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SECTION I: NEW HAMPTON COMMUNITY SCHOOL DISTRICT GOVERNING
POLICIES

Mission Statement of the New Hampton Community School District

The mission of the New Hampton Community School District is to empower

all students to succeed in a changing world.

Developed in 1990 by school improvement building representatives.

Vision Statement of the New Hampton Community School District
The vision of the New Hampton Community School District and all stakeholders is to create
collaborative partnerships in order to:
o Create opportunities to enhance the individual growth (physical, intellectual,
personal, social, and emotional) and character development of each student.
¢ Provide a school climate that welcomes diversity and fosters caring relationships
based on mutual respect to create a culture of academic learning.
e Utilize district standards to create a research-based framework for learning through
implementation of the lowa Core Curriculum Essential Concepts and Skillsets.
¢ Continually strive for excellence by encouraging and evaluating innovative
practices.
o Effectively utilize all available resources (financial, human, community,
technological and infrastructure).
Developed in 2007-08 by the District School Improvement Team (DSIT). Amended In 2009 by
DSIT.

New Hampton Community School District Student Learning Goals

The New Hampton Community School District, through the diverse learning opportunities it
provides, teaches students to...

read and listen carefully

write and speak clearly

use mathematics efficiently and accurately

locate and use information thoughtfully

work cooperatively

think scientifically, critically, and creatively

model acceptance of diverse cultures and ideas

appreciate the aesthetic qualities of the arts and humanities

use technology effectively

live healthfully

act in accordance with the Six Pillars of CHARACTER COUNTS!sm (trustworthiness,
respect, responsibility, fairness, caring, and citizenship).

e treat others respectfully, regardless of differences

so their lives may be socially productive and personally meaningful.

Developed in January 2000 by the School Improvement Design Team.

The New Hampton Community School District Website
Visit www.new-hampton.k12.ia.us to keep up with
all district and elementary events.
NHE BLOG: nhetimes@blogspot.com



http://www.new-hampton.k12.ia.us/
mailto:nhetimes@blogspot.com

NEW HAMPTON ELEMENTARY SCHOOL

Mission Statement of New Hampton Elementary School: The mission of the New Hampton
Elementary School is to empower all students to succeed socially, emotionally, intellectually,
and behaviorally in a changing world.

Vision Statement of New Hampton Elementary School: All New Hampton Elementary
students will experience success throughout life by establishing positive behaviors and attitudes
consistent with the Six Pillars of Character Counts.

Belief Statements of New Hampton Elementary School:

1.

2.

3.

Social, emotional intellectual and behavioral skills are essential to success in school and
throughout life.
All children and youth can be successful socially, emotionally intellectually, and
behaviorally.
Families, schools, and the community must work together in partnership to ensure the
social, emotional, intellectual and behavioral well-being of children and youth.
Enhancing the family-school-community relationship will create an environment which
nurtures the social, emotional, intellectual and behavioral development for all children.
The Six Pillars of Character Counts enrich the social, emotional, intellectual, and
behavioral development of the students and families of the New Hampton Elementary
School and the communities of the school district.

Developed in 2004 by Elementary Staff

G haracter Gounts!
At HNew SCampion

Elementary

SECTION Il. NEW HAMPTON ELEMENTARY -- INSTRUCTIONAL STAFF




Guidance Counselor
Ms. Nancy Kriener

Elementary Principal
Ms. Linda Kennedy

Elementary Secretary
Ms. Linda Schwickerath

School Nurse Empowerment English Language Learner

Ms. Linda Tiemessen

Preschool

Ms. Cheri Demaray
Ms. Barb Havlik
Ms. Judy Morgan
Ms. Jolene Rosonke

Second Grade

Ms. Jessica Geerts
Ms. Carolyn Nuss
Ms. Dixie Wakeman
Ms. Janet Heeren

Vocal Music
Ms. Shelley Mohling

Literacy Educators
Ms. Sara Baltes

Ms. Joyce Mueterthies
Ms. Kelly Nehl (ELL)
Ms. Amy Newbrough
Ms. Cristy Smith

Ms. Jane Throndson

Technology
Ms. Mary Frese
Mr. Jeremiah Cantu

Media Center
Ms. Suzanne Duneman
Ms. Jeanne Hruska - Para

Ms. Jane Throndson

Kindergarten
Ms. Sue Nosbisch
Ms. Lynn Ries
Ms. Angie Rowan

Third Grade
Ms. Carol Hovey
Ms. Shelly Reicks

Art
Ms. Lexie Kennelly

Physical Education
Mr. Cindy Moore
Ms. Brad Schmitt

Head Custodian
John Bear

Ms. Kelly Nehl

First Grade

Ms. Deb Dietzenbach
Ms. Jamie Eggerichs
Ms. Kim Hennessy

Fourth Grade
Ms. Michelle Hoy
Mr. Dennis Pagel
Ms. Anita Quirk

Extended Learning
Ms. Linda Burgart

Special Education

Ms. Gladys Martin

Ms. Lynette Schwickerath
Ms. Heather Maakestad

FOR A COMPLETE LIST OF NHE STAFF, INCLUDING PARAEDUCATORS, REFER

TO THE ELEMENTARY SITE OF THE DISTRICT WEBSITE.




SECTION I11. DISTRICT AND BUILDING POLICIES

SCHOOL WELLNESS POLICY AND HEALTHY KIDS ACT

Healthy Snacks and Celebrations

In compliance with the School Wellness Policy and lowa Senate File 2425, the Healthy Kids
Act, the New Hampton Community School District encourages healthy food items (foods with
nutritional content) to be served for celebrations and/or snacks. We strive to teach students a
healthy attitude about treats. “When we are hungry and thirsty, it is best to choose healthy items
to satisfy that hunger and thirst.” Celebrations/birthdays happen frequently in the elementary
classroom so we do encourage healthy treats. Food items could include: string cheese, yogurt
products, whole grain granola bars, fresh fruits and vegetables, trail mix, nuts and seeds, dried or
canned fruits, dried cereal, whole grain crackers, and popcorn. Drinks could include fruit juices
and/or water. See Snack Policy on NHE website. District Policy 507.9

Recess

Recess is an important part of the learning process. All children are to go outside during the
recess periods, weather permitting, unless there is a legitimate reason for the child to remain in
the room. If a child needs to stay in for more than two days due to illness or injury, we require a
note from a physician requesting that the child stays inside. Elementary students will be required
to engage in physical activity for a minimum of thirty minutes a day through recess and physical
education class opportunities (SF2425).

ANTI-BULLYING/HARASSMENT POLICY

Initiations, Hazing, Bullying or Harassment

Harassment, bullying and abuse are violations of school district policies, rules

and regulations, and in some cases, may also be a violation of criminal or other

laws. The school district has the authority to report students violating this rule to law
enforcement officials.

Persons or individuals who feel that they have been harassed or bullied should:
Communicate to the accused that the person expects the behavior to stop, if the person is
comfortable doing so. If the person needs assistance communicating with the accused, the
person should ask a teacher, counselor or principal to help.

If the person does not stop, or the person does not feel comfortable confronting the accused, the
student should:
v" tell a teacher, counselor or principal; and
v write down exactly what happened, keep a copy and give another copy to the
teacher, counselor or principal including;
- what, when, and where it happened;
- who was involved;
- exactly what was said or what the accused did;
- witnesses to the harassment or bullying -
- how the person felt; and
- how the accused responded.



Sexual harassment may include unwelcome sexual advances, requests for sexual favors and other
verbal or physical conduct of a sexual nature. Harassment or bullying on the basis of age, color,
creed, national origin, race, religion, marital status, sex, sexual orientation, gender identity,
physical attributes, physical or mental ability or disability, ancestry, political party preference,
political belief, socioeconomic status or familial status includes conduct of a verbal or physical
nature that is designed to embarrass, distress, agitate, disturb or trouble persons when the
behavior
e places the person in reasonable fear of harm to the person’s person or property;
e has a substantially detrimental effect on the person’s physical or mental health;
e has the effect of substantially interfering with the person’s academic/school
performance; or
e has the effect of substantially interfering with the person’s ability to participate in or
benefit from the services, activities, or privileges provided by a school.

Sexual harassment includes, but is not limited to:
e verbal, physical or written harassment or abuse;
e pressure for sexual activity
e repeated remarks to a person with sexual or demeaning implications; and
e the suggestions of or demand for sexual involvement, accompanied by implied or explicit
threats.

