The Aim should be concise and should reflect the steps that will be taken by the students and teacher to accomplish the lesson goal.

Investment Benefit—Pay Off:  The consistent and pervasive use of the Blackboard Configuration fosters teacher capacity and growth and increases the likelihood of increased student achievement.

SUPPLY PROCEDURES (Textbooks and Instructional Supplies)

All textbooks are issued to staff and students by the Book Clerk.  Teachers and students are accountable for the book(s) they receive from the Book Clerk.  The Book Clerk and teachers will work collaboratively to record distribution of the texts.  When a student is issued books, he/she will be issued only one book of each title.  Students are responsible for replacement cost of any lost or stolen text books that they received from College Preparatory at Madison.  
Emphasize with your students that they should take care of their books.  Student textbook numbers are to be recorded in your grade book.
 A textbook check should be made periodically to ensure that no damage has occurred and to ensure that each student has his/her assigned textbook.  All lost textbooks should be taken to the bookroom.  If a student reports that he/she has lost his/her textbook, he/she may check with the Book Clerk before school or during their lunch period to determine if any lost textbooks have been turned in.
Staff may request and receive supplies by contacting Ms. Walker, the Book Clerk.  You may also make a written request and place it in the Book Clerk’s mail box in the main office.  Requests for school supplies will be filled in a timely manner, depending on the availability of the items requested.  As your requested items come into the school’s supply inventory, you will be notified.
LIBRARY

The library is open daily from 7:10 a.m. to 2:07 p.m.  Students are also required to have an official library/hall pass from their classroom teacher when coming to the library during class.  Faculty members must sign up, in advance, for class and small group instruction.  An instructor should accompany groups of five (5) or more to the library.

TEACHER EVALUATIONS

Administrators will be in the classroom on a daily basis to observe the learning and student engagement that is taking place at College Preparatory at Madison.  Classroom Observations and the Performance-Based Teacher Evaluation is an ongoing process designed to “enhance teacher practice to educate our future.”  Teacher Evaluation schedules will be distributed at a later date and will follow the St. Louis Public Schools (SLPS) and Local 420 guidelines.
EDUCATIONAL FIELD TRIPS

Educational field trips are an important part of the educational experience for a student.  However, field trips will be approved on a case by case basis.  If there are too many requests for the same day, it may be necessary to reschedule your field trip for another day.

A. Field trip packets may be picked up in the main office

B. ONE COPY of the completed Application for Educational Field Trip Form and the Field Trip Justification Form must be submitted for approval to the Principal’s Secretary two (2) weeks in advance.
C. Transportation for field trips must be provided by another source.  The District will provide no transportation.
D. Field trips must be scheduled with a departure time no earlier than 9:00 a.m.; the return trip must be scheduled to arrive at school no later than 1:30 p.m., unless there is prior approval given by the Principal.
E. Completed Parental Consent Forms must be signed and returned to the Field Trip Sponsor to allow student participation.  Completed Parental Consent Forms are to remain with the teacher during the field trip.
F. Once a field trip has been authorized it will be placed on the School-Wide Calendar.

G. A complete list of students participating in the field trip must be placed on email (to all CPHS staff) one day prior to the trip.  This is critical to the accurate completion of daily attendance.  Upon completion of the field trip, Parental Consent Forms are to be given to the Principal’s Secretary.

H. Multiple field trips by specific student groups and/or faculty members will be limited to provide balance across the board.

I. Field trips must not be scheduled during EOC testing.  Other blackout dates may occur throughout the school year and will be placed on the School-Wide Calendar to ensure advancement in student achievement.
ACCESSING MISSOURI PROGRAM INFORMATION

To access EOC information, Key Skills and Core Competencies, Curriculum Framework, Released Assessment Items and Released Scoring Rubrics:


Access http://www.dese.state.mo.us

Under Topics, top left of home page, go to Student Assessment/EOC.

Under Publications, lower right hand corner of EOC page, go to released items.
Under Index, upper left hand corner, go to Publications and access Show-Me Standards, Frameworks for Curriculum Development and other useful items.


