New Dimensions

High School

2009-2010
Table of Contents
iNew Dimensions


iHigh School


i2009-2010


iTable of Contents


1Welcome New Dimensions High School


1MISSION STATEMENT


1BELIEFS


2High School


2PERSONNEL


2CLUBS AND ADVISORS


3Effective Teaching


7PROCEDURES


7(ALPHABETICAL ORDER)


71.
ABSENCES


82.
ACCIDENTS


83.
ACTIVITIES


94.
ASSEMBLIES


95.
ATTENDANCE FOR CREDIT in Grades 9-12


106.
ATTENDANCE INCENTIVE PROGRAM FOR TEACHERS


107.
ATTENDANCE PROCEDURES


138.
Audio-Visual Services


159.
BELL SCHEDULE 2007-2008


1610.
BULLYING PREVENTION


1711.
CALENDAR


1812.
CELL PHONE USE


1813.
CHILDREN OF EMPLOYEES


1814.
CLASSROOM CARE


1915.
CODE OF ETHICS


2416.
COMMUNITY RESOURCE PEOPLE (OASIS)


2417.
CONFERENCES


2418.
DANCES


2519.
DISCIPLINE


2820.
DRESS CODE – STUDENT


2921.
DRESS CODE - FACULTY & STAFF


3022.
DUTY ASSIGNMENTS (AM/PM)


3023.
ELECTRONIC COMMUNICATIONS


3024.
EMERGENCY PROCEDURES


3225.
ESOL TUTORING REFERRAL


3226.
EXTRACURRICULAR ACTIVITY ELIGIBILITY


3227.
FACULTY AND DEPARTMENT MEETINGS


3228.
FIELD TRIP POLICIES


3329.
FINANCIAL PROCEDURES FOR INTERNAL ACCOUNTS


3630.
GRADING AND REPORTING


3731.
HEALTH REFERRAL


3732.
HUMAN DIGNITY POLICY


3833.
JURY DUTY


3834.
LEAVE REQUESTS


3835.
LESSON PLANS


3936.
LUNCH


4037.
MAP OF SCHOOL


4133.
MEDICAL EMERGENCIES


4134.
OFFICE REQUEST – STUDENT


4135.
PAY DAY/PAY CHECK


4236.
PASSES


4237.
PROGRESS REPORTS


4338.
RESPONSIBILITIES


4439.
ROLLBOOK


4541.
TEACHERS EXCUSING STUDENTS TO OTHER CLASSES


4542.
TEACHER WORK DAY


4543.
TEXTBOOK POLICY


4744.
TRANSPORTATION




Welcome New Dimensions High School

This handbook is to serve as a guide for the faculty and staff of New Dimensions High School.  

It is anticipated that the policies and procedures described in this book will establish management guidelines that will ensure a smooth operation during the upcoming school year.

All staff and faculty members should become thoroughly familiarized with the contents of this handbook.  Students and other unauthorized persons should not have access to this handbook.

MISSION STATEMENT

Learning is participatory, involving hope, curiosity and commitment so that action becomes a legitimate result of learning.

BELIEFS

· Every student can be successful.

· Everyone is a life-long learner.

· Every student can exceed expectations.

· Every student is capable of obtaining and applying knowledge.

· Everyone is capable of fulfilling his or her life-long dreams.

MOTTO
“Celebrating Success, Creating Pride”

ALMA MATER
NDHS, our own.

Here at New Dimensions High School,

Learning everyday,

Our colors green, white, and silver,

Will show us the way.
New Dimensions Tiger's Roar!

Thee we'll always hail...
We'll remember New Dimensions,

Honor and prevail.
New Dimensions

High School

2009-2010
PERSONNEL

A. Administration 

Dr. Tina Cafiero

Director

Dr. Jackie Grimm
Director of Operations

B. Administrative Assistant

Thalia Rijos
CLUBS AND ADVISORS

· Athletic Director


Adams

· Basketball



Adams

· Baseball



Adams

· Chess Club



Griffith

· Chorus



Pettengill 

· Cross Country


Friedenberger


· Dance




Toland/Lozano

· Drum Line



Pettengill 

· Environmental Club


Surko/Reinhardt

· F.B.L.A.



Hill

· Freshman Class


Reinhardt/Friedenberger 

· Interact Club



Dubin/Timmerman

· International Club


Landuyt 

· Junior Class



Timmerman/Toland 

· Lit Magazine/ART Club

Griffith

· National Honor Society/Beta
Alford

· Senior Class



Surko 

· Sophomore Class 


Albaladejo 

· Soccer 



R. Barrett

· Student Council/Government
Cashen 

· Student of the Month

T. Barrett

· Teen Court



Margarit 

· Tech Club



Oodhican 

· Tennis



Surko 

· Track & Field



Friendenberger/Cashen 

· Yearbook/Newspaper

Hill/Adams
· Volleyball



Adams

· Debate/Quiz Bowl


Griffith

· Chamber of Commerce

Ralph Barrett

· Poinciana Pioneer


R.Barrett 

· Peer Mediation


Timmerman

Effective Teaching

by Harry and Rosemary Wong

There Is Only One

First Day of School
Melissa Pantoja's first year as a teacher (see June and July columns) was so rewarding and such a learning experience that she said, "I'm so excited about what I've learned in my first year of teaching.  Next year will be a great opportunity for me to make adjustments in my classroom management and to use procedures that I have found to be successful.  I have so many ideas and I am eager to use them." 

A New Start Every Year

Just as Melissa Pantoja can't wait to start another school year with ideas she learned from her last year, Lee Gray says, “There is something inherently special about our profession that allows us to close out a previous academic year and plan for a new beginning-a sort of annual renewal, if you will." 

That's the beauty of teaching; we get to start all over again each year.  You can't do this if you are a meteorologist or a salesperson.  When school starts this fall, or whenever, if you are on a year round school, you will get a new group of students.  You can do anything you want with them.  The effective teacher starts with a plan, a better and more reflective plan than the previous year.  The ineffective teacher does the same thing year after year, which is why Einstein said, "Insanity is doing the same thing over and over again, yet expecting different results." 

The First Day of School

Douglas Brooks was teaching at the University of Texas-Arlington when he wrote an article, "The First Day of School," for Educational Leadership in 1985.   He said that most all new teachers start their teaching career without having received any instruction on what to do the first day of school as well as never having seen a first day of school as a student teacher.   That's like asking a pilot to fly a plane without having received any instruction on how to take off with a plane nor having ever seen a runway at an airport.   The analogy is not so far-fetched when you see how many novice teachers begin their first day of school.  

The first day of school is the most important day of the school year.  There is only one first day of school and what you do can determine your success or failure for the entire year.  On this day the students form their first impression of you.  People in marketing know that you have seven seconds to create a positive impression.  

The uninformed novice teacher thinks that starting with a fun activity forms a positive impression.  Douglas Brooks wrote in 1985 that he video taped some teachers on their first day of school and discovered that those teachers who started with a fun activity spent the rest of the school year chasing after the students.  Whereas, those teachers who spent some time during the first couple of days organizing the class so that everyone knew how the class was structured and managed had far fewer discipline problems and had students who were involved with learning.  

In the same way that Melissa Pantoja started her class correctly on the first day of school, Judie Gustafson, a high school teacher, did likewise.  Her plan can be found on page 172 in our book, The First Days of School.  

Seven Things Students Want to Know

Douglas Brooks says that students want to know seven things on the first day of school, thus, effective teachers plan their first day of school accordingly.  The seven things students want to know on the first day of school are 

1.  Am I in the right room? 

For many students, who come from dysfunctional families or challenging neighborhoods, school can be a safe and consistent haven.  Help the students to look forward to coming to school by providing hall guides, signs, and welcome messages on the most important day of the school year.  The First Days of School states that we celebrate the wrong day at school, which is graduation day.  Many students never see their graduation day and this may be because we never start them off correctly.  

Teachers should be standing at the door, helping anyone who needs help.  A sign should be on the door as well as the chalkboard of the classroom with the teacher's name and other welcoming and supporting information.  

Check every registration card to be sure that the correct student is coming into your classroom.  Otherwise, help the student to quickly get to the correct room.  

2.  Where am I supposed to sit? 

You have two choices, open seating or assigned seating.  When the students enter the classroom of an effective teacher, they all know where to stand, sit, or be.  Thus, when you greet your students at the door on the first day of school, you might want to assign the seating for that day immediately.  This can be done in many different ways and suggestions are made in the book, The First Days of School, or the video series, The Effective Teacher.  

The hallmark of effective teachers is that they listen to their students.  A sixth grade student in Las Vegas said, "I like having assigned seating on the first day of school.  Sometimes you walk into a class where you barely know anyone.  Having assigned seats may not put you close to your friends, but at least you won't feel like a loser because no one wants to sit next to you." 

If you want to make a good impression, invite your students to take an assigned seat, much like a gracious host or hostess would invite you in to sit-and offer you something to drink.  

3.  What are the rules in this classroom? 

Every student knows that he or she is to behave.  They are just waiting for the discipline plan to be revealed so that they know the limits on the classroom.  Effective teachers have a hard copy of a discipline plan ready for explanation.  Every student gets a copy, a copy should be sent home, a large copy needs to be posted on the classroom wall, and extra copies are made available as new students enter throughout the school year.  