Harassment or bullying based upon factors other than sex includes, but is not limited to:
verbal, physical, or written harassment or abuse;

repeated remarks of a demeaning nature;

implied or explicit threats concerning one’s grades, job, etc; and

demeaning jokes, stories, or activities.

Board Policy 103.E5

CORPORAL PUNISHMENT AND PHYSICAL RESTRAINT

School Board Policy 502.7 addresses the issue of corporal punishment and physical restraint.
Corporal punishment may not be used to discipline students. However, reasonable physical
force may be used when the use of such force is deemed essential by a reasonable person for the
purpose of self-defense, the preservation of order, to quell a disturbance threatening others, to
protect school district property, or for the protection of others located on the school district
property. Board Policy 502.7

FIREARM PROHIBITION Code No. 503.6
Students who bring a firearm(s) to school shall be expelled for not less than twelve months and
will be referred to law enforcement authorities. The superintendent shall have the authority to
recommend this expulsion requirement be modified for a student on a case-by-case basis. The
term "firearm™ means:

a. any weapon which will or is designed to or may readily be converted to expel a projectile

by the action of an explosive or any propellant;
b. any type of starter gun, BB gun, or pellet gun;
c. the frame or receiver of any such weapon;




d. any firearm muffler or firearm silencer;
e. any destructive device.
The term "destructive device" means:

a. any explosive, incendiary, or poison gas (e.g. bomb, grenade, rocket, or missile), mine, or
similar device;

b. any type of weapon which will (or can) expel a projectile by the action of an explosive or
other propellant;

c. any combination of parts designed to convert any device into a destructive device.

For purposes of this policy, bringing a firearm(s) to school includes:
(@) On the school grounds during and immediately before or immediately after school hours,
(b) On the school grounds at any other time when the school is being used by a school group,
(c) Off the school grounds at a school activity, function or events, or
(d) In any building area, or vehicle owned, leased, or borrowed by the school district.

A firearm(s) under the control of law enforcement officials shall be exempt from this policy.
The principal may allow authorized persons to display weapons or other dangerous objects for
educational purposes. Such a display shall also be exempt from this policy.

Legal Reference: McClain v. Lafayette County Board of Education, 673 F2d 106 (5th Cir.
1982). lowa Code 279.8; 724 (1993).

Cross Reference:

Approved 8-1-94 Reviewed Revised 12-15-95

EQUAL EDUCATIONAL OPPORTUNITY POLICY Board Policy 401.2

The New Hampton Community School District does not discriminate on the basis of race,
national origin, religion, age, marital status, gender, or disability in its educational program,
activities, or employment policies or practices as required by Title V1 of the Civil Rights Act,
Title IX of the 1972 Educational Amendments, and Section 504 of the Federal Rehabilitation Act
of 1973. The grievance policy and procedures are available from the educational equity
coordinator who is Kelly O’Donnell, 206 West Main, New Hampton, (641) 394-2259.

HUMAN GROWTH AND DEVELOPMENT

The school district provides students with instruction in human growth and development.
Parents may review the human growth and development curriculum prior to its use and have
their child excused from human growth and development instruction. Parents should contact the
principal if they wish to review the curriculum or to excuse their child from human growth and
development instruction. Board Policy 603.5E1, 603.6

MULTICULTURAL AND GENDER FAIR EDUCATION

Enrolled students have an equal opportunity for a quality public education without
discrimination, regardless of their race, creed, gender, marital status, national origin, ability or
disability. The educational program is free of such discrimination and provides equal
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opportunity for the participants. The educational program fosters knowledge of and respect and
appreciation for, the historical and contemporary contributions of diverse cultural groups, as well
as men and women, to society. It also reflects the wide variety of roles open to both men and
women and provides equal opportunity to both sexes. The grievance policy and procedures are
available from the educational equity coordinator who is Kelly O’Donnell, 206 West Main, New
Hampton, (641) 394-2259. Board Policy 603.4

HOMELESS CHILDREN/YOUTH

Chapter 33 of the lowa Administrative Code defines “Homeless child or youth” as a child or
youth from the age of 3 years through 21 years old who lacks a fixed, regular, and adequate
nighttime residence and includes the following:

1) A child or youth who is sharing the housing of other persons due to loss of housing,
economic hardship, or a similar reason; is living in a motel, hotel, trailer park, or
camping grounds due to the lack of alternative adequate accommodations; is living in an
emergency or transitional shelter; is abandoned in a hospital; or is awaiting foster care
placement.

2) A child or youth who has a primary nighttime residence that is a public or private place
not designed for or ordinarily used as a regular sleeping accommodation for human
beings;

3) A child or youth who is living in a car, park, public space, abandoned building,
substandard housing, bus or train station, or similar setting; or

4) A migratory child or youth who qualifies as homeless because the child or youth is living
in circumstances described in paragraphs “1” through “3” above.

The high school counselor will serve as the district’s liaison for homeless children and youth and
may be reached at 641-394-2144. Board Policy 501.16

STUDENT EXERCISE OF FREE EXPRESSION
As stated in the lowa Code 280.22, students have the right to exercise freedom of speech,
including the right of expression in official school publications. However, students shall not
express, publish, or distribute materials which are obscene, materials which are libelous or
slanderous (under Chapter 659), materials which encourage students to commit unlawful acts,
violate lawful school regulations, or cause the material and substantial disruption of publication
is prohibited except when the material violates this section.

lowa Code 280.22 or Board Policy 502.5

ACCEPTABLE USE OF INTERNET/NETWORK RESOURCES  Code No. 605.4
Internet/network access is available to students and staff of the New Hampton Community
School District (NHCSD) in order to provide users with access to information services that
cannot be easily found in any other way. The Internet offers access to information and online
resources from a wide variety of sources. The school district provides network use for Internet
access, content software, and file sharing. The primary purpose in providing access to the
Internet/network is to support and enhance the district's educational program through electronic
communications, sharing information resources, and technology integration.
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Because of the breadth, scope, and unregulated nature of the Internet, not all materials on the
Internet are appropriate for educational uses. The constantly evolving nature of the Internet
makes it virtually impossible to predict and control what users may access. The School District
makes no guarantees regarding the accuracy of the information accessed through the use of the
Internet or the NHCSD network. Although students will be under teacher supervision while on
the Internet/network, it is not possible to constantly monitor what individual users are accessing.
Some students might encounter information that may not be of educational value. The use of the
Internet/network carries responsibilities for every user.

Users may not access material that is inappropriate in an educational setting or engage in any
electronic discussion that contains subject matter that is inappropriate in an educational setting.
The following are examples of material or subject matter that is considered inappropriate in an
educational setting. This is not intended to be an exhaustive list:

1. Material that is threatening, harassing, obscene, vulgar or sexually explicit.

2. Material that is discriminatory based on age, races, creed, color, genders, national
origin, religion or disability.

3. Material which is otherwise in violation of local, school district, state, or federal

rules, regulations and law.

If users have specific questions about whether material or subject matter is appropriate to an
educational setting, he/she should consult the supervising teacher in advance of accessing it,
downloading it or sending it. Any conduct that is prohibited by law would be considered in
violation of this policy.

Student use of Internet/network permission must be granted annually. Before students may use
the Internet/network, students in grades 4-12 must sign the Internet Permission Form. If the
student is under 18 years of age, a parent or guardian must also sign the form. The permission
form will be kept on file in the building to which the student is assigned. (Code 605.4F1) If
Internet Cards are issued in the building to which the student is assigned, the student must
display his/her Internet card while using the Internet. A student may not use another student’s
Internet card. The student is responsible for replacing lost/damaged cards at the designated fee.

The district's terminals may not be used to access personal e-mail accounts. Real-time
conference features such as talk/chat/Internet Relay Chat may not be used without the approval
and direct supervision of a teacher. These features may be used only when required by the
supervising teacher during class to deliver course content. Students may not disclose any
personal information about themselves or others over the Internet. Users may not create or
maintain personal web pages on the Internet. Commercial use and personal financial gain is
prohibited.

The user should understand that the network is not a private entity. The technology staff
performs routine backup, updates, system, user and machine maintenance and virus protection on
a daily basis. During the course of these duties all forms of network files may be viewed.

Users may not download files from the Internet or other media without permission from the
supervising teacher. Downloading is defined as saving, loading or printing the file on any
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district owned media or printer. Files may be defined, but are not limited to, graphics, text, and
audio formats.

Students may not download programs from the Internet/network and/or other media. Students
may not upload programs to the Internet/network. A program is defined as an executable file.