FOR THE SHOW ME & NATIONAL STANDARDS/BENCHMARKS:

http://st.louis.missouri.org/techteachers/index.html
GRADUATION REQUIREMENTS

As a result of Missouri Law 9th grade students will need a total of 24 credits (or units) to graduate from high school.  The credits must be in the following areas:

Communication Arts





4 units

Social Studies






3 units

(1 year of American History is required)

Mathematics






4 units

Science







4 units

Fine Arts







1 unit

Practical Arts






1 unit

Physical Education





1 unit

Health Education






½ unit

Personal Finance






½ unit

Electives







5 units










Total
24 units

Please note that each unit represents one full year of study in the chosen academic area.  Thus if 4 units of Communication Arts are required, a student must take 4 full years of that subject. 
Important St. Louis Public Schools (SLPS) Board of Education Policies
P0210

ST. LOUIS BOARD OF EDUCATION POLICY

PHILOSOPHY, GOALS AND OBJECTIVES GOALS

Goals for Student Learning
Education is part of a continuous lifelong development of personal, family, social, cultural, economic, technological and occupational competencies.

Instruction in these competencies integrates the needs of individuals, families and society.  The curriculum for the St. Louis Public Schools reflects the belief that all components of the public education system will address learner needs and give high priority to the development of basic skills of reading, writing and computation.  The goals of that curriculum will reflect the board's philosophy of education.

Following are the goals for student learning.

A. Students will be provided opportunities for achievement and self-actualization. 

B. Students will be educated for a rapidly changing and increasingly technological society. 

C. Students of the district will be prepared to successfully pursue different post-secondary goals. Toward that end, the curriculum will facilitate the student's transition from secondary school to: 

(1) 
Entry level jobs for which students have adequate preparation in specific career areas;

(2) 
Community colleges, trade and/or technical schools for additional preparation in identified   vocational areas of interest;

(3) 
four-year institutions of higher education for extended preparation in various professional areas.

(4) 
Students will learn to integrate the various subject areas and to transfer understandings to the world outside the classroom.

Policy adopted: February 28, 1989
Building and Safety
DRILLS
College Preparatory High School at Madison practices a series of safety drills throughout the school year to ensure that we are prepared in the event that an emergency situation should occur in our school community.  As the adults in charge of our students during drills and emergency situations it is imperative that we remain calm and orderly in all we do and that we help our students maintain this same behavior.  

To prepare for any drills or potential emergency situations, teacher should have a copy of their class rosters in a designated space so that they can obtain them any time they are called to evacuate the room.  This will ensure attendance accountability should the need arise.  It is also advisable to update your class rosters monthly or more regularly if necessary.  

In an effort to help us remain calm and know where to report in any of the drills or emergency situations, CPHS will be distributing a Classroom Partner list that will pair your class with one that is close to you.  We will also distribute a list of Severe Weather Friendly Posters to designate where students and staff are to meet in the event we encounter this situation in school.  

We will have designated spaces for the different classrooms/floors to assure we know where our students and staff are located if we need to find a teacher or a student during a Severe Weather Drill or Severe Weather Situation.  These materials will be distributed within the first few weeks of school as our classes stabilize.  

As a teacher and guardian of your students it is imperative that you remain with your students during all drills and that you maintain order, remain calm and instill discipline during the drill.  When a drill ends an all clear signal will be given by the principal, designee or safety coordinator.  When told to return to your classes by the Safety Officers please proceed to your classrooms in an orderly manner.  Your cooperation is essential and appreciated greatly.

Tornado Drill Protocol for College Preparatory High School at Madison 

Tornado Drills:  Take your students and a roster with you and proceed to a Severe-Weather Friendly Space.  All of the staff and students should move to the ground floor level during a Tornado Drill.
· Take your grade book or class roster to assure student accountability.

· Move into the middle of the halls and away from windows.  

· Students and staff should kneel down facing the lockers, crouch down and cover their heads with their hands.

· Staff and students should be quiet during the Tornado Drill and remain quiet until and all clear is signaled.  

· The Safety Officers and Administrators will be present in the Drill Space to ensure that the Tornado Drill is successful.

· When an All-Clear is signaled, the staff and students should return to their classrooms.

Fire Drill Protocol for College Preparatory High School at Madison
Teachers and students should exit the building in an orderly manner by the nearest exit during a fire drill.  
· Teachers should take their grade books or class rosters to ensure attendance accountability. 