If you do not have a plan, you are planning to fail.  Have a plan and work the plan.  For help with a discipline plan, read chapters 18 and 19 in The First Days of School, access www.MarvinMarshall.com, or read Cooperative Discipline by Linda Albert.  

4.  What will I be doing this year? 

Effective teachers manage their classrooms with procedures, whereas ineffective teachers discipline the students with threats and punishments.  The key word to understand is "procedures." Procedures have to do with teaching students what to do in the classroom, such as what to do if the teacher wants the class's attention, what to do upon entering the classroom, and how to make entries in a journal.  

Effective teachers spend the first two weeks of school teaching students how to be responsible for their behavior and their learning.  Students want to succeed and they want to be taught how to do things, but they can only succeed if they are shown the procedure for how to do things.  

Procedures will be explained in more detail next month (or read unit C in The First Days of School).  

5.  How will I be graded? 

Although it is perfectly understandable that students want to know about their grade, the effective teacher is much more concerned with getting the students to complete the assignments and passing the tests.  Grades are the after-effect of the assignment and the test.  

Effective teachers do not grade using the "curve." In an effective classroom, the students earn their own grade based on their mastery of the learning criteria.  It would be best to wait until day 2 or 3 to explain this concept to your students or better yet, when you give them their first assignment.  We will discuss the assignment, test, and grading in subsequent months (or read unit D in The First Days of School).  

6.  Who is the teacher as a person? 

Many teachers take a small section of a bulletin board and create a "personality bulletin board," which contains a collage of personal items about the teacher, such as pictures and objects about the teacher's life, work, and family.   If you are a K-1 teacher, you may find this more effectively done by placing objects about yourself in a bag and pulling the objects out one at a time and discussing each-a teacher's own show and tell.  

We've had our students bring objects about themselves to be posted on a personality bulletin board showing the students' work and their achievement.  Using this technique the message is made clear that every person in the classroom is important.  

7.  Will the teacher treat me as a human being?

Everyone wants to be treated with respect, dignity, and love, whether that person is a teacher, administrator, or student.  You have seven seconds to create that perception beginning with how you treat yourself with respect, dignity, and love, how you greet your students at the door, how you dress, what signs are posted in your classroom, the message on the chalk board, the obviousness that you are organized and ready, and that you are in control of the learning environment for the classroom.  

The ineffective teacher is more concerned with doing "my thing" and can't wait to start with a fun activity so that he or she can be the student's friend or pal.  The students are not looking for fun.  They are looking for security, consistency, respect, dignity, and care and you can convey that message on the first day of school by conveying how well you are organized.  Your classroom management skill will tell the students if the class will be exciting or boring, whether they will learn or fail, and if you will light or blow out their candle.  

We wish all of you a very successful start to a new school year.  We truly believe that you can be a very effective teacher.  This is because, each of you are destined for accomplishment, engineered for success, and endowed with seeds of greatness.  

Use the resources available to you to make this year your best ever year of teaching.

Other Resources:

Classroom Management


http://www.brains.org/classroom_management.htm
Ideas for Avoiding Classroom Management Mistakes


http://www.adprima.com/managemistakes.htm
PROCEDURES 

(ALPHABETICAL ORDER)
NOTE: All policies and procedure will be adhered to. IF the administration deems there is a lack of policy enforcement by any employee, they will receive a letter of reprimand for insubordination. Continued insubordination may result in termination.
1. ABSENCES

a. Teachers who are going to be absent need to notify an ADMINISTRATOR.
i. Teachers who are absent are required to sign a leave form immediately upon return to school.  (See administrative Assistant)  Return the form to the Administrative Assistant.

ii. Request for personal days must be submitted in writing to Dr. Cafiero at least 5 business days PROIR to the day being requested.  Coverage for your classes must be arranged prior to approval.
iii. No leave requests will be granted before protected days (i.e., Holidays, Fridays or Mondays).

iv. The penalty for being absent from the job without approved leave can be loss of pay, loss of professional contract, or at the determination of the Board, loss of job.
v. TEACHER WORKDAY is from 8:45 AM – 4:15 PM.  Teachers are required to be in their classrooms no later than 9:05 AM.  When a teacher is not on duty during that time, including planning, time will be taken from personal/sick bank days accordingly.  Please sign in each morning and sign out each afternoon. The sign in sheets are located at the front desk.
vi. STAFF is not allowed to leave campus during the school day without administrative approval PRIOIR to leaving.  If given permission to leave by an administrator, please sign out with Dr. Grimm. 
vii. No one can replace you in the classroom.  Please try to keep absences to a minimum. Fridays and Mondays are especially difficult days to obtain substitutes.  When emergencies do arise and you have to be absent, please call Dr. Grimm on her cell phone before 7:30 AM.  

viii. A SUBSTITUTE folder is to be filed with Dr. Grimm no later than the second week of school. A current class roll, seating chart and a detailed lesson plan must be included.  These lesson plans should be updated as needed.

ix. EMERGENCY PLANS SHOULD BE INCLUDED.

x. Substitute folder should contain notice of duties for the sub.

2. ACCIDENTS 
a. All accidents must be immediately reported to the Directors and an incident report must be completed and on file. This includes students, teachers, or staff.
3. ACTIVITIES

a. Dates for dances, plays, athletic events, field trips, etc., must be submitted at least one week in advance on the activity request form.

b. Use of the gymnasium, auditorium, and cafeteria MUST be booked in advance.  All dates will be logged in the activities calendar book.  Please do not assume that the gym, auditorium, or cafeteria will be available at a moment’s notice.
i. Dr. Grimm will maintain a calendar listing all school activities.

ii. Approval by Dr. Grimm will be necessary before scheduling any event and before having it posted on the calendar.

iii. Any activity charging admission must use numbered tickets only and money must be accounted for based on the numbered tickets.

iv. All expenses are to be paid by school check. Expenses will NOT be paid out of the cash box or from any collected fund raising money! NO EXCEPTIONS!
v. If a DJ is to be scheduled for the activity, a contract MUST be on file BEFORE the scheduled date.
vi. It is required that the sponsoring club and administrator on duty secure money. Off campus activities must have prior arrangement.
vii. All laws pertaining to drugs, alcohol, smoking behavior, and any other inappropriate acts, etc.  prescribed by the School Board and Florida State laws must be strictly adhered to.

viii. Appropriate school dress is to be followed.
ix. When required, there shall be policemen for each paid activity, cost to be charged to the sponsoring group. The required police protection is to be determined by the administrator and sponsor.

x. There must be a minimum of one (1) chaperone for every ten (10) students present.  

xi. Once a student has left the building, he/she may NOT re-enter the activity. Please remind students of this rule.

xii. Sponsors may not leave until all students have been returned to class or in case of an after school activity, until all students have been picked up by parents.

xiii. Do not schedule after school activities if you are not going to be present during the activity. 

4. ASSEMBLIES

a. Assembly programs are to promote school spirit and provide for cultural enrichment.

b. Teachers will sign up to attend special assembly programs and will sit among their students in the stands.  School-wide assemblies must be attended by all teachers/students.

c. Please instruct your class, prior to assembly, of the proper etiquette.

5. ATTENDANCE FOR CREDIT in Grades 9-12

a. In order to receive full credit, a student must be enrolled in any school a minimum of forty-five (45) school days.

b. Students who enroll in school or class late shall be allowed to make up the class work. 

c. Students, to include LEP students, who would otherwise receive a passing grade, but who have accumulated absences of more than five (5) block periods of instruction per semester will not receive credit for the course except as follows:

i. Attain a passing score of (60% or better) on a comprehensive subject level examination to be given within ten (10) teacher workdays after the end of the semester in which the student was enrolled in the class.

d. Students, to include LEP students, who have accumulated more than two (2) days of absences per semester during summer school, will not receive credit. 
e. Students, to include LEP students, with excessive absences who fail the comprehensive examination but would receive a passing grade for the semester, may appeal the loss of credit. A school board committee will consider the appeal based on documented conditions.

f. School activities shall not be counted as absences. Assigned work shall be turned in on the date indicated by the teacher.

g. School-sponsored field trips are a part of the educational program and are not to be considered as absences, but written permission of the parent is required to participate.
6. ATTENDANCE INCENTIVE PROGRAM FOR TEACHERS

The following is an incentive program for teachers with excellent work attendance. The following criteria must be met in order to be eligible to receive the incentive money.

a. Must begin the first day of the school year, including pre-planning, and work through the last day of the school year, including post-planning.

b. Must be in a fulltime instructional position with classroom/student instructional contact the majority of the school day (three of the four periods).

c. Must be a certified teacher in the state of Florida and hold a statement of eligibility for certification in the state of Florida.

d. Teacher MUST be returning the following year with a signed contract. Check will be issued with the August 30 pay check.

e. Formula:

Perfect Attendance (0 days absent) = 
4X number of teachers = _____ pts.

1 Day of Absence =


2X number of teachers = _____ pts.

2 Days of Absences = 


1X number of teachers = _____ pts.






Total number of pts. =     _____

Total Substitute budget – substitute expenses for school year = incentive pool total. Incentive Pool Total divided by Total number of points = Dollar amount per point.