The user should understand that he/she assumes the entire risk as to the accuracy and/or validity
of information obtained or received through the use of the network. The user agrees to hold
harmless NHCSD for any damages including direct, indirect, consequential or incidental, that the
NHCSD user or any other party may suffer. This includes but is not limited to loss of data
resulting from delays, non-delivery, or service interruptions as a result of NHCSD or the user.

The school district is not responsible for any user's mistakes or negligent acts. If a user accesses
any services, or causes any damage, which incur a fee, the user/parent/guardian will be
responsible for those costs.

All users must follow current copyright (Code 708.3), license agreements, trademark and similar
legal regulations when using material found on the Internet. Plagiarism from any resource is
prohibited. Plagiarism is defined as "to take (ideas, writings, etc.) from (another) and pass them
off as one’s own. (Webster’s New World Dictionary, 3rd College Edition, 1988)

Students who violate the provisions of this policy are liable for the disciplinary penalties found
in the Administrative Regulations for Dealing with Student Misconduct. In addition, users who
violate the provisions of this policy may lose the privilege of using the Internet/network for a
period of time. (Code 605.6E2)

Legal Reference: lowa Code 8§ 279.8(1995). Cross-Reference: 502 Student Rights
and Responsibilities
506 Student Records
605 Instructional Materials

SECTION IV. GENERAL OPERATIONS

INTERCOM
The intercom system is used as a page and for school-wide messages. To contact the office from
a room, dial O from the phone.

STAFF MAIL

Mailboxes are assigned to each staff member in the building. These can be found in the
elementary office. Mail, notices, and some bulletins will be placed into your box. These should
be checked often as messages may require your immediate attention. Mail goes between the
buildings at 9:15 a.m. Incoming mail arrives about 9:30 a.m.

13



LOST AND DAMAGED TEXTBOOKS

A textbook that shows any unnecessary amount of wear, damage or writing on the cover or
pages, will result in a fine. For books that can be used again, the maximum charge will be
$10.00, and the minimum will be $2.00.

The following procedure will be used for assessing the cost of a lost textbook:

a. Books used for one year - (90%) of replacement cost.

b. Books used for a second year - (70%) of replacement cost.
C. Books used for a third year - (50%) of replacement cost.

d. Books used for a fourth year - (30%) of replacement cost.

MAKING UP SPECIAL AREA CLASSES

If the special area teacher is available, special area classes will be held when the classroom
(gymnasium, music room, medial center, etc.) is not available as a result of a special event.
Special area classes missed as a result of the class attending a special event during their
scheduled special area class will be made up if a possible time is determined. Special area
classes must meet for a minimum of 20 minutes. If, in the event of early dismissals, late starts,
assemblies, etc., a class cannot attend their special for the minimum of 20 minutes, the class will
be cancelled.

NOON LUNCH

We have an excellent meal program in operation. The first lunch and breakfast will be served
the first day of school. Some children will bring their lunches from home. Teachers are
required to walk their own class to the lunch room, through the line and supervise them during
their lunch. Students are to have had an opportunity to use the restroom and wash their hands
prior to entering the cafeteria. It is important that teachers make sure that their classes are
guiet and mannerly as they walk through the lunch line and while they are in the cafeteria.
It is important that classes be prompt to lunch, to avoid running into the middle school lunch
time.

The scheduled times are: Kindergarten - 10:50 a.m. Grade 3 - 11:20
Grade 1 - 11:05 Grade 4 - 11:30
Grade 2 - 11:12 Preschool - 11:40

Adults and/or children accompanied by an adult are welcome to be guests at lunch. The adult
guest should notify the teacher far enough in advance to be included on the morning lunch count.

PUBLICITY AND NEWS

The local newspaper is interested in covering school news of community interest. If you have
anything newsworthy happening in your room, please contact the newspaper at 394-2111. Press
releases may also be faxed or e-mailed to the newspaper at 394-2113. Please use the elementary
digital camera (checked out from media center) for pictures.
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KEEPING CHILDREN IN FROM RECESS AND/OR SPECIAL CLASSES

Parents may request in writing that their child be excused from PE or recess up to two days due
to illness or injury. Beyond that period of time, a physician’s excuse will be necessary. The
classroom teacher has the responsibility to see that adequate supervision is being provided for
any student kept in from recess. The classroom teacher will allow every student to participate in
specific area classes unless it has been discussed with the principal or meets the guidelines
above. (Specific area classes are Music, Art, Physical Education, and Library.)

TELEPHONES

School phones are for school business. Personal telephone calls should be kept to a minimum,
and only when absolutely necessary. Classes will not be interrupted for phone calls unless it is
important. Long distance calls may be made from any of the phones in the office and should be
logged on the appropriate form near the phone if they are personal. The staff member will need
to reimburse the school for personal long distance calls. Cell phones must remain off except
during break times.

Students may make phone calls only if they have permission from you to do so. It is important
to screen the student’s reasons for using the phone. Students are not to be using the phones to
make arrangements for after school play. Long distance calls must be made from the office and
the student should bring a phone pass indicating your permission.

TRAFEEIC INFORMATION

Students must obey the traffic signals and the crossing guards on duty at all times. Please
impress upon the children the danger of walking against the signal. Stress the danger of
"Jaywalking". Students should cross only at the intersections. Crossing guards are on duty for
their safety. These individuals are to be treated with the utmost respect for they have total
authority at the intersections they are supervising. Playground entrances are located near
Hamilton and Linn, the middle of the playground, and the gate on Broadway.

The kindergarten teachers should always assist the children to the dismissal door and make sure
they are connected with their parent or guardian. Before dismissal, teachers should make sure
that each child knows exactly how he/she is getting home.

By City Council action, Broadway Street will be one way between West Spring and Main Street
from approximately 7:50 a.m. - 8:30 a.m. and 3:15 - 3:45 p.m. on school days. We do this
through the use of portable “Do Not Enter” signs, which the custodians will be responsible for
moving. There will be no parking on Broadway on the west side of the building. On the west
side of the playground (Broadway) is the recommended drop-off point for elementary students.

Two 15 minute “Emergency Parking for School Business Only” zones will be marked on West
Main at the administration entrance of the building. Hopefully, this will make it more
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convenient for parents to access the nurse’s office and administrative offices in the event of an
emergency.

Please help monitor these zones to ensure that they are used for that purpose only. Contact the
office if you observe someone doing this and we will notify the police, who will ticket the
individual if necessary.

TRANSPORTATION

Buses for field trips and vehicles for various meetings, etc., are available. Request for the use of
a bus or a school vehicle must be submitted to the Director of Transportation at least 5 days
before the day it is needed. Request forms are available in the office.

When the school vehicles are not available, faculty will need to provide their own transportation
and be reimbursed by the district.

SECTION V. TEACHER DUTIES AND RESPONSIBILITIES

STAFE GUIDELINES FOR SUCCESS

This component aligns with lowa Teaching Standard #1

In the New Hampton Elementary community, learning and using life skills are critical to the
success of all staff. The life skills essential to the success of each staff member are practicing
and modeling the Six Pillars of Character Counts. They are trustworthiness, respect,
responsibility, fairness, caring, and citizenship.

The Six Pillars of Character Counts is the way we will do business and make decisions at
New Hampton Elementary on a daily basis. We will strive to share consistent messages
with our students in regard to these guidelines for success.

A child’s life is like a piece of paper and each passerby leaves a mark. Educators leave marks on
every child they teach. Your students will remember you long after you have forgotten them.

RELATIONSHIPS

This component aligns with lowa Teaching Standards #1 and 6.

Your students will work hard for you if they know you care. It is your responsibility to create a
climate for learning in your classroom. Some researchers are saying, “Abandon classroom
management and concentrate on relationship building. It is far more effective.” Work hard at
getting to know each and every one of your students. Here are some research-based climate
builders that boost student achievement: negotiate classroom rules, use power with respect and
not without question, keep students actively engaged, use encouragement and positive
reinforcement, and have frequent private conversations with each individual student. The
primary teacher role in the classroom is that of being the consistent source of encouragement.

EXPECTATIONS OF TEACHERS:
This component aligns with lowa Teaching Standard #1.

16




e Be at the door or just inside the classroom at 8:05 to greet your students each day.

e Treat everything that happens in the school setting as confidential. Use your discretion as
to what should be discussed outside your classroom and the school setting. Only those
things of a public, positive nature should be shared with non-school persons.

o Notify the office if you will be out of the building during the day for any reason.

e Be responsible for your own happiness in the school setting. Your attitude will determine
your own degree of happiness. This will have a huge effect on the climate/culture of the
building.

e Turn your complaints and concerns into suggestions in order to contribute to a culture of
efficiency.

e Find ways to celebrate the good things that happen in your classroom and the good things
that you see around you on a daily basis. We will talk celebrations whenever we can.

e Be a productive part of the New Hampton Elementary team.