· Teachers and students should move to the football field to gather during the Fire Drill.

· Teachers and students should remain at the football field or in a location as directed by the Safety Officers or Administrators until an All-Clear Announcement is made.

· After the All-Clear Announcement is made teachers and students should return to their appropriate classrooms.  

Earth Quake Drill
1. An announcement will be made over the P.A. stating we are having an earthquake.

2. Remain Calm

3. Crawl immediately under your desk and cover your head

4. Stay away from windows and outside doors.

5. Don’t use elevators.

6. Wait for the end of the earthquake announcement to resume activities.
College Preparatory High School at Madison Intruder Drill Logistics

Intruder(s):  An intruder is an unauthorized person or persons on the school premises.  An unauthorized person or persons entering the school premises could apprehend a school occupant or threaten violence to the school community.  The person or persons may be armed and dangerous.  The Start-Phrase or Code for the Intruder Drill is Code Two.

In the event of an Intruder Drill the following protocol will be enacted:  

The principal or designee will announce the following Start-Phrase over the Public Address System in the school, “Teachers we are now in a Code Two.  Implement the Code Two Plan immediately.”
       Procedures:  (The Administration will implement the following, when appropriate.)
1. Call 911 and the Security Office.

2. Activate the Emergency Crisis Plan.

3. The Principal or designee will invoke the intruder alarm over the P.A. system with the announcement.
When the Code Two Announcement is made the following will occur:
1. The school will go into an immediate Lockdown Setting.  

2. Lock your door immediately.  

3. Safety Officers will monitor the hallways and direct students that are in them when an Intruder Drill is called to a safe room.

4. If it is feasible, cover the glass on your door and close the blinds in your room.

5. Instruct the students to move away from the windows and glass in the doors immediately.

6. Crawl under built in counters or tables if they are available.

7. Remain out of sight and away from the windows.  Also remain absolutely quiet until the All Clear signal is given.
8. All office doors should be locked immediately and office personnel will move immediately into a secure inner office until the All Clear signal is given.

9. Students in the gym will move immediately into their respective locker rooms, lock the doors, move away from the doors and remain absolutely quiet until the All Clear signal is given.

10. Students in the Cafeteria will lock the doors and move immediately into the kitchen area and get behind the kitchen counters and remain there until the All Clear signal is given.

11. Students in the library are to remain in the library.  The Librarian will immediately lock the library doors while the students move to the inner offices located in the library.  Students are to remain quiet and low to the ground until the All Clear signal is given.

12. When the Code Three is over and the building secure, the Principal or designee will make the following announcement:  “Teachers we are now in All Clear.  Resume your regular teaching and learning activities.”

13.  The Safety Officers will monitor the hallways to ensure safety during and after the drill.

I.D./SAFETY BADGES

All students/faculty are issued an identification/safety badge during the first week of school. Board of Education regulates that all persons in school wear their badges at all times during the school day.  Students should be directed to wear their badges on the upper torso of the body.  Badges are not to be carried in book bags or pockets, and are to be visible at all times.

SECURITY

The Security Officers will be responsible for monitoring the floors during the school day and will also monitor the metal detectors at the beginning of each day.  In the event of an emergency situation the teacher should call the main office. The security officer will be contacted via the radio.

METAL DETECTORS

All students, staff, and visitors must enter and exit the building through the metal detectors.  Security Officers will use the handheld detector when necessary.  From 6:35 a.m. to 7:00 a.m. students enter through the rear gym door and report to the cafeteria.  Beginning at 7:00 a.m. students will have to enter the building through the front door. 

R6114.1

ST. LOUIS BOARD OF EDUCATION REGULATION

INSTRUCTION

ELEMENTARY, MIDDLE AND SECONDARY

Schedules

Emergencies – Fires

Each administrator and custodian shall be responsible for maintaining in working order the fire alarm system, fire extinguishers, school bell and exit doors.

The building administrator shall make certain that all employees and students are informed of: 1) the signal that warns of a fire; 2) the routing system or evacuation plan from various stations in the building; and 3) the responsibility of each staff member from the time the alarm is sounded until the "all clear" signal is given.