Dollar amount = X (Plug X into formula below)

Perfect Attendance (0 days absent) = 
4X

1 Day of Absence = 


2X

2 Days of Absences = 


1X

7. ATTENDANCE PROCEDURES

a. Daily Attendance
i. Teachers are responsible for recording in their ROLL/GRADE BOOK the attendance of each student assigned to that class.

ii. Indicate students who are absent or tardy by marking the appropriate space on forms provided weekly.

iii. A report must be turned in even though there may be no absences.

iv. When a student returns to school after an absence, he/she will report directly to Mrs. Rijos for an admit. Parents must call in to report their student's absence.

b. An absence shall be excused for the following reasons:

i. Illness or injury of the student when the parent calls in and the student returns with a medical note.

ii. Illness, injury or death in the immediate family of the student – the school may require documentation.  

iii. Court appointment.

iv. Field trips are NOT counted as absences.

c. In cases of excused absences, the student shall be allowed to make up the work missed, and the teacher of the student shall give every reasonable assistance.

Make-up work shall be completed during a period of time that shall not exceed twice the number of days of absence.
d. Field Trips

i. All teachers must agree that the student may attend a field trip.  If even one teacher disapproves, the student may not attend unless it is a FHSAA sanctioned activity.

ii. For regional, state, or national competitions, etc., see Dr. Cafiero for detailed list.  

iii. The sponsor is responsible to have the student return the field trip pre-arranged form and review the student's teachers' comments. (Forms may be obtained from front desk.)

iv.
Parental permission and pre-arranged absence forms are the responsibility of the trip sponsor.

e. Pre-Arranged Absences

i. In cases of pre-arranged absences, and field trips, arrangements for make-up work shall be made in advance with the instructor of the class to be missed.   

ii. An administrator may decline permission of pre-arranged absences based on student's attendance record.   Examples of pre-arranged absences include:

(a) Attendance of an important public function

(b) Attendance of church meetings or observance of religious holidays

(c) Travel with parents in urgent circumstances

(d) Attendance of educationally related non-school conventions or conferences

(e) Other situations with parental permission and approval of the director

f. In the case of an unexcused absence, the student will receive a zero in each subject for that day if a grade is given.

g. The following are the daily attendance report codes:

i. A - Accounted For by Adult (Unexcused)-5 day rule

ii. M - Medical (Excused) not 5 day rule

iii. X - Court-Subpoena (Excused) not 5 day rule

iv. F - Field Trip (Excused) not 5 day rule

v. I  -  (Excused) not 5 day rule, In-School Suspension

vi. OSS (Unexcused) 5 day rule. Out-of-School Suspensions

vii. U - Unaccounted (Unexcused) 5 day rule

h.  Students who miss more than five (5) days per class per semester will not receive credit for the course except as follows:

i. Absence/Class work is made up within five (5) days, as verified by teacher's log.

ii. The teacher verifies with the director that the student has demonstrated mastery of the performance standards required for that course.
iii. Student must take and score a minimum of 60% on the comprehensive exam.

i. Skippers

Mrs. Rijos will address attendance discrepancies.  Discipline will be administered by administration.

j. Tardies

i. A tardy is defined as a student not being in the classroom as determined by the late bell. If a student misses more than one half of the class time, it will be reported as an absence.

Every three tardies equates to one absence.

ii. The teacher will handle the first three tardies to class.  Teacher should make initial contact with parent. After that, a referral will be made to the administrator. 
iii. If a student is tardy/absent to first period, student must have an admit issued by the front office. If not, please send student to the front office for an admit. 

iv. A student not in class for the entire period may have the class participation grade for that period adjusted.

k. Reminder: A Teacher who is tardy encourages tardiness in pupils.  

8. Audio-Visual Services

a. Teachers must check out all audio-visual equipment and materials. Please do not send students to check out your equipment. Remember, YOU are responsible for the audio-visual equipment you check out. Loss, theft, or breakage due to negligence will require that the teacher reimburse the school for costs. 
b. All videos/movies to be shown in class must be educationally-related to the lesson and must be included in the lesson plan for the week.

c. All movies/videos must be pre-approved by administration.  NO EXCEPTIONS! You may check out WEB/MAX for state approved videos at www.imc.osceola.k12.fl.us. You MUST complete the VIDEO REQUEST FORM in the event you wish to show a video as part of your lesson. You MUST get the video/film approved by an administrator at least ONE week before it is to be included in your lesson plan PRIOR to any video being shown in your classroom. There are NO EXCEPTIONS!
d. Please schedule audio-visual equipment at least one day in advance of the time you will need it.

e. To avoid scheduling problems, we prefer that the teacher sign up for the equipment in person.
f. Please send two reliable students with an official pass to the library to pick up your equipment. Teachers/students picking TV/VCR MUST have two people to transport to classroom.
g. For safety reasons, VCR/TV units will not be delivered to portables. Swap rooms with other teachers to show videos. If your equipment is not working properly, please return it to the library with a written explanation of the problem.

h. Please return all audio/visual equipment when finished.
i. Copyright Rule

i. NO public school employee may make copies of any materials protected by the l976 Copyright Act. (May be viewed at: http://www.copyright.gov )
ii. Materials included are such items as literature, music, poetry, tests, workbooks, computer software, video tape, audio tape, films, etc.
iii. This copyright law prevents teachers from showing commercial, rented, or borrowed video tapes to their classes. 
9. BELL SCHEDULE 2007-2008
M, T, Th, F

Wednesday / 

Wednesday

Homeroom

Regular
Period 1
9:15 – 10:45

9:15 – 10:12

9:15 – 10:30

Passing
10:45 – 10:49

10:12 – 10:16

10:30 – 10:34
Homeroom



10:16 – 11:16


Passing



11:16 – 11:20

Period 2
10:49 – 12:19

11:20 – 12:19

10:34 – 11:49
LUNCH
12:19 – 12:52

12:19 – 12:52

11:49 – 12:22
Passing
12:52 – 12:56

12:52 – 12:56

12:22 – 12:26
Period 3
12:56 – 2:26

12:56 – 1:56

12:26 – 1:41
Passing
2:26 – 2:30

1:56 – 2:00

1:41 – 1:45
Period 4
2:30 – 4:00

2:00 – 3:00

1:45 – 3:00
10. BULLYING PREVENTION

Florida Statute: 106.147 – “Jeffrey Johnson Stand Up for All Students Act” statute states that “bullying or harassment of any student or employee of a public K-12 educational institution is prohibited”.

Osceola County School District Bullying/Harassment Policy states that 

a. Bullying/harassment of any student or school employee is prohibited
i. During any educational program or activity conducted by a public K-12 educational institutuion;

ii. During any school related or school sponsored activity;

iii. On a school bus of a public K-12 educational institution;

iv. Through the use of data or computer software that is accessed through a computer, computer system, or computer network of a public K-12 educational system

b. Because students learn by example, school administrators, faculty, staff, and volunteers will demonstrate appropriate behavior, treat others with civility and respect, and refuse to tolerate bullying or harassment.

c. All school employees are required to report alleged violations of this policy to the principal  or the principal’s designee.

d. Flagrant acts of harassment by certified educators may result in the sanction against an educator’s state issued certificate. (The complete policy can be found in the Osceola County School ‘s school board rule 5.321)

e. Bullying defined – Bullying means systematically and chronically inflicting physical hurt or psychological distress on one or more students or employees. It is further defined as unwanted and repeated written, verbal, or physical behavior, including any threatening, insulting, or dehumanizing gesture, by a student or adult, that is sever or pervasive enough to create an intimidating, hostile, or offensive educational environment; cause discomfort or humiliation; or unreasonably interfere with the individual’s school performance or participation (SDOC Antibullying Policy)

f. Types of Bullying:

i. Physical – hitting, kicking, shoving, tripping

ii. Verbal – name calling, teasing, taunting, threats

iii. Emotional – spreading rumors, social exclusion, ignoring, theft, destruction of property, public humiliation, sexual, religious or racial harassment, stalking