Teams are made up of people who work hard to make everyone else on the team successful. \

SCHOOL HOURS

This component is aligned with lowa Teaching Standard 8.

School hours for teachers are from 7:45 to 3:45. Paraeducators report at their assigned time.
Teachers should be ready to supervise or assist students in their classrooms by 7:45. Teachers
should not leave their classrooms unattended at any time. Please supervise your students and
others until the hallways are cleared at the end of the school day. If you must leave the building
during the day, please notify the office. If you are unable to report for duty, call as early as
possible (between 5:30 and 6:00 a.m.) to permit maximum time for securing a substitute.

STATEMENT OF PROFESSIONAL ETHICS

The professional ethics component is aligned with lowa Teaching Standard #8.

If you disagree or question a decision or practice involving our system, it is recommended you
discuss it with the principal. This should be done in a constructive and professional manner.
Complaints should never be made in the presence of other teachers, pupils, or outside persons.
Co-operation accomplishes much more.

DAILY ATTENDANCE

The professional ethics component is aligned with lowa Teaching Standard #8.

Each regular classroom teacher is required to record attendance for the students in their
homeroom each morning and notify the office of any changes during the day. A student is
counted tardy if they haven’t arrived before 8:20 a.m. (Bus pupils who are late because of
transportation problems are not to be counted tardy.) Students must be present until 10:00 a.m.
or until 1:30 p.m. if they are to be counted as present for the morning or afternoon sessions.
Whether a student is excused or unexcused will depend on communication from the
parent/guardian(s). Example of Excused Absences: Personal illness, family emergency,
recognized religious observances, other reasons justifiable from an educational stand point.
Unexcused Absences: Shopping trip, oversleeping, missing the bus, hunting. Please discuss
chronic absences and tardiness with your principal as soon as you realize it is a problem
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DETAINING STUDENTS

The supervision component is aligned with lowa Teaching Standards #1 and 6.

If you wish to keep a pupil after school, plan to have the pupil remain in your room and do
his/her work in your presence. Inform the office and make a telephone call to parents to inform
them you are detaining their child. No child is to be left alone. Give parents notice a day in
advance if you will keep the child longer than 30 minutes.

INDIVIDUAL EDUCATIONAL PLANS (IEP'S)

This component is aligned with lowa Teaching Standards #1 and 4.

IEP'S are legal documents describing the educational objectives and the services provided to
each child diagnosed with a disability or handicapping condition. Educational objectives and
services include both instruction and those related services required to meet the unique needs of
the child and are derived from a careful evaluation of the child and his environment. It is your
job to review and use instructional recommendations outlined in the IEP.

ROLE OF CLASSROOM TEACHER AND SPECIAL EDUCATION STUDENT

This component is aligned with lowa Teaching Standards #1 and 4.

The classroom teacher has a key role in meeting the needs of a student with a disability.
Characteristics of special education vary widely. Each child is an individual, with a different
combination of strengths and weaknesses. Therefore, it is important to remember that their
instructional needs will also differ. No one technique or method is appropriate for all children.
The key is finding what works for each particular student. Each student must be taught in a way
that recognizes his learning or behavior problems. He/she may need different instructional
materials, different teaching techniques and/or alternative means of indicating mastery of
material. For these reasons it is important that IEP recommendations be followed in daily
classroom instruction.

SUPERVISION OF STUDENT DISMISSAL

The supervision component is aligned with lowa Teaching Standards #1 and 6.

During dismissal, each teacher is requested to supervise his/her pupils so that they leave in an
orderly manner. Never permit students to march out without supervision. Do not permit pupils
to loiter in the room or in the hall after dismissal. Please do not dismiss before the time indicated

for your grade.

EVALUATIONS

Evaluations will be conducted according to Board Policy and Master Contract. As a result,
teachers should expect a visit from the principal at any time. These visits will be announced and
unannounced. Teachers are encouraged to ask the principal to observe a class of particular
interest.

FACULTY MEETINGS AND GRADE LEVEL MEETINGS

The faculty/grade level meetings component is aligned with lowa Teaching Standards #7 and 8.
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Staff meetings are a necessary part of any education program. When staff meetings are called,
attendance for any teacher involved in the program is required. If you are unable to attend,
please notify the office at your earliest opportunity. Faculty meetings are covered under Article
8, Section B2 of the Master Contract.

TEACHER TRAINING/PROFESSIONAL DEVELOPMENT

This component aligns with lowa Teaching Standard #7.

During the year, late starts and other professional development days have been scheduled and are
identified on the school calendar. These learning opportunities for teachers are essential to any
quality educational institution. During these times teachers are engaged in learning new theory,
strategies, and techniques to employ in their classrooms in order to keep up with the latest
teaching and learning research. We ask that each teacher honor the expectation of the district that
he/she will continually learn and implement the new knowledge and skills so that students will
have the best and latest instruction in the classrooms of New Hampton Elementary. The district
structures from 35 — 50 hours of professional development each year for New Hampton
educators.

LESSON PLANS

The lesson plan component is aligned with lowa Teaching Standard #3.

Planning is an integral and vital part of the teacher’s work. Without sufficient planning, the
goals set may never be achieved. Lesson plans should be written with such clarity and detail that
a substitute teacher may follow them readily. Your plan book should be easily accessible for a
substitute teacher. Lesson plans for the following week will be due in the office each Friday
afternoon prior to teacher departure for the weekend. Teachers who are co-teaching or sharing a
student should get a copy of the next week’s lesson plans to that co/shared teacher (and
paraeducator, if appropriate) Friday afternoon prior to dismissal. (e.g.: Title I, Empowerment,
ELL, ELP, and/or Special Education instructor) Good daily lesson plans should include:

1. The code for the standard and benchmark you are teaching.
2. The teaching strategies and activities that will be utilized.
3. The projects and activities that will be used for reinforcement and practice.

VIDEO Clips and DVD’s

The video clips/DVD’s component is aligned with lowa Teaching Standard 4.

Video clips and DVD’s relevant to the lesson, chapter or unit can serve as an effective method in
the teaching process. However, research shows that students’ brains are less engaged when
viewing video clips and DVD’s than they are when they are actively involved in a project or
task that causes them to interact with the knowledge to be learned. Therefore, videos and
DVD’s should be used infrequently as an instructional strategy.

BRAIN-BASED INSTRUCTIONAL STRATEGIES:

This component is aligned with lowa Teaching Standard #4.

Marcia Tate, in her book Worksheets Don’t Grow Dendrites identifies the following instructional
strategies that take advantage of how the brain learns best.

Writing Story Telling Mnemonic Devices
Use of Visuals Movement Role Play
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Visualization Metaphor, Analogy, Simile Cooperative Learning

Music* Graphic Organizers Drawing
Humor Discussions Games
Project-Based Instruction Curriculum-Based Field Trips Technology

Work Study/On-the-Job Training ~ Manipulatives/Hands-on
*Music aids memory. Music changes moods/states. Music has a Math/Language Connection

VARIATIONS FROM THE SCHEDULE

This component is aligned with lowa Teaching Standard #3 and #6

When NHE teachers are going to vary from the usual schedule for academic or behavioral
reasons (class rewards, guest presenters, etc.), please contact your building principal with the
information and rationale for the variation. The district encourages you to keep these variations
from schedule to a minimum so as to maximize academic time.

FIELD TRIPS

This component is aligned with lowa Teaching Standard #4.

The New Hampton Community School District recognizes that first-hand experiences provided
by field trips are a most effective and worthwhile means of teaching and learning. The district
encourages field trips of significant value, which are directly aligned to the standards and
benchmarks of a content area and are developmentally-appropriate. Each classroom will be
allowed two quality field trips and a science trip to Twin Ponds each year. Currently, these trips
are funded by Carnival funds. Teachers will be asked to follow the following procedures in
preparing for a field trip: 1). Seek approval for the field trip from the building principal. 2).
Complete the field trip approval form available in the office identifying how the trip will
contribute to the educational program of your grade level. 2). Make sure all students have
permission to participate in the field trip. 3). Complete the transportation form and attach a roster
of the students who will be on the trip to send over to the transportation office. 4). Make sure all
safety precautions will be observed on the trip. 5). Ask for parent volunteers to accompany the
class on the field trip. On the day of the trip, turn the completed Field Trip checklist into the
elementary office.

ONLINE RESOURCES

This component is aligned with lowa Teaching Standard #4.