All principals must conduct a fire drill at intervals of not more than sixty (60) days, September through June, each school year.  A report of each fire drill shall be made in triplicate on the form, School Fire Drill and Fire Alarm Test Report.  Two copies should be mailed immediately to the Commissioner of school buildings and one copy mailed to the Associate Superintendent for site support/instructional and leadership office.  The Commissioner shall keep one copy on file and shall forward one copy to the city's Fire Prevention Bureau.

In case of an unscheduled fire alarm the Principal shall notify the fire department immediately, even though a false alarm is suspected, and then investigate the cause of the alarm.


Regulation Approved: June 26, 1990

Revised: December 07, 1999

R6114.4 

ST. LOUIS BOARD OF EDUCATION REGULATION
INSTRUCTION
ELEMENTARY, MIDDLE AND SECONDARY
Schedules

Emergencies -- Tornado, Enemy Attack

A tornado or an enemy attack is signaled by air raid sirens.  The warning is a continuous signal for three (3) to five (5) minutes.  Should this signal be given during the school day, except when a pre-announced test of equipment is scheduled, it is a "take cover" signal and shall be obeyed immediately.

Building administrators are responsible for conducting practice tornado drills at least twice per year.  The signal for a "take cover" drill or an actual alert must be clearly distinguishable from that for any other emergency.  It should signify that persons in the building are to proceed to pre-designated shelter areas.

Shelter areas should be adjacent to an inside wall and, if possible, in the basement or on the lowest level of the building.  Teachers will make an attendance check on arrival in the shelter area and will remain with their students throughout.

In all "take cover" situations, first aid kits and other emergency equipment shall be provided in shelter areas.  The "all clear" signal following a tornado or enemy attack will be the same as that used after a fire or fire drill.


Regulation approved: June 26, 1990

Revised: December 07, 1999

FISCAL ACCOUNTABILITY—REQUEST FOR FUNDING AT CPHS@ Madison
The Principal, as Chief Executive Officer, is the only person that can authorize purchases or expenditures for College Preparatory High School at Madison. Without her prior written authorization, no purchase may be made in the name of College Preparatory High School at Madison.
1. To maintain Credibility, Integrity and Accountability in all of our fiscal endeavors at CPHS@ Madison, all approved purchases must be made between CPHS@ Madison  and an approved Vendor. 
2. CPHS@ Madison will not reimburse teachers for unauthorized purchases, those made without the Principal’s prior approval, unless directed to do so by the Principal.

3. If you are a staff member with an account designated for a sport or activity which you supervise, you must be sure of your account balance and discuss your proposed purchase with your immediate supervisor.  

4. In addition to completing the Request for Disbursement of Funds Form you must complete a CPHS@ Madison Request for Funding Form to ensure that the proposed purchase or event is aligned with the Roosevelt School Improvement Plan.  A copy of the CPHS@ Madison Request for Funding Form is included in the Faculty Staff Handbook.

5. You may get copies of the form from the Book Clerk Treasurer and include them along with the Request for Disbursement Form completed by your supervisor.  

6. If the request is approved by your supervisor, he or she will continue the disbursement process to ensure that available funds are used to benefit the students.  The supervisor will take the completed request for Disbursement of Funds Form, along with a written estimate of the total cost of the proposed purchase, including shipping and handling, and give the Request for Disbursement to the Book Clerk Treasurer. 

7. The Book Clerk Treasurer will verify the account balance and make a recommendation to the Principal, who will in turn approve or deny the request.  The Book Clerk Treasurer will notify the supervisor of the Principal’s decision regarding each request for Disbursement of Funds Form on a case-by-case basis.  You must allow a minimum of five to seven business days to receive a decision from the Principal for each request you make for funding.  

8. All materials or resources purchased with CPHS@ Madison funds are the express property of CPHS@ Madison. Video resources should be entered into the Library’s inventory.  The teacher or coach may check out the academic or athletic resource for the time it is needed to enhance student achievement.

9. Teachers and coaches must return any borrowed resources to CPHS@ Madison should they transfer to another school or terminate their work experience with CPHS@ Madison or the School District.
10. If you have any questions regarding the above process, please contact the Book Clerk Treasurer or the Administrator in charge of Building Operations for clarification.