iv. Cyber – use of computers, cell phones, other electronic devices
11. CALENDAR

a. School Calendar 2009-2010
CALENDAR TO FOLLOW FOR ALL SCHOOLS IN THE DISTRICT










   Student         Paid                  Paid









   Days
         Days               Holidays

AUGUST
17-21
MON-FRI
TEACHERS REPORT, PRE-PLANNING (4 DAYS)
6
11


24
MON
FIRST DAY OF SCHOOL FOR STUDENTS

SEPTEMBER
7
MON
LABOR DAY - TEACHER/STUDENT HOLIDAY
21
21
1

OCTOBER
23
FRI
PROFESSIONAL STUDY DAY/STUDENT HOLIDAY
20
22




OR 1ST EMERGENCY MAKE-UP DAY


29
THURS
END OF 1st 9 WEEKS




30
FIR
TEACHER WORK DAY/STUDENT HOLIDAY




OR 2ND EMERGENCY MAKE-UP DAY
NOVEMBER
2
MON
FIRST DAY OF SECOND 9-WEEKS


11
WED
VETERANS DAY-TEACHER/STUDENT HOLIDAY
15
15
1

23
MON
TEACHER NON-WORK DAY/STUDENT HOLIDAY



OR 3RD EMERGENCY MAKE-UP DAY


24
TUES
TEACHER NON-WORK DAY/STUDENT HOLIDAY




OR 4TH EMERGENCY MAKE-UP DAY


25
WED
TEACHER NON-WORK DAY/STUDENT HOLIDAY


26
THURS
THANKSGIVING TEACHER/STUDENT HOLIDAY


1


27
FRI
TEACHER NON-WORK DAY/STUDENT HOLIDAY
DECEMBER
18
FRI
LAST DAY OF CLASSES - WINTER BREAK
14
14

21-31
MON-THU
WINTER BREAK TEACHER/STUDENT HOLIDAY


1

JANUARY
1
FRI
WINTER BREAK TEACHER/STUDENT HOLIDAY
18
19
1

4
MON
CLASSES RESUME


18
MON
MARTIN LUTHER KING, JR. DAY TEACHER/STUDENT HOLIDAY

1


22
FRI
END OF 2ND 9 WEEKS


25
MON
TEACHER WORK DAY/STUDENT HOLIDAY


26
TUES
FIRST DAY OF 3rd 9 WEEKS

FEBRUARY
19
FRI
RODEO DAY

19
19



TEACHER NON-WORK DAY/STUDENT HOLIDAY

MARCH





23
23
APRIL
1
THURS
END OF 3RD NINE WEEKS
16
17


2
FRI
TEACHER WORK DAY/STUDENT HOLIDAY


5-9
MON-FRI
SPRING BREAK





12
MON
CLASSES RESUME – START OF 4TH  9 WEEKS

MAY
21
MON
TEACHER NON WORK DAY/STUDENT HOLIDAY
20
20
JUNE
10
THRUS

LAST DAY FOR STUDENTS-END OF 4TH  9 WEEKS
8
9

11
FRI
POST-PLANNING LAST DAY FOR TEACHERS






          _________________________________________________








180
190
6

b. Dates for Progress Reports and Report Card




Progress Reports

Report Cards




September 24, 2009

November 12, 2009



December 9, 2009

February 4, 2010



February 26, 2010

April 21, 2010



May 11, 2010


June 23, 2010
12. CELL PHONE USE

At no time should a teacher use or have their cell phone turned on during class time – this includes the use of headsets, including Bluetooth headsets. In emergency situations, ANY exceptions must be cleared through administration. At no time may a teacher or staff member wear a Bluetooth during the school day.
Cell Phone Use – Student

Student possession of cell phones at New Dimensions High School is allowable subject to the following rules and regulations.
All cell phones must remain turned off and IN book bags, purses or in vehicles. Students are not to have cell phones in their possession during the academic day. 

Students shall be personally and solely responsible for the security of their cell phones. Students may use cell phones before 9:00AM and after 4:00PM, as long as they do not create a distraction or a disruption. A student may possess a cell phone on school property, at after school activities, and at school-related functions, provided that during school hours the cell phone remains off, concealed and secured in book bags or vehicles during the academic day. 

13. CHILDREN OF EMPLOYEES

During the workday employees shall make arrangements for their children (other than our own students) away from the employee’s place of employment. The Administrators shall deal with emergencies. ANY exceptions must be cleared by Administration.
14. CLASSROOM CARE

a. It is your responsibility to keep classrooms neat, attractive, and suitable as a good educational environment (this includes computers and teacher desk). Please follow these procedures:

i. Shut and lock all windows (but never block windows), turn off lights and lock doors when you leave.
ii. Pay attention; do not allow writing on desks and other places in the classroom. Immediately report any vandalism. Do not allow students to touch window blinds.
iii. Actively participate in our efforts to reduce costs by setting all thermostats at 78 degrees at the end of the work day and no lower than 72 during the day.

iv. DO NOT allow students to tamper with thermostats. It is your responsibility to ensure that the temperature remains at 72 degrees or higher.
v. FOOD AND DRINK IS PROHIBITED IN CLASSROOMS DURING TEACHING PERIODS.

vi. Teachers may not have refrigerators or microwaves in classrooms or closets.
vii. You are responsible to immediately report any broken/damaged or vandalized furniture or equipment in your classroom inventory. Please do not allow students to sit on top of furniture. Abuse will not be tolerated. Get prior administrative approval before discarding school property.

viii. Do not use staple guns or damaging tacky ‘stuff’ on walls.

15. CODE OF ETHICS

a. The Code of Ethics of the Education Profession in Florida

i. The Educator values the worth and dignity of every person, the pursuit of truth, devotion to excellence, acquisition of knowledge, and the nurture of democratic citizenship. Essential to the achievement of these standards are the freedom to learn and to teach and the guarantee of equal opportunity for all.  

ii. The educator's primary professional concern will always be the student and for the development of the student's potential.  The educator will, therefore strive for professional growth and will seek to exercise the best professional judgment and integrity.

iii. The educator will be aware of the importance of maintaining the respect and confidence of one's colleagues, of students, of parents, and of other members of the community, the educator strives to achieve and sustain the highest degree of ethical conduct.   

iv. The following disciplinary rule shall constitute the Principles of Professional Conduct for the Education Profession in Florida. Violation of any of these principles shall subject the individual to revocation or suspension of the individual teacher's certificate, or the other penalties as provided by law.  

b. Obligation to the Student

Obligation to the student requires that the individual:

i. Shall make reasonable effort to protect the student from conditions harmful to learning, health, or safety.

ii. Shall not unreasonably restrain a student from independent action in pursuit of learning.

iii. Shall not unreasonably deny a student access to diverse points of view.  

iv. Shall not intentionally suppress or distort subject matter relevant to a student's academic program.

v. Shall not intentionally expose a student to unnecessary embarrassment or disparagement.  

vi. Shall not intentionally violate or deny a student's legal rights.   

vii. Shall not harass or discriminate against any student on the basis of race, color, religion, sex, age, national or ethnic origin, political beliefs, marital status, handicapping condition, sexual orientation, or social and family background and shall make reasonable effort to assure that each student is protected from harassment or discrimination.

viii. Shall not exploit a relationship with a student for personal gain or advantage.  

ix. Shall keep in confidence personally identifiable information obtained in the course of professional service, unless disclosure serves professional purpose or is required by law.  

c. Obligation to the Public

Obligation to the public requires that the individual:

i. Shall take reasonable precautions to distinguish between personal views and those of any educational institution or organization with which the individual is affiliated.

ii. Shall not intentionally distort or misrepresent facts concerning an educational matter in direct or indirect public impression.  

iii. Shall not use institutional privileges for personal gain or advantage.  

iv. Shall accept no gratuity, gift, or favor that might influence professional judgment.  

v. Shall offer no gratuity, gift, or favor to obtain special advantages.   

d. Obligation to the Profession

Obligation to the profession of education requires that the individual:

i. Shall maintain honesty in all professional dealings.

ii. Shall not on the basis of race, color, religion, sex, age, national or ethnic origin, political beliefs, marital status, handicapping condition if otherwise qualified, or social and family background deny to a colleague professional benefits or advantages or participation in any professional organization.  

iii. Shall not interfere with a colleague's exercise of political or civil rights and responsibilities.

iv. Shall not intentionally make false or malicious statements about a colleague.

v. Shall not use coercive means or promise special treatment to influence professional judgments of colleagues.

vi. Shall not misrepresent one's own professional qualifications.

vii. Shall not submit fraudulent information on any document in connection with professional activities.  

viii. Shall not make any fraudulent statement or fail to disclose a material fact in one's own or another's application for a professional position.

ix. Shall not withhold information regarding a position from an applicant or misrepresent an assignment or conditions of employment.   Shall provide upon the request of the certified individual a written statement of specific reason for recommendations that lead to the denial of increments, significant changes in employment, or termination of employment.

x. Shall not assist entry into or continuance in the profession of any person known to be unqualified in accordance with these Principles of Professional Conduct for the Education Profession in Florida and other applicable Florida Statutes and State Board of Education Rules.  

xi. Shall report to appropriate authorities any known allegation of a violation of the Florida School Code or State Board of Education Rules as defined in Section 23l.28(1), Florida Statutes.  

xii. Shall seek no reprisal against any individual who has reported any allegation of a violation of the Florida School Code or State Board of Education Rules as defined in Section 231.28(1), Florida Statutes.  

xiii. Shall comply with the conditions of an order of the Education Practices Commission imposing probation, imposing a fine, or restricting the authorized scope of practice.  

xiv. Shall, as the supervising administrator, cooperate with the Education Practices Commission in monitoring the probation of a subordinate.   

e. Use Common Sense and Professional Judgment to Avoid Legal Complications in Teaching

i. Interaction with Students

(a) Maintain a professional barrier between you and students. You are the adult, the teacher and the professional; act like the expert not like another one of the kids.
(b) Keep the classroom door open when talking with a student.
(c) Refer students to the appropriate resource person for counseling and/or discussions about personal matters.
(d) Do NOT flirt with students.
(e) Do NOT discuss your personal life or personal matters with students.
(f) Do NOT discuss your husband/wife, boyfriend, dates or controversial issues with students.
(g) When transporting students, coordinate transportation ahead of time, and use school or mass transportation if possible. If necessary, call a taxi for the student. If you must transport a student in your vehicle, ask a co-worker to accompany you.
(h) Avoid leaving your students unsupervised, have an alternate plan of action.
(i) Keep your hands and other parts of your body to yourself.
(j) Use verbal praise and reinforcement.