Teachers are encouraged to use the online resources available from Keystone. Go to:
http://www.aeal.k12.ia.us

Select: Online Resources

User Name: kaea031

Password: kaea0l

Online Resources available:

AccuWeather, AP Images, Atomic Learning, BookFlix, Britannica, CultureGrams, DE Science,
Gale, iClipart, Learn 360, SIRS Issues Researcher, SoundzAbound, Teen Health & Wellness,
TrueFLIX, and FollettShelf and more.
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SUPERVISION
The supervision component is aligned with lowa Teaching Standards #1 and 6.

Student supervision is the responsibility of all teachers at all times in the performance of their
duties beginning at 8:05 each day. Teachers are responsible for supervising their students to the
fullest extent possible. Never leave a student or group of students in your classroom, hallway,
restroom, or cafeteria unsupervised by an adult. When leaving children unattended becomes
imperative, arrange for supervision by other school personnel. This is for your protection as well
as the school districts’.

SUPERVISION OF STUDENTS USING THE RESTROOM/GETTING DRINKS

This component is aligned with lowa Teaching Standards #1 and 6.

Teachers should have their children return to the classroom before going to the restrooms or
getting drinks. Children should be dismissed from the classroom to get their drinks and to go to
the restroom. Teachers must be supervising in the hallways during this time.

INCLEMENT WEATHER NOON SUPERVISION

This component is aligned with lowa Teaching Standard #6.

In the event of high wind chills, rain, or other inclement weather during the noon period, we will
use the following process to insure that teachers receive their 24-minute duty free lunch.
Activities will be implemented from these meeting areas.

Kindergarten will meet in one of the rooms on a rotating basis at 12:15.

Grade 1 will meet in one of the rooms on a rotating basis at 11:30.

Grade 2 will meet in one of the rooms on a rotating basis at 11:40.

Grade 3 will meet in one of the rooms on a rotating basis at 11:50.

Grade 4 will meet in one of the rooms on a rotating basis at 12:00.

PARENT CONTACTS

This component is aligned with lowa Teaching Standard #1.

Public relations and communications are both vital to the success of our school system. It can
take the form of written notes, e-mails, telephone conversations or face to face meetings at any
time throughout the school year not just at the scheduled fall and spring conferences. Experience
has taught us that when dealing with elementary age youngsters it is best for principals, teachers
and parents to confer directly with one another rather than rely on messages for which the
student is responsible. Teachers are encouraged to personally invite parents to visit their
classrooms.

SECTION VI. STUDENT EXPECTATIONS AND RESPONSIBILITIES

DISCIPLINE

The discipline/classroom management component is aligned with lowa Teaching Standard #6.

Leave no doubt in pupil's mind as to what you expect of them in regards to their work and
behavior. If you are having trouble or think that you will have difficulty, come to the office at
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any time to discuss your problem. Any disciplinary action you consider unusual, please notify
the office of such action. Use of foresight will prevent major problems from arising. In all
situations, avoid haste and prejudice, but insist upon truth and good order. Remember:
Punishment out of anger is malice and could create a serious situation for the teacher and school
district. If a problem develops in your class or classes, which involve an individual student, and
the handling of this problem is distracting from your teaching, handle it professionally through
the use of a discipline form to keep everyone informed. You are expected to refer the student to
the principal's office (with a completed office referral form) and/or the elementary guidance
counselor. If you complete a discipline form that is sent home for parents to sign, please send a
copy to the office, as well.

The courts have been very profound in their decisions dealing with teachers striking students.
They have held time and again in favor of the student. CORPORAL PUNISHMENT MUST
NEVER BE USED BY ANY NEW HAMPTON COMMUNITY SCHOOL STAFF MEMBER.

Behavior will not be changed by elementary students all by themselves. It takes the efforts of
teachers, students, and parents to develop orderly behaviors. We must plan for and teach
appropriate behaviors in much the same way we do addition and multiplication facts.

The following are suggested steps to handling problems in discipline, which may occur:

1. Develop a list of classroom rules with your students (not more than six, one for each of
the Six Pillars), which you feel necessary to get your needs met in the classroom. Post the
list in your classroom and revisit it often. Also, develop a set of consequences in a
hierarchical order of severity to be administered if the student chooses to behave contrary
to the rules. A behavioral referral form should be completed for inappropriate behaviors.
Copies of the referral form should be sent home to the parent for a signature (and
returned) to the office.

“What you permit, you promote. What you allow, you encourage. What you condone, you own.”

2. Private Conference - detain the student after class and counsel with him/her about his /her
problem with the class and you. Attempt to convince them of why good conduct and
cooperation are necessary. Don’t just use this to “chew them out”, but as a means of
exploring the cause of the misbehavior. Attempt to “make a connection” with the child.

3. A student who disrupts the class may be isolated in the classroom or hallway. He/she
may be referred to the counselor if personal problems appear to be the cause of the
discipline problem. The principal should be informed of the problem should it continue.

4. When a student has reached the last step in the hierarchy of consequences or exhibits a
severe disruption, an office referral form should be completed and should accompany the
student to the principal’s office. It is important to note that referring a student to the
office for behavioral concerns does not remove the obligation of the teacher directly
involved in the incident from dealing with the student and the parents. Sending the
student to the principal should be the last step in the hierarchy. Except for severe cases,
by no means should the principal’s office be considered to be an automatic dumping
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ground for every student who displays inappropriate behavior. Remember, when you
send a child to the office for a disciplinary reason, you turn that relationship over to the
office and it can be harmful to your own relationship with that child.

5. It is vital for the staff member to keep some form of written notes on chronic disciplinary
offenders. These notes should include the dates when problems occur, nature of the
problem, and steps taken to correct the behavior. Records are helpful when students are
referred for services.

NEW HAMPTON ELEMENTARY K-4 CONDUCT POLICY
Expectations:
Student Responsibilities
e Enter classroom greeting teacher and friends
Follow classroom and school expectations
Participate in learning and complete classroom assignments on time.
Respect the rights, feelings, and property of everyone.
Settle conflicts in a nonviolent way.
Be courteous, responsible, and act in a safe manner.
Follow the directions of all staff members, guests, and substitutes.
Be prepared to begin the school day at 8:20 a.m.

Teacher Responsibilities

e Teach, model, review, post and enforce expectations of the school, and individual
classroom

e Maintain a positive learning environment

e Utilize instructional discipline techniques

e Implement and document a minimum of three intervention actions such as: corrective
teaching, having a problem solving conference with student, writing a behavior plan,
notifying parents, issuing a classroom consequence, refer to conflict managers, etc. prior
to an office referral

e Request support when the above interventions have not been successful

K-4 CONDUCT POLICY - STEPS

1. First Step - Stop the behavior immediately. Offer corrective teaching.

2. Second Step - Have a problem-solving conference with this student. Offer corrective
teaching and fill out a BEHAVIORAL/OFFICE REFERRAL FORM. This form will
serve as documentation. This form goes home for parent signature and is returned to the
teacher.

3. Third Step - Sit down with this student and develop an INDIVIDUAL BEHAVIOR
CONTRACT (developed to meet the needs of the behavior). This form will serve as
documentation. This form goes home for parent signature and is returned to the teacher.

4. Fourth Step - Contact parents and set up a conference. At this conference, the student,
parents, and teacher will set strategies for bringing about acceptable behavior. All those
in attendance will sign this INDIVIDUAL BEHAVIOR PLAN.

5. Fifth Step - Seek assistance from available building resources when the established plan
is not effective.
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*Special Note - Maintain a positive learning environment. If behavior continues and is
disruptive to the learning climate, student can be timed-out in an alternative place.

*When a student is instructionally out of control, an immediate office referral will result.

Serious Offenses (Board Policy 503.1)

Harassment and Bullying

Damage, destruction or theft of property

Disrespect for school personnel

Physical abuse: fighting or purposely inflicting injury on another person
Possession of handling of a weapon or firearm or any “look alike”
Possession of tobacco, alcohol, or drugs or any “look alike” substance
Repeated School Violations: Purposely disregarding school rules or the
directions of authorized school personnel or substitute personnel.

8. Disruption of the learning environment

NownwkowbE

Interventions (Consequences) for Infractions

When a student does not follow the expectations, calmly and consistently implement the mildest
intervention(s) that might be appropriate based upon the frequency and severity of the
misbehavior:

e Provide a brief verbal reminder (Effective Reprimand), followed with praise when
behavior is corrected. e.g., “Here at New Hampton Elementary, we value (state the rule)
to make our hallways safe, orderly, and pleasant.”

Positive practice; have student exhibit corrective behavior.