FISCAL ACCOUNTABILITY—FUNDRAISNG ACTIVITIES AT CPHS@ Madison
To ensure that CPHS@ Madison remains fiscally accountable in these challenging economic times it is imperative that all groups with sponsors participate in Fund Raising Activities if they aspire to fund special events that are aligned with the School Improvement Plan for our students.  
When a group successfully raises funds they will be turned into the Book Clerk Treasurer and deposited into a designated account.  Fifteen percent (15%) of each group’s profits will remain with CPHS@ Madison.  Upon completion of a successful fund raising process and prior to the event, the group will need to complete the CPHS@ Madison Request for Funding Process to ensure ongoing fiscal credibility, integrity and accountability for our School Community.  

To Facilitate the Fund Raising Activities and to promote Credibility, Integrity, and Accountability the following Protocol must be followed:

1. Request a Fund Raising Activity Approval Form from the Book Clerk Treasurer or go online at SLPS to retrieve the form. 

2. Complete the form and return it to the Book Clerk Treasurer.

3. The application will be reviewed and presented to the Principal.

4. The Principal will decide if the Fund Raising Activity is approved or denied.  If the fund raising event is approved, the Book Clerk Treasurer will place the event on the Fund Raising Calendar and notify you of your start dates and other pertinent dates to ensure your group will have a successful Fund Raising Experience.

5. You will receive an explanation from the Principal via the Book Clerk Treasurer if your Fund Raising Activity is denied.  

6. You will be given the opportunity to register another Fund Raising Activity Approval Form implementing any feedback you have received.

7. As soon as you have been notified that your Fund Raising Activity has been approved and have met with the Book Clerk Treasurer you and your group may begin your Fund Raising Activity and you may continue it for the allotted time as noted on your Fund Raising Activity Approval Form.

8. CPHS@ Madison will assess 15% of the Fund Raising Activity’s profit to fund school-wide activities celebrating academic achievement and the positive character exhibited by the CPHS@ Madison Community. 

9. Fund Raising Activities are monitored by the Book Clerk Treasurer to ensure that fund raising events do not compete with each other and that all programs that complete a Fund Raising Activity Form compete on a Level Playing Field.

10. CPHS@ Madison reserves certain Fund Raising Activities as School-Wide or Designated Events.  The list includes but is not limited to the Back-to-School Dance, the Homecoming Dance, and other seasonal dances that may occur at CPHS@ Madison.  

11. If you have any questions about the Fund Raising Protocol at CPHS@ Madison please see the Book Clerk Treasurer or the Administrator in charge of Building Operations.
Staff and Students are not allowed to engage in fund raising activities for other organizations on school property during the school day.

Dr. Kelvin Adams
Superintendent of Schools

Charmyn Baker
Principal  
Request For Funding Form
Today's Date:  _______________________          Date of Event/Expenditure: _________________

Person submitting this form:  _____________________________________________________

Phone Number:   







Committee or Budget Category:  










Rationale for Purchase:  












PAYMENT TYPE:   (you must check one)
_______          Direct Payment to Vendor (attach bill/invoice with address clearly shown) 

_______          Check Advance (attach estimate) 

_______          Reimbursement (attach all receipts)

Check payable to:  











Amount of check:   





Description of request:  











METHOD OF DELIVERY: (you must check one) Please forward the check in the following manner:

_______    Mail to:  











_______    Company pick-up from the Treasurer
_______    Personal delivery of funds

Approved by:











Charmyn Baker, Principal
Dr. Kelvin Adams
Superintendent of Schools

Charmyn Baker
Principal  
Disbursing Order

________________________________ School

St. Louis, MO  63104
Pay to the Order of: _____________________________________________________________

Address: 
_________________________________________________



_________________________________________________

____________________________________________________________________________________________________________________________________________________________
	Brief Description of Product/Service
	Number of Items
	Total Price 

of Items

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Tax
	
	

	Shipping and Handling
	
	

	Total of Complete Order
	
	


We hereby certify that there is an unencumbered balance sufficient to pay the above account which is correct and a proper charge to the account of 

___________________________________
Organization

___________________________________
   Treasurer

___________________________________
      Supervisor of Account
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