f. Know NDHS policies, and district and state laws governing corporal punishment.
g. Establish and follow a consistent behavior plan. Treat all students with respect.
h. Know the students' rights.
i. Chaperone only school sponsored functions.
i. Do NOT socialize with students.

ii. If you chaperone a field trip, put in writing what your responsibilities will be.

iii. DO NOT take children home with you.

j. Do NOT telephone students or write personal notes to students.
k. Record Keeping and Accounting Procedures

i. Know the laws, school policies, and school rules and follow them.
ii. Know your rights.
iii. Know your director’s policies and district and state laws regarding collecting money, purchasing materials and equipment and follow them.
iv. Work in pairs when collecting large amounts of money.
v. Establish a policy regarding your grading system. Give a written explanation of it to students and parents at the beginning of the year or when they begin your class or unit of instruction.
l. Reputation in the Community

i. Keep your co-workers and supervisors informed; work and communicate as a team; plan and teach together.
ii. Communicate with parents and document your communication.
iii. Dress and act appropriately but professionally. You are a role model in the community as well as in the school; be a good example for students.
iv. Use common sense and good judgment. Ask yourself how someone else could perceive your comments or actions. Ask yourself if your comments or actions could be taken out of context and/or misinterpreted.
v. Avoid putting yourself in a position where you have to defend, explain, or justify your behavior or actions.
vi. Avoid putting yourself in a position where it's your word against another person's word.

vii.  Maintain a professional reputation in the community. When you party, be discreet.

viii.  Direct all media contacts to Jackie Grimm or Tina Cafiero.
ix. All requests for interviews must be cleared with an administrator.

16. COMMUNITY RESOURCE PEOPLE (OASIS)

a. Should you wish a guest speaker for your class, contact Thalia Rijos (OASIS coordinator).
b. If you know a person qualified to speak on an interesting subject, please notify the OASIS coordinator.

17. CONFERENCES

a. Conferences with parents may be arranged by contacting the office or by the individual teacher.

b. Please remember this conference is to discuss only the student involved.

c.
Parent conferences are a priority to all other activities. It is our pledge to be pro-active with our parents. If you are unable to attend conferences, please provide parents with written feedback and notify administration that you will not be able to attend.
18. DANCES

a. Administrative approval must be given for all dances.

b. Teachers need to check the school calendar for open dates, and clear the date with Dr. Grimm.

i. Turn in a list of the chaperones to Dr. Grimm prior to 10 days of the event.

ii. Arrange for police security if required.

c. Final approval for the dance will be required ten (l0) days prior to the event.

d. If recommended procedures are not followed, the dance will be canceled.

e. School dances will be open only to students enrolled at New Dimensions High School or students approved by the chaperones or the Director at all campus events. A form is required of students not attending NDHS.
f. All guests at Proms or other dances must be under 2l years of age.

g. It is required that campus dances conclude by 12:00AM. Extended hours may be granted with permission of an administrator.

h. It is required that the smoking policy be strictly enforced.  THERE WILL BE NO USE OF TOBACCO PRODUCTS.
19.  DISCIPLINE

a. Post a list of class rules in your room.

b. Teachers are responsible for correcting violations of discipline policy at any time, anywhere.
c. Remember the NDHS School Board Code of Student Conduct.
d. Don't let discipline problems advance to the higher levels of misconduct before you seek assistance.

e. Referring students to the office - NO STUDENTS SHOULD BE REFERRED TO THE OFFICE UNTIL THE TEACHER HAS EXHAUSTED ALL MEANS TO CORRECT THE PROBLEM.

f. All office referrals MUST be correctly made on a DISCIPLINE REFERRAL FORM.
g. NO STUDENTS ARE TO BE SENT JUST TO SIT IN THE OFFICE.
h. Teachers are requested to thoroughly complete the discipline referral form, indicating the appropriate grade, the date, and time of the offense. The action taken by the teacher prior to this referral will assist those processing the referral to complete the disciplinary action in a timelier manner. The correct student ID# is essential for timely handling of each referral.

i. Please make sure that all information reported on referrals is accurate and pertains only to the situation.  DO NOT include personal opinions and/or derogatory opinions about students.
j. Sample Discipline Models

Infraction     
Person
Procedures


Records

LEVEL IV:

Class Disturbance   Teacher
1.  Verbal Reprimand
   

Failure to obey


2.  Assignment related

Record in 

     to offense


roll book

3.  Detention

Repeated
Teacher

1.  Parent Contact
  

Date of

2. Withhold privileges

call

3.  Detention
Date assigned

Uncorrected
Referral

1.  Admin.  Reprimand 

Feedback 

2.  Admin.  Detention

on to

3.  Counseling  


referral

4.  Parent Contact


from Admin.

to teacher

Dishonesty
Teacher

1.  Loss of credit

2.  Parent Contact
 

Date of call

Dress Code
Teacher

Referral to Admin.

1.  Correct dress

2.  Parent Contact


3.  Time out/detention/ suspension

Profanity  or
Teacher

1.  Verbal Reprimand

Record

Abusive Language

2.  Detention
  

Date

(not at staff)


3.  Parent Contact
  

Date

4.  Loss of Privileges

Uncorrected
Teacher
 
Referral

  

Actions

Admin.

1.  Admin.  Reprimand

2.  Parent Contact

3.  Detention/suspension

LEVEL III:


Teacher

Referral

Admin.

1.  Admin. Reprimand/Counseling

2.  Parent Contact

3.  Detention/suspension

Possession of Hats, Teacher
1.  Confiscate item from student

"Walkman", other

2.  Turn in to Admin. with referral

prohibited items
Admin.

1.  First offense-return end of day

2.  Repeated -return end of term; possible suspension.

Level I/II:


fighting,

Teacher

1.  Intervene to protect students

Assault,



2.  Notify administration immediately
Vandalism,


3.  Prepare written incident report

dangerous items
Admin.

1.  Investigation

2.  Parent Contact

3.  Police/agency contact

4.  Suspension/expulsion

k. Assault/Threats

Any teacher who has suffered an assault on the job should immediately report the incident to the administration and give a written statement.


Any teacher who is aware of any written or verbal statement that eludes to harm to oneself, others or the safety of the school, MUST report incident to administration IMMEDIATELY! A formal written statement must follow. 

l. Corporal Punishment

Corporal punishment shall not be administered.

m. Detention
i. Teachers may require individual students to remain at school beyond the regular school dismissal time.  If students cannot remain on the day requested, they may be required to arrange for late dismissal the following afternoon.

ii. Issue a teacher detention form and have the student sign the form indicating they have received notice of detention.  

iii. Save the teacher copy for future parent meeting documentation.  (This is governed by FL State Statute.)
iv. NOTE:  Student MUST SIGN detention slip.  If they refuse, make notation and give them the copy.
n. Dismissal of Classes

i. Students are to be dismissed by the teacher.   Dismiss classes as rapidly as possible at designated times.  

ii. DO NOT DISMISS ANY CLASS EARLY.

o. Due Process 

Students are entitled to "Due Process", which means they have the right to prepare a written response to a teacher referral, and based on the nature of the complaint, have a hearing with the teacher and witnesses.

p. Teachers in Hallways 

i. WHEN THE PERIOD IS OVER, TEACHERS ARE EXPECTED TO MOVE TO THE DOOR WHILE CLASSES ARE PASSING.  In doing so, the teacher can control both the students in the room and those passing in the halls.  At NO TIME should students be in a room without teacher supervision.

ii. Teachers are expected to deal with infractions of conduct when they occur.

20. DRESS CODE – STUDENT

a. NDHS takes pride in the appearance of its students. Good grooming often equates to good conduct and academic achievement. All students are expected to dress and groom themselves neatly in clothes that are suitable for school activities in accordance with the NDHS Dress Code.

i. Caps, Hats, Bandannas, Headbands, Hoods, and "Walkman” devices are not to be brought to or worn on campus. Faculty and staff will confiscate these items. (It is your responsibility to secure these items and give them to administration.)

ii. Shirts, Blouses, Sweaters

(a) That display words, phrases, pictures, etc., that give reference to profanity, sex, alcohol, drugs, racial slurs, Satanism, etc. are forbidden.

(b) They must cover the midsection area, and be tight fitting under the arms.  

(c) Tank tops with loose fitting armholes are not acceptable.
(d) Cut-offs and bare midriffs are forbidden.
(e) Tops that are back-less, strapless, or with thin straps less than 2" wide are forbidden.
(f) No see-through blouses unless a camisole or slip is worn underneath.

(g) Mesh tops are inappropriate unless a regular shirt/blouse is worn underneath.

iii. Shorts, Skirts, Dresses 

(a) Must not be shorter than the end of the student’s finger tips.

(b) Must not be skintight.

(c) No see through unless full slip is worn.

iv. Shoes

Must be worn at all times. Slippers or house shoes are not permitted.

v. General

(a) No Spandex garments.