Detain student briefly, follow with Corrective Teaching and practice.

Restitution; apologies to others as appropriate or clean up any mess made.

Loss of privilege.

Arrange for additional teaching and practice (at a non-preferred or slightly inconvenient
time such as recess, lunch, before/after school or specials). The school counselor may be
able to assist with this extended learning situation.

e Have student complete and implement a behavior improvement plan to identify chosen
steps to improve behavior.

Conference with parent.

Detention

In school suspension

Out of school suspension

Expulsion

*THE SEVERITY OF ANY OFFENSE MAY WARRANT THE IMMEDIATE USE OF
ANY OF THESE MEASURES.

In the case of detention being held from dismissal time to a time arranged at 4:00 p.m. or after,
parents are responsible for providing transportation home from school at the arranged time.
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LEVELED BEHAVIORAL DESCRIPTIONS

LEVEL 1

Tardy

Disruption

Excessive Noise

Lack of Academic Performance
Dress Code Violation

Not Returning School Form
Having Gum in School

LEVEL 2

Disrespect

Technology Violation

Uncooperative with staff

Aggressive Argumentative Behavior
Refuse to Follow Directions (1st offense)
Dishonesty

LEVEL 3

Drug Use

Alcohol Use

Tobacco Use
Destruction of Property
Theft

Possession of weapon
Harassment

Multiple Detentions

SUSPENSIONS OR EXPULSIONS

No Book Cover if required

Not Bringing Materials

No Sign Out

Calling Out

Leaving Seat without permission
Other

Chronic Off-task Behavior

Lack of responsibility for school work
Didn’t respond to Level 1 Interventions
Unexcused Absence

Not Following Instructions

Other

Extra Curricular Activity Discipline
Refusal to Follow Directions (2nd offense)
Didn’t respond to Level 2 Interventions
Threats

Physical Contact

Technology Violation

Unexcused Absences

Other

The following shall be considered serious student misconduct (Board Policy Code No. 503.1):

1. Disruption of school: A student shall not by use of violence, force, noise, coercion,
threat, intimidation, fear, passive resistance, or any other conduct, intentionally cause the
substantial and material disruption or obstruction of any lawful mission, process or
function of the school. Neither shall the student engage in such conduct for the purpose
of causing the mission, process, or function of the school if such a disruption or
obstruction is reasonably certain to result. Neither shall the purpose of causing the
substantial and material disruption or obstruction of any lawful mission, process, or
function of the school if a substantial and material disruption or obstruction is reasonably
certain to result from the student's urging. While this list is not intended to be exclusive
the following acts (when done for the purpose of causing a substantial and material
disruption or obstruction of any lawful mission, process or function of the school)
illustrate the kinds and types of offenses encompassed here:
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a) Setting fire to or damaging any school building or property.

b) Causing to discharge, displaying or threatening use of firearms, explosives, or
other weapons on any district owned property.

c) Prevention of or attempting to prevent the convening or continued functioning
of any school, class, or activity or of any lawful meeting or assembly on the
school campus.

d) Continuously or intentionally making noise or acting in a manner so as to
interfere with the teacher's ability to conduct class or perform any other
professional duties.

Damage or Destruction of Private Property: A student shall not intentionally cause or
attempt to cause damage to private property on or off of the school grounds during a
school activity, function or event. Neither shall a student at any time intentionally cause
or attempt to cause damage to any private property owned by any employee of the school
district whether it be on or off the school grounds.
Damage, Destruction or Stealing of School District Owned Property: A student shall
not intentionally cause or attempt to cause damage to school property or steal or attempt
to steal school property.
. Assault on a School District Employee: A student shall not intentionally cause or
attempt to cause physical injury to a school district employee. Nor shall any student
attempt to harass or intimidate any school district employee as a result of the employee's
relationship with the school. Neither self-defense, nor action taken in the reasonable
belief that the action was necessary to defend or protect another person, shall be
considered an "intentional act".
Physical Abuse of a Student or Other Person Not Employed by the School District:
A student shall not intentionally cause or attempt to cause serious bodily injury to any
person:
a) On the school grounds during and immediately before and immediately after school
hours.
b) On the school grounds at any other time when the school is being used by a school
group.
c) Off the school grounds at a school activity, function or event, or
d)In any building, area, or vehicle owned or leased or borrowed by the school district.
Neither self-defense nor action taken in the reasonable belief that action was necessary to
defend or protect another person, shall be considered an "intentional act."”
. Weapons and Dangerous Instruments: A student shall not knowingly possess, handle,
or transmit any object that can reasonably be considered a weapon or any "look alike"
weapon or firearm:
a) On the school grounds during and immediately before and immediately after school
hours.
b) On the school grounds at any other time when the school is being used by a school
group.
c¢) Off the school grounds at a school activity, function or event, or
d) In any building, area, or vehicle owned or leased or borrowed by the school district.
This rule does not apply to normal school supplies like pens, pencils or compasses, but it
does apply to any firearms, any explosives (including firecrackers), any knife (other than
a small penknife), dagger, razor, stiletto, switchblade knife, cigarette lighter and other
dangerous objects of no reasonable use to the student at school or on the school grounds.
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Any student who threatens another person on school property or at a school event with a
dangerous weapon or an object that resembles a dangerous weapon, or who displays any
object in such a manner as reasonably to place another person in fear for his or her safety
shall be subject to discipline including possible suspension or recommendation for

expulsion.

Parents of students found to possess a weapon or dangerous objects on school property
shall be notified of the incident. Confiscation of weapons or dangerous objects shall be
reported to the law enforcement officials.

7. Narcotics, Alcoholic Beverages, Tobacco and Stimulant Drugs: No student shall
distribute, dispense, possess, use or be under the influence of any alcoholic beverage,
malt beverage or fortified wine or other intoxicating liquor or unlawfully manufacture,
distribute, dispense, possess or use or be under the influence of any narcotic drug,
hallucinogenic drug, amphetamine, barbiturate, marijuana, anabolic steroid or any other
controlled substance as defined in schedule I through V or section 202 of the Controlled
Substances Act (21 U.S.C.. 812) and as further defined by regulation at 21 C.F. R.
1300.11 through 1300.15, before, during, or after school hours at school or in any other
school district location as defined below. In addition, no student shall possess, use or
distribute tobacco products (or "look alike" substances that appear to be tobacco) nor
shall any student possess, use, or distribute any "look alike™ substance that appears to be
alcohol or any of the substances defined above in this section, or possess, use, or
distribute drug paraphernalia. (Use of a drug authorized by a medical prescription form
and signed by a registered physician shall not be considered a violation of this rule. All
drugs are to be dispensed from the nurse's office under his/her supervision.

"School district location™ means in a school building or on school premises; in a vehicle
owned, leased or borrowed by the school district, or in other school-approved vehicles
used to transport students to and from school or school activities; off school property at
school-sponsored or school-approved activity, event or function, such as a field trip or
athletic event, where students are under the jurisdiction of the school district. Or
otherwise:
a) On the school grounds during and immediately before and immediately after
school hours.
b) On the school grounds at any other time when the school is being used by a school
group.
c) Off the school grounds at a school activity, function or event, or
d) In any building, area, or vehicle owned or leased or borrowed by the school district
8. Repeated School Violations: A student shall not repeatedly fail to comply with the
directions of teachers, student teachers, substitute teachers, teacher aides, principals or
other authorized school district personnel during any period of time when the student is
properly under the authority of school personnel.

Conseguences

1. Out-of-school suspensions - Student and parent(s) will meet with the grade-level
teacher(s), school counselor, AEA personnel if necessary, and the principal to discuss the
issue and write a behavior contract.
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2. Student may be required to appear before the school board for determination of
consequences before returning to school.

3. The New Hampton City Police will be notified immediately and do whatever is necessary
when a student is in possession of, using or selling alcoholic beverages, dangerous drugs,
tobacco, or look-alike substances.

4. The New Hampton City Police will be notified immediately and do whatever is necessary
when a student assaults another student or staff member.

BEHAVIORAL EXPECTATIONS OF ELEMENTARY STUDENTS:
Children learn best in an atmosphere of order where expectations are clearly defined, firm, fair,
and consistent. All students have a right to a school environment which is conducive to learning.
The most effective techniques for teaching responsible, acceptable behavior include the
following;

1. Expectations which are clearly defined, communicated, and modeled.

2. Positive Reinforcement of acceptable behavior.

3. Consequences for unacceptable behavior.

What you permit, you promote. What you allow, you encourage.
What you own, you condone.