(b) Leggings (tight fitting) are not to be worn as pants.

(c) Cut up pants, shorts, shirts, skirts are forbidden.

(d) No sunglasses may be worn inside the building.

(e) Leotards or body suits may not be worn as outer garments.
(f) Pants waistbands worn across the buttocks are forbidden.

(g) Low cut dress tops, sweaters, blouses, shirts are not allowed.

(h) Appropriate personal hygiene (bathing, shampooing, laundering, use of deodorant & mouth wash) is appreciated.

(i)
No garment that can be interpreted as pajamas may be worn.

b. NOTE:  The administration reserves the right to determine what inappropriate dress is.

c. Students who are inappropriately dressed for school must change into appropriate clothing. After the first warning, the student will receive detention. Parent/Guardian may be called and asked to bring appropriate clothing or take the student home to change clothes.

d. TEACHERS AND STAFF ARE TO OBSERVE STUDENTS FOR DRESS CODE VIOLATIONS AND WRITE REFERRALS TO THE OFFICE.

e. Violation of Dress Code may result in reprimand, detention, or suspension from classes.  Third dress code violation will result in student wearing school T-shirt or NDHS polo shirt with khakis or jeans for remainder of term.

21. DRESS CODE - FACULTY & STAFF

a. In order to maintain the integrity of the school, we require that the faculty and staff dress professionally. If we set our standards high, students will follow the lead.

b. Certainly no jeans, shorts, or sloppy tee shirts or sloppy shoes will be permitted.

22. DUTY ASSIGNMENTS (AM/PM)

a. Duty is a shared responsibility. A duty roster will be completed on which assignments will be made as fairly as possible. It is the responsibility of teachers to keep track of their assigned duty.
b. IT IS ALSO THE RESPONSIBILITY OF TEACHERS TO GET A SUBSTITUTE IF UNABLE TO SERVE THEIR DUTY.
c. Duty Areas are as follows:

i. Bus Duty Post (A.M.) This person's responsibility is to supervise bus loading & unloading.  If a bus driver turns in a bus referral, this must be submitted to Dr. Grimm immediately. ALL teachers should report to the bus duty in the afternoon.
ii. Cafeteria (A.M.) Teacher must be located inside the cafeteria. This duty involves the supervision of students' proper behavior in the cafeteria (including the disposal of left-over foods and garbage.) Duty concludes with escorting students out of the cafeteria at the designated time. If misbehavior occurs, an office referral must be written and submitted to the administrator.  

iii. At the end of the day, it is appreciated if teachers can lock their classroom doors and escort students to the front of the school.

iv. NOTE: (See Duty Roster in Appendix.)

(a) A.M.  duty begins at 8:45AM

(b) Lunch duty begins at lunch dismissal
(c) P.M.  duty begins at 4:00PM.
23. ELECTRONIC COMMUNICATIONS


In an effort to reduce paper waste, it is imperative that NDHS emails be checked on a regular basis.
24. EMERGENCY PROCEDURES

a. Consult Emergency Handbook which should remain in the folder box near your phone. 

b. Responsibility of the teachers

i. Assist and cooperate with the directors in the development and use of fire exit or emergency evacuation plans.

ii. Effect and lead a prompt and orderly evacuation of class by having full control of all pupils; prevent talking, pushing or other behavior detrimental to orderly evacuation. Close all windows and doors leaving them UNLOCKED.  

iii. All lights should be turned off.

iv. Make sure that you take your roll book, keys, and other valuables (you may not be allowed back in the building) and take attendance in holding area.  

v. Encourage students with purses to take their valuables with them.

vi. Supervise and assist in the evacuation of any physically handicapped pupils.

vii. Be thoroughly acquainted with the use of fire alarms, exit facilities, and fire extinguishers.

viii. Thoroughly acquaint each pupil with procedures to be followed in the event evacuation routes are needed.  Students should be made aware of the locations of fire alarms, types of alarm signals and emergency procedures.

ix. Teachers will stay with and supervise students until all clear signal.
x. Keep students as far from nearest structure as possible.

c. Bomb Threat Procedures

i. The signal for a bomb threat will be the regular fire drill alarm. A call will be made to report the matter to the Kissimmee Sheriff’s Department, and Fire Department. We will evacuate the building in the same manner as a fire drill.  

d. Fire Drill Procedures

i. Each room is to have emergency evacuation plans posted near each exit door. If this is missing or out of date, notify administration immediately.
ii. Roving teachers should make personal notations regarding fire drill procedures in the various rooms that they occupy, as procedures change from room to room.

e. Tornado Drill

i. In the event of a tornado, we will use runners to communicate. Students should move to interior hallways.

ii. Have students be seated and at command of teacher assume the protective position (crouch face down, draw knees up under and cover the head with hands).

EMERGENCY DRILLS WILL BE HELD PERIODICALLY DURING THE SCHOOLYEAR.  Please read the Emergency Manual Carefully.

25. ESOL TUTORING REFERRAL

English for Speakers of Other Languages referrals are to be used when special delivery, review or assistance is needed for these students. Please leave all advising to the administration. 
26. EXTRACURRICULAR ACTIVITY ELIGIBILITY

a. Freshman and sophomores will not be permitted to compete in extracurricular activities if they do not have a cumulative 2.0 grade point average.
b. Those students must have maintained a 2.0 average in the grading period immediately preceding their current sport.

c. In addition, they must bring their cumulative GPA up to a 2.0 by their junior year to remain eligible.
d. All juniors and seniors must have a 2.0 GPA to participate.

27. FACULTY AND DEPARTMENT MEETINGS

All Teachers are expected to attend all meetings on time.

28. FIELD TRIP POLICIES

a. Requests for field trips must be submitted and approved by Dr. Grimm thirty (30) days prior to the date of the trip. Final approval will be made after completion of the field trip request form.

b. NO FIELD TRIPS DURING THE LAST FIFTEEN (15) SCHOOL DAYS OF EACH TERM WILL BE APPROVED.

c. No food will be brought back to campus.

d. IF A FIELD TRIP RETURNS EARLY, STUDENTS AND ADVISORS WILL ASSEMBLE IN THE CAFETERIA UNTIL TIME FOR DISMISSAL or class change.

e. A field trip student roster will be given to Mrs. Rijos by the sponsor, a week prior to leaving.

f. The teacher will turn in to the administrator's office an updated list of those students not going on the field trip PRIOR TO LEAVING SCHOOL GROUNDS.

g. Teachers have the right to recommend to the sponsor that students not participate on a field trip.  If ONE teacher denies participation (excluding FHSAA sanctioned events) the student is not to go.

h. Sponsors are responsible for notifying teachers of student’s attendance on field trips.

i. Sponsors are responsible to remain until the last student is picked up.
j. NOTE:  Field trips must conform to School and State Policy.

k. ALL students must wear a NDHS school T-shirt or NDHS polo shirt during all field trips.

29. FINANCIAL PROCEDURES FOR INTERNAL ACCOUNTS

a. Purpose

School Internal Accounts consist of all non-appropriated funds handled by the school, from whatever source, and for whatever purpose.

b. Activity Account Reconciliation

i. Will be printed out monthly on individual club accounts.   

ii. They will be placed in your box.

iii. They reflect receipts, disbursements, and transfers for the month.
iv. Please review carefully, sign, and return. The auditors require that we keep the reports on file with your signature of approval.

c. Cash boxes and Tickets

i. Any club, department or organization having any type of school function such as dances, etc., must obtain tickets and a cash box at least 2 or 3 days prior to the event.  
ii. The sponsor and/or club members must sell all tickets sold in advance of an event from one location within the lunch area ONLY during lunch hours. Sponsors are responsible for completing ticket reports. You may NOT send/allow students to go from door to door during class time to sell of promote tickets.
d. Inventory

i. Equipment received by the school must be recorded with the school. This includes furniture and equipment received from instructional budget funds, internal accounts, fees, or as gifts.
ii. All must be recorded and issued a number for inventory purposes.
iii. PLEASE DO NOT REMOVE any property recorded item from your room without proper paper work on file.

e. Mail

i. All outgoing mail must be identified by club or department before being mailed.
ii. Mail not identified will not be mailed.
f. Personal Checks and Change

i. The school will NOT cash personal checks.
ii. Do not send students for change.

g. Purchases

i. A teacher or sponsor of a school activity shall not incur any expense or liability without first securing written approval of the Director in the form of a purchase order.

ii. ANY PURCHASE MADE WITHOUT OBTAINING AN APPROVED PURCHASE ORDER PRIOR TO ORDERING GOODS OR SERVICES WILL BE THE RESPONSIBILITY OF THAT PERSON MAKING THE PURCHASE.
iii. DO NOT TURN PURCHASE ORDER IN WITH INVOICE AFTER MERCHANDISE IS RECEIVED.
iv. The school will not be responsible for unauthorized purchases.

v. Upon receiving the items purchased, an invoice or receipt must be obtained and returned as soon as possible.
vi. You will then be asked to approve payment and the bill will be paid.
vii. Any sales receipt from a local store is the invoice. (Wal-Mart, K-Mart, Publix).