BULLYING AND HARASSMENT:
Student misconduct will be investigated to determine if the misconduct meets the definitions of
bullying or harassment. Staff members will complete an incident report form for student
misconduct. Incident report forms will be turned into the building principal who will
determine if a formal investigation or informal inquiry needs to take place.

Board Policy #503.6

The following are expectations in specific areas at New Hampton Elementary:

Expectations in the Cafeteria

Students will:

Show RESPECT for others by talking politely and using table manners
Be RESPONSIBLE for their actions.

Be FAIR by doing what is right and expected

Be a CARING friend.

Be a good CITIZEN by cleaning up the table before leaving.

Be TRUSTWORTHY by eating the food they have put on their plate.

When in the cafeteria, students are expected to:

e Use acceptable table manners (eat quietly and quickly, eat their own lunch, chew with
mouth closed, use utensils and napkins appropriately, speak positively, use inside voices,
and stay seated with feet on the floor and elbows off the table.)

¢ Follow line basics when lining up and walking in and out of the cafeteria (Line Basics:
face the front, keep hands and feet to self, no talking)

e Follow the Give Me Five Procedure when needing to be attentive (Give Me Five
Procedure: hold hand up, mouth is quiet, hands are at your side, feet are on the floor, ears
are listening and eyes are watching)
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Other Cafeteria Expectations:
Students will:

Keep their lunch ticket in good shape.

Say “please” and “thank you™ at the appropriate times.

Listen carefully and follow the directions of the cooks and servers.

Eat their own food and not share with neighbors.

When finished eating, get up quietly and look for a clear path to dump their tray.
Return to their seats immediately and wait quietly until it is time to line up.

Staff Responsibilities in the cafeteria:

During the first weeks of school each teacher will teach and enforce the cafeteria
expectations and guidelines for table manners and review lessons as needed.

All staff will use preventive prompts (reminders of student expectations) regularly for the
first quarter just prior to dismissing students for lunch. Prompts should continue
throughout the school year.

All staff are to maintain low tolerance and use corrective teaching with individual
students or groups for violations of the expectations.

Corrective teaching should occur with individual students or groups when violations of
the expectations occur.

Use “Being Responsible in Our Cafeteria” checklist for students to reflect/report/discuss
how well they did regarding the cafeteria expectations. This should be used especially in
the beginning of the school year and when needed to review cafeteria expectations.

Each teacher will have a plan for how a new student will be taught responsible lunch
behavior.

Substitutes will be taught cafeteria expectations and supervision responsibilities by the
principal.

Supervision Responsibilities

Each grade level needs to arrive at their scheduled time.

Teachers will supervise their students passing in the hallway to and from the cafeteria.
Staff will supervise their class while eating in the cafeteria monitoring and assisting
students as needed.

Staff is to model appropriate table manners and positive conversing skills throughout
lunch.

Supervisors are responsible for encouraging appropriate cafeteria expectations and
carrying out the consequences for infractions.

Supervisors will be visible and interact positively with their students. (Catching students
being respectful, responsible, cooperative, and providing positive feedback is an
important part of supervision.)

Encouraging appropriate behavior and helping build positive adult-student relationships
creates a warm invitational environment.

When a student does not follow the cafeteria expectations, supervisors are to calmly
implement the mildest intervention/s based upon the frequency and severity of the
misbehavior.

Staff is responsible for supervising cleanup at their table.
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Staff will dismiss their classes by rows, expect students to walk when leaving and walk
them to the classroom.

Encouragement Procedures
Staff will consistently encourage responsible behavior through regular positive interactions with
students.

Frequent general praise or appreciation should be provided to individuals or groups when
displaying responsible behavior (e.g., compliments, thank you, high sign, thumbs up,
smiles, etc.)

Positive feedback (effective praise should be offered privately to successful individuals
who may have had previous difficulties or exhibit responsible behaviors that required
effort.).

Have student who is doing well teach and be a “lunch buddy” for new student.

Give individual student/s showing effort to behave responsibly, respectfully, safely or
cooperatively a “Character Counts” card, possibly first week of the month.

School wide announcement from the principal (pleasant, respectful). Similar recognition
from any guest can also serve as a powerful reinforcement.

Positive note/s comments from teachers, cooks, custodians, etc.

Each grade level may provide an incentive or reward for the best cafeteria behavior.
Recognition/announcement in school newsletters, etc.

Reward ideas:

-help serve food

-can choose where to sit

-listen to music while eating a healthy snhack in the classroom

-help plan the day’s menu

-traveling trophy from table to table

-eat in classrooms

-balloon on the table with good manners.

-sit with the principal...or person of child’s choice.

-designate special area to sit for a special treat, or with silverware, candles, tablecloth
-an occasional celebration

Interventions (Consequences) for Infractions

When a student/s does not follow the expectations, calmly and consistently implement the
mildest intervention that is appropriate based upon the frequency and severity of the
misbehavior:

Positive practice; stop student and have them demonstrate correct behavior.

Use an Effective Reprimand followed with praise when behavior is corrected.

Stop student who has had difficulties before entering the cafeteria to do a brief review
(Individual Teaching) of needed expectations. Let student know you will be watching for
the responsible behavior. Be sure to catch him/her being good and provide positive
feedback.

Restitution: apologies to others as appropriate or have students select a way/s they can
act cooperatively with each other or make amends (do something nice, thoughtful or
helpful) to those who may have been offended by their behavior. See that they carry out
their restitution.
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e Additional teaching and practice (at a non-preferred or slightly inconvenient time for
student).

e Have student develop a behavior improvement plan and share it with the supervisor. Or
develop a plan and have the student obtain the signature of a teacher, principal or parent.

e Arrange for student with chronic problems to visit with an adult (supervisor, guidance
counselor, etc.) each day before joining the others at the lunch table to review and
practice expectation.

e Have the student complete a problem solving form (available in the office).

If several students are having problems arrange for a small group problem-solving
session with the school counselor. A class meeting may also be helpful if entire class is
having difficulty.

o If several students are having difficulty arrange for “table manners demonstration” where
students can learn and role-play under closely supervised conditions until they
demonstrate readiness to join other students’ table.

e Office referral for serious misbehavior or insubordination.

Other ideas:

-assign seats

-help cooks, clean tables, sweep, during noon recess
-student needs to sit by the teacher

-move student to another grade level table

-teacher to use whisper in ear method

-gentle touch on shoulder as reminder

-written reflection

-time out table

-go to the end of the line

Rationales for Students to Understand:
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When you are kind to others at lunch, they will be more likely to want to sit and enjoy your
company at the table.

When you take appropriate serving sizes, you will not waste food and finish your lunch on
time.

When you use good table manners and respect your eating area, you are being a good role
model for others demonstrating good citizenship.

When you drop silverware, food, napkins and pick them up, you are showing responsibility
for your actions and save time for the cooks and custodians.

When you listen carefully and follow the cooks’ directions the line will keep moving and you
will get to the table sooner.

When you listen calmly while a supervisor talks with you, you’ll be able to learn what is
expected and get back to eating more quickly.

If you listen respectfully when a supervisor talks to you about your behavior, they will think
you are cooperative and you will avoid further consequences.

If you eat quickly and quietly and follow line basics, it will give you a longer recess time.
When we clean up after ourselves, it makes our cafeteria a pleasant place to be and shows
others that we have respect for our school.
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Expectations in the Hallway

Students at New Hampton Elementary School pass through the hallways upon arrival and dismissal
(approximately 400+ students), when going to and from recess (140 students), to and from lunch/recess (140
students), and when their individual classes travel to specials (art, music, physical education, and library).

Students will:

Be quiet — Others are working.

Walk at all times.

Go directly to assigned area.

Stay in line and to the right.

Keep yours hands and feet to yourself.
Return to the classroom quickly.

Keep hallways clean and free of litter.

Teacher Responsibilities for Supervision in the Hallways

On the first day of school, each classroom teacher will conduct a lesson on the basic
responsibilities when in our hallways. These lessons should show how the expectations
are an extension of our Guidelines For Success. The student hallway responsibilities
should be presented in a way that communicates to staff and students that they will be
working together to ensure our building is a pleasant place for all. Teachers of younger
students will want to include going into the hallways to demonstrate and practice as a part
of the lessons. The lesson will include:

*The explicit instruction of line basics: face forward, voices off, arms to the side, feet
reading to walk. Hallway line basics: walking feet, appropriate space, stay to the right.
*The clarification (and demonstration) of the meaning of each student hallway
responsibility. What does it look like when we are all using hallway line basics?