viii. Any paperwork not properly filled out will be returned to you, which will delay the process of approval.
ix. Remember if a P.O. totals more than $1,000.00 you must obtain three phone quotes. An administrator must also sign it.
x. MAKE SURE YOUR SIGNATURE AND ACCOUNT NUMBER ARE ON THE PURCHASE ORDER.
xi. Please request checks at least two days prior to needing them or they are not guaranteed to be ready.
h. Receipts
i. Numbered receipts MUST be issued to students when monies are collected for anything over $3.00. (Examples:  ring deposits, yearbook deposits, field trip deposits, supply deposits).
ii. You do not need to receipt students if you are providing a product when you collect the money.
iii. Please remind students to keep their receipts and give them the white copy.
iv. Receipt books must be turned in at the end of each year.
i. Report of Monies Collected

i. Filled out in duplicate when depositing monies. Include the following:

(a) Account number/name to insure proper crediting.
(b) List all students’ names and receipt numbers.
(c) List all checks (last name and check number).

ii. Make sure your signature is on form.

iii. Make sure you have noted collection source (car wash, sale, gate receipts).

iv. Note all donations over $10.00.

v.  All clubs or organizations are responsible for counting/rolling their own monies before depositing.
vi. Do not send students with deposits!
vii. Teachers must deposit all monies collected on a daily basis. Monies lost or stolen from teacher’s possession (room, desk, pocketbook, etc.) are the responsibility of the teacher.

j. Student Activity Operating Report

i. (Fund Raising Application and Financial Recap Application)  This form was drafted for use by school clubs, classes and organization participating in resale activity limited to a specific item such as candy sale, merchandise sale, etc.

ii. Each club, class or organization must obtain one of these reports before beginning their sales activity; and at the conclusion of their sales, turn in the report to Dr. Grimm.

iii. The purpose of this form is not intended to limit campus re-sales, but to establish accountability for items purchased for resale that represent an investment of student funds and have the same status as cash.

k. Supplies

i. Supplies must be requested on Supply Requisition Forms. Submit requests to Mrs. Rijos. 
ii. All forms (P.O., Monies Collected, etc.) can be requested on Supply Requisition. Please see Mrs. Rijos.
30. GRADING AND REPORTING

a. All teachers are required to follow the state grading policy as given below.  

GRADE
PERCENT
GRADE POINT  
DEFINITION

A       

90-100 
4

Outstanding progress

B       

80-89
3

Above average 

C       

70-79
2

Average progress

D       

60-69
1

Lowest acceptable 

F        

0-59
0

Failure

I        

0
0

Incomplete
b. Credits will be awarded at the end of each term.

c.  When a semester exam is given, each of the nine weeks grades shall count 40% and the exam grade shall count 20% of the final grade, and the total shall be divided by five (5).

d. New Dimensions High School may calculate grades based on 80% class work 20% exam per 9-week class. 
e. Final exams must be comprehensive and ONLY given during the designated time period. 


f. IF AN I (INCOMPLETE) IS RECORDED ON A REPORT CARD, THE REQUIREMENTS FOR WHICH THE INCOMPLETE WAS ASSIGNED MUST BE SATISFIED WITHIN TWO WEEKS OF THE ISSUANCE OF THE REPORT CARDS OR THE I BECOMES AN F.  

g. The teacher must submit a grade to Mrs. Rijos as soon as student satisfies the requirements.  

h. NO STUDENTS WILL RECEIVE “F” GRADES UNLESS PROGRESS REPORTS HAVE BEEN SENT HOME TO PARENTS IN A TIMELY MANNER AND TEACHERS HAVE COMMUNICATED WITH PARENT. You must notify parents of this probability as soon as you are aware that the child is failing your class. In addition, you must recommend what the child should do to avoid this situation. You should make a note of this communication to the parents/guardians for future reference.
i. IT IS REQUIRED THAT THE TEACHER SCHEDULE PARENT CONFERENCES OR CALL PARENTS OF STUDENTS IN DANGER OF FAILING OR GRADES ARE DROPPING. If you fail to communicate this to the parents/guardians, the impending failure (the F) may be voidable.
j. A copy of the progress report, signed by the student will be given to Mrs. Rijos to be filed in student folder. Fourth period teachers are responsible for making sure that all students turn in a progress report.

k. All teachers will keep their grades on Engrade, a web-based program at http://engrade.com/home-teachers.php . This web site must be current at all times. See Dr. Grimm for more help.
31. HEALTH REFERRAL

a. Students with handicaps or medical disabilities are required to have evidence of these problems filed with Mrs. Rijos. This information is available to teachers upon request.
b. Any time you suspect a student is in need of medical attention, notify Mrs. Rijos.  

c. If this handicap is such that the student cannot perform in your class, notify Dr. Grimm.
32. HUMAN DIGNITY POLICY

a. The administration and staff of New Dimensions High School, recognizing that we are a multi-racial, multi-ethnic, multi-lingual school, believe it is part of our mission to provide a harmonious environment in which RESPECT for the diverse makeup of the school community is promoted.
b. Consequently, NDHS will not tolerate behavior by students, faculty and staff which insults, degrades, or stereotypes any race, gender, handicap, physical condition, ethnic group, country of origin, language, or religion.

c.
Respect students’ right to privacy. Do not allow students or other people (to include your own children or relations) to grade student tests, homework, etc. No student may view a teacher’s roll book or grade reports.

33. JURY DUTY

a. School employees, when called for jury duty, shall be considered on temporary duty elsewhere and shall receive pay for the time while on jury duty. The form "leave of absence" must be filed along with a copy of your summons.
b. Forms may be secured from the Administrative Assistant.

34. LEAVE REQUESTS

a. Teachers requesting or needing a sick day or a personal leave day must submit the request in writing to Dr. Cafiero five days prior to requested date. Failure to do so may result in loss of pay.

b. No leave will be approved before protected days such as holidays and weekends.
c. It is the teacher’s responsibility to make sure that all lesson plans are on file and the substitute is in place for the day(s) absent.

35. LESSON PLANS

a. Teachers are provided with a lesson plan template for detailed planning. The template must be used when submitting lesson plans.
b. Teachers will be required to submit these plans ELECTRONICALLY to Dr. Cafiero and Ralph Barrett the Friday for the upcoming week. (A letter of reprimand from Dr. Cafiero will be issued on the third failure to submit plans on the designated due date.)
c. These plans should be the guideposts of the teaching program--not to be considered as inflexible, but necessary because planning sufficiently ahead results in more effective teaching.
d. Teachers who are having problems with lesson plans should confer with Ralph Barrett. See Lesson Plan Template.
e. Lesson Plans/Homework Assignments and grades must be posted weekly/daily on “ENGRADE.com” web page at http://engrade.com/home-teachers.php .  See Dr. Grimm for help.

36. LUNCH

a. Teacher's lunch period is part of the seven hour and thirty minute day.   

b. Teachers MAY NOT LEAVE campus for lunch.  Any arrangements other than the above must be made with the director.
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33.  
MEDICAL EMERGENCIES

a. In case of medical emergency the following information should be given to Dr. Cafiero or Dr. Grimm:

i. Your name

ii. Room number or location

iii. Student's name

iv. Type of injury or illness

v. Equipment needed, i.e., wheelchair, splints, etc.

vi. Ambulance needed and a RAPID RESPONSE is needed, i.e., non-breather, severe bleeding, heart attack, stroke.

b. A list of CPR qualified staff members will be distributed and posted.  (Please give your name to Dr. Grimm for the record if you are certified.)

34.  
OFFICE REQUEST – STUDENT

a. When the administration needs a student, a pass will be given to the teacher.
b. The pass will be checked to indicate the time the student is needed.
c. When the student leaves the office, the departure time will be indicated on the pass and be signed by the person requiring the student.   This should be given to the teacher when the student returns to class.

d. Teachers should not mark students absent from class when requested by the office.

35. PAY DAY/PAY CHECK
a. Teachers and staff are paid twice monthly, on the 15th and the last day of the month. Checks are distributed the day before if these dates fall on a weekend or holiday. 

b. Teachers are paid 24 pay checks, no exceptions. If teacher or staff is not returning the next year, the final check will be June 30 and the balance of pay will be issued on June 30 as a separate check.
c. Please do not ask for checks in advance. These requests will not be honored.

d.
Pay checks will be deposited after 2:00PM on payday.

36.  
PASSES 

a. NO student should leave your classroom without a pass. Teachers are encouraged to limit student's request for passes.
b. Reminder:  ONE STUDENT PER PASS.
c. Passes are to be written in students’ planners. 
d. Passes to telephones, soda or snack machines are prohibited.
e. Please check passes when students return to class.

37.  
PROGRESS REPORTS

Progress reports will be distributed twice a semester by the first period teacher. Please have students complete all student, subject and teacher information. The students will bring their progress report to each teacher who, in turn, will complete the report for that class. The last period teacher will complete the report, have the student sign the report and give only the WHITE copy to the student. The YELLOW copy to Mrs. Rijos. 

WHAT IF A STUDENT FAILS TO SUBMIT A PROGRESS REPORT TO ME DURING 4TH PERIOD?

If a student in your 4th period class fails to submit a progress report, submit a referral or a list of names to Dr. Grimm. It is very important that there be a progress report on file, therefore we must do this follow-up procedure. This constitutes destruction/loss of school property as indicated on page 4 in the student handbook.

WHAT IF A STUDENT BRINGS AN INCOMPLETE PROGRESS REPORT TO 4TH PERIOD?

If a student’s progress report is incomplete when you receive it 4th period, do not give them a copy. Submit the entire report to Dr. Grimm’s office and he will follow up with that student.
WHAT IF I HAVE A SUBSTITUTE ON DAY OF PROGRESS REPORT?

If you have a substitute on Progress Report Day, there are two choices:

1.
Have all information available so that the substitute can complete the progress report.

2.
If you choose NOT to have the substitute complete the forms, have them write “SUBSTITUTE” on the form.  Any forms with “SUBSTITUTE” on them will be submitted to Dr. Grimm.  Your incomplete forms will be returned to you to be completed upon your return.  If the forms are complete, separate them and follow the directions above.

WHAT ABOUT OJT STUDENTS?

All OJT students are to submit their progress report to their program coordinator prior to leaving campus on progress report day.

BE SURE TO HAVE THE STUDENT SIGN THE PROGRESS REPORT BEFORE GIVING THEM THE WHITE COPY.

38.  
RESPONSIBILITIES

a. Teachers

i. Teachers are under the direction of the Directors for carrying out policies of the NDHS School Board as they relate to the functioning of the school, the classroom, and the immediate contact with pupil and parents.
ii. Teachers have the obligation to report any arrest to the administration within twenty-four (24) hours.  

iii. Teachers are subject to assignment by the school administration for teaching duties and other duties such as lunchroom, hall, clerical, bus, club and any duties required by local or state regulations.  

b. Specifically, the teachers' responsibilities are as follows: 

i. To direct and evaluate the learning experiences of the pupil in both curriculum and assigned extracurricular activities. 

ii. To utilize the Continuous Improvement Model (CIM) in its entirety.
iii. To provide guidance to pupils and to promote their welfare and their proper educational development.
iv. To be responsible for pupil accounting.  (Grade book, attendance, etc.)

v. To maintain liaison with parents.

vi. To maintain a phone log of phone calls made to parents/guardians (this will be turned in at the end of every 4-½ weeks with your lesson plan).  It is also a good idea to email parents whenever possible. Please cc: an administrator when you communicate with a parent using email.
vii. To administer the classroom program in accordance with the school’s philosophy and methodology.
viii. To provide for the care and protection of school property.
ix. To participate in the REQUIRED activities of the faculty such as Open House, Project Night, Awards Night, and Graduation. Please make appropriate arrangements.
x. To cooperate with and participate in the planning and evaluation of the school program.   

xi. To take part in the school in-service program in a manner that is professional and respectable.

xii. To maintain a cordial and workable relationship with all colleagues.

xiii. To supervise students not directly assigned during class changes, before and after school, and during assigned duty.
xiv. To work in teams to develop, implement, and evaluate thematic units that facilitate the Florida Sunshine State Standards.
xv. To be a positive role model and dress professionally.
xvi. To exhibit a PROFESSIONAL appearance. It is suggested that ladies wear dresses, slacks, skirts, blouses and appropriate shoes; and men wear dress slacks, shirts and ties, and socks. Shorts are not considered appropriate classroom attire. Appropriate personal hygiene is recommended and appreciated.
xvii. As role models, PROFESSIONAL teachers and staff recognize the accepted standard of dress is above and beyond that of the Student Dress Code. Exceptions will be made for special field trips, field/activity days, Spirit day (being the last student contact day of the week), non-student contact days, industrial, dance, and PE classes.

xviii. To develop, understand, and implement those instructional delivery systems that will facilitate active student learning.

xix. To maintain a professional portfolio consisting of sample lesson plans, evidence, and professional development goals, etc.

39.  
ROLLBOOK

a. The teacher roll book and the signed Attendance sheets ARE LEGAL DOCUMENTS USED IN COURT AND AUDITS. AS SUCH, THESE DOCUMENTS MUST BE KEPT CURRENT AND ACCURATE AND SAFEGUARDED AT ALL TIMES.

b. ROLLBOOKS/GRADE BOOKS WILL BE INCORPORATED IN THE TEACHER ASSESSMENT PROCESS.

c. Teachers must include their marking code on the front inside cover of grade book.
d. Be sure to signify the date of entry or withdrawal from the class.

40.  
SICK DAYS

a. Teachers receive 10 sick days per year, one for each month worked, August – May. 

b. Teachers are given 4 days in August and 1 each month beginning in December through May for a total of 10 days.

41.  
TEACHERS EXCUSING STUDENTS TO OTHER CLASSES

a. Teachers should not make students late to other classes except for extreme emergencies, such as a late return from a field trip, or accidents in labs.
b. Teachers should honor other teachers' emergency requests one time and any repetition of this should be reported to the administration. Teachers should save all requests or notes of this nature if this becomes a problem.
c. TEACHERS ARE NOT AUTHORIZED TO EXCUSE STUDENTS FROM OTHER CLASSES UNDER ANY CIRCUMSTANCES.
42.  
TEACHER WORK DAY

Teacher's work day is from 8:45AM to 4:15PM which includes a 30-minute paid lunch.

43.  
TEXTBOOK POLICY

a. Instructional materials shall be purchased from the list of materials adopted for state use.
b. Purchase should be made with the expectation of a usable life of hard cover textbooks to be a minimum of five (5) years.  

c. Instructional materials purchased under provision of Florida Statutes, Section 1006.28, are the property of New Dimensions High School and shall be loaned to students who are enrolled in the school.
d. The item(s) loaned shall be checked out through the Media Specialist in the Media Center and are to be returned at the direction of the administration.
e. Each parent, guardian or other person having responsibility for a student to whom materials have been loaned shall be held liable for any loss, destruction, unnecessary damage, or failure to return such material and shall be required to pay for such loss to New Dimensions High School.

f. For purposes of standardization, capital letters are to be used to indicate condition.  

Symbols are: N = new; A = used but excellent; B = good; C = fair; and D = poor.

g. Teacher name and year must appear on inside cover of textbook.
h. Each INSTRUCTOR is responsible for explaining to students the policies and procedures for textbook maintenance and accountability.
i. When a textbook is lost or damaged the instructor is responsible for sending the student to the school media specialist.
j. NOTE: A SECOND BOOK IS NOT TO BE ISSUED UNTIL THE FIRST IS PAID.
k. Teachers are required to hold quarterly textbook checks. It is the teacher’s responsibility to keep a log of textbooks for each class with each student listed along with book number and student signature. Please see resource disk for Textbook log form. 
l. ALL teachers will require that students cover books with a suitable book cover or book sock. It is your responsibility to make sure student keeps book properly covered.
m. Parents will be contacted if students refuse to pay for their book and administrative intervention may result.
n. It is the responsibility of the teacher to collect the necessary amount for lost, destroyed, or unnecessarily damaged textbooks.
o. Such funds will be reported and transmitted to the Director in a manner outlined by law.  

i.  Full purchase price shall be collected for any first year issued textbook that has been lost or destroyed.

ii. Eighty (80) percent of the purchase price shall be collected for any second year issued textbook that has been lost or destroyed.
iii. Seventy-Five (75) percent of the purchase price shall be collected for any third or fourth year issued textbook that has been lost or destroyed.
iv. A sum commensurate with the extent of damage shall be collected for any textbook determined to be unnecessarily damaged.

p. STUDENTS WITH OUTSTANDING DEBTS WILL NOT BE ELIGIBLE TO PARTICIPATE IN EXTRA-CURRICULAR ACTIVITIES, GRADUATION, OR TO RECEIVE OFF CAMPUS LUNCH OR PARKING PERMITS.

44.  
TRANSPORTATION

a. Buses may be used for activity trips, upon prior approval by the Administration. Buses will not be used for any trips other than regular routes without the approval of the Director.

b. Buses may be used for instructional field trips, which will end no later than 4:00P.M., upon prior approval by the Director.

c. Use of school buses shall be confined to the counties adjoining Osceola County and/or a maximum distance of one hundred (100) miles, unless approved by the NDHS School Board.

d.  Expenses for use of school buses for such activities or trips shall be paid by the sponsoring organizations; the Transportation Supervisor determines rates. The rate of pay shall be fixed by the NDHS School Board.
e. Sponsoring organizations and chaperones shall be responsible for the general conduct of students while riding on school buses.
f. All trips shall be properly supervised by at least one (1) adult chaperone for each bus excluding the bus driver.

g. Application for use of school buses for the above purposes must be made to the Director not later than five (5) days prior to the date for the anticipated trip.
h. Parental permission and pre-arranged absence forms are the responsibility of the trip sponsor.
i. Permission forms are to be in the sponsor's possession at all times during the trip.  Pre-arranged absence forms are to be reviewed by the sponsor for eligibility.
j. Vehicles Other Than School Buses

The Director shall not permit school activity trips, instructional field trips, or school-sponsored trips of any kind, in vehicles which are not in proper operating condition, safety-inspected, properly licensed, and insured for bodily injury, liability and for property damage.

k. VANS of any type are not authorized for field trips in the State of Florida.
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