Line basics are to be used to move students in and out of the building, during fire/tornado
drills, anytime directions need to be given by a teacher while students are in line, and
when the teacher decides it is necessary.

Subsequent lessons will be taught as needed throughout the year to thoroughly teach and
practice all expectations. The principal will help to remind staff of this routine teaching
responsibility.

Teachers will prompt (Preventive Prompt) students just prior to dismissals (e.g., “Before
we go to music, who can tell me one thing that is important to remember about passing
through our hallways?” or “As we head down to the cafeteria, I’'m going to be watching
for responsible hallway behavior”).

If problems occur with a specific class or the entire student body, teachers will be asked
to resume conducting lessons on hallway expectations and increase the use of preventive
prompts and feedback until improvement is noted. A brief review of procedures should
occur with individual students who are known to require more frequent review and
reminders.

Staff is encouraged to use Corrective Teaching with individuals or groups when any
violation of the expectations occur. Our tolerances must not differ from the expectations.
Each classroom teacher will have a plan for how new students will be taught responsible
hallway behavior.

Substitutes and student teachers will be informed of hallway expectations and supervision
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responsibilities by the principal, the handbook or substitute folder.

Supervision Responsibilities

To ensure responsible student behavior in our hallways, all staff must maintain high visibility.
The adult presence in our halls serves to monitor appropriate behavior, help build positive adult-
student relationships, and establish a warm invitational environment. Staff will greet students and
interact positively as they pass, providing positive feedback for responsible hallway behavior
whenever observed. Adults will model all behaviors expected of students (e.g., quiet voices,
staying to the right, smiles, greetings, etc.).

During the time of student arrival (8:05) and departure (3:15), teachers will be assigned
to supervise designated areas: the north and south doors of the first floor of the
elementary wing, the “u” area, and the south landing of the fourth and fifth grade
hallway.

During A.M. arrival (8:05), each teacher will be in his/her classroom to greet their
students. This is a critical time to get the day off to a positive start.

When dismissing students, all staff are expected to provide hallway supervision. Grade
level teams will be responsible for establishing dismissal procedures that will insure safe,
orderly, and pleasant hallways. These procedures will be written and shared with the
principal.

Staff are responsible for the supervision of whole-class dismissals for restroom and drink
breaks. Classrooms sharing drink and bathroom facilities will be considerate of each
other’s time using these areas.

All staff are responsible for the behavior of their own class when passing through the
building as a group.

Each teacher is to escort his/her students to and from specials.

At the beginning and end of recess, each teacher is to step into the hallway to supervise
his/her students.

At lunch, each teacher escorts students to and from the cafeteria, then follow the cafeteria
common area procedures.

All staff should help achieve the goal of safe, pleasant hallways by carefully monitoring
hallways throughout the day as they routinely move through the building.

Encouragement Procedures

Staff will consistently encourage responsible behavior through frequent positive
interactions with students:

High rates of positive feedback or appreciation will be provided to individuals, groups or
an entire class by all staff (e.g., smiles, “hi signs,” compliments, thank you, praise,
positive notes, etc.).

Positive feedback will be offered privately to successful individuals who may have had
previous difficulties.

Special positive feedback from the principal (or counselor, superintendent, etc. (e.g., “/
was talking to Ms and she tells me that you have really been showing
responsibility in our hallways!”)

Teachers may choose to reward respectful and responsible group hallway behavior with
special activities.

School wide announcement from principal (pleasant, orderly behavior) or from janitor
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(cleanliness, respect for building).
The principal will be recognizing classes with a certificate honoring significant effort /
improvement / achievement for using appropriate behaviors in the hallways.

Interventions (Consequences) for Infractions

When a student does not follow the expectations, calmly and consistently implement the
mildest intervention(s) that might be appropriate based upon the frequency and severity
of the misbehavior:

Provide a brief verbal reminder (Effective Reprimand), followed with praise when
behavior is corrected. e.g., “Here at New Hampton Elementary, we value (state the rule)
to make our hallways safe, orderly, and pleasant.”

Positive practice; have student go back and exhibit corrective behavior.

Detain student briefly, follow with Corrective Teaching and practice. Going to the end of
the line or missing part of a recess may be an additional logical consequence for having
to be detained and taught.

Restitution; apologies to others as appropriate or clean up any mess made.

Loss of privilege to pass independently (e.g., especially for irresponsibility during a trip
to the restroom). Or assign an escort for a brief time until the child demonstrates the
ability to behave independently.

Arrange for additional teaching and practice (at a non-preferred or slightly inconvenient
time such as recess, lunch, before/after school specials). The school counselor may be
able to assist with this extended learning situation.

Have student complete and implement a behavior improvement plan to identify chosen
steps to improve hallway behavior.

Expectations in the Restroom

Students will:

Walk quietly and quickly to the restroom.
Use the toilet appropriately and flush.

Wash hands using soap and dry thoroughly.
Return quietly and quickly to the classroom.

EXPECTATIONS ON THE PLAYGROUND

Students at New Hampton Elementary School will have approximately 400 students, and grade
level recess times in the morning, noon and afternoon As scheduled:

Morning Noon Afternoon
TLC 10:45-11:15 2:45-3:15
K 10:00-10:15 12:15-12:45 2:00-2:15
1 10:00-10:15 11:30-12:00 2:00-2:15
2 10:00-10:15 11:40-12:10 2:00-2:15
3 10:15-10:30 11:45-12:15 2:15-2:30
4 10:15-10:30 11:55-12:25 2:15-2:30
Students will:

Be TRUSTWORTHY by walking quietly down the hall going to and from recess.



Show RESPECT for the playground area, equipment, and one another.
Be RESPONSIBLE for their actions.

Play FAIR.

Be a CARING friend.

Always be a good CITIZEN and have fun.

When on the playground, students are expected to:

Stay outside unless given permission by the supervisor to go back into the building.
Remain within the fences on the playground unless given permission to leave by the
supervisor on duty. (Retrieving a ball, etc.)

Stay away from the bike racks, dumpster, green electrical boxes during recess.

Settle differences with others by using the Conflict Managers.

Line up quickly when the bell rings using line basics (Line Basics: face the front, keep
hands and feet to self, no talking)

Respond quickly to the Give Me Five attention signal of the supervisor (Give Me Five
Procedure: hold hand up, mouth is quiet, hands are at your side, feet are on the floor, ears
are listening and eyes are watching)

Play tag on the open areas only.

Play on the large playground with kick balls and use them away from the playground
equipment or buildings.

Use picnic tables responsibly and respectfully by sitting on the benches and using table
tops for placing materials needed to draw, color, or read.

Show school pride by picking up litter and debris on the playground.

Leave the playground area when school is dismissed.

When on the playground, students are not allowed to:

Interfere in games played by other students.

Climb on the fences or swing set/basketball poles.

Pick up rocks or wood chips.

Slide on the ice.

Throw snow or play on the snow piles tagged with colored flags.

Play soccer, dodge ball, tackle or touch football.

Use bad language.

Fight with others.

Play games which are physically unsafe or aggressive in nature (e.g.: jump on each
other’s backs, Power Rangers, karate, human pyramids, kickboxing, wrestling, etc.)
Perform gymnastics moves (e.g.: Cartwheels, somersaults, splits, etc.)

Jump off any playground equipment.

Chew gum or eat candy on the playground, unless it is a planned school function.
Play kickback on grass.

PLAYGROUND EQUIPMENT RULES

Gliders on Both Playgrounds -

Go one way by starting on the end toward the building.
When you reach the other end, return the handle bar to the next person waiting their turn.
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e (o across the glider on your own power.

Jungle Gym activity center with slides -

e Wait at the top of the slide until the person ahead of you reaches the bottom and moves

out of the way.

e Go down the slide seated on bottom, feet first and move away quickly making room for

the next person waiting their turn.

Climbing up slides or hanging on the sides is unsafe.

Putting snow on the slides causes problems.

The bars on the outside of the Jungle Gym are designed for chin ups.
When crossing the round red pogo climber, start on the outside end and walk across

toward the main part of the Jungle Gym.

Swings -

Stay away from the swings while they are in use.
Do not climb up the poles of the swing set.
Swing straight seated on their bottom.

Swing on your own power.

NO GO CARTS, SKATEBOARDS OR MOPEDS ARE TO BE ON THE PLAYGROUND AT

ANY TIME. STUDENTS ARE ASKED TO STAY OFF FLAGGED SNOW PILES AND

AWAY FROM WATER PUDDLES.

KICKBALL GAME RULES

Show Respect for One Another!
2 . Teams are chosen by counting off, not by choosing.
KICK in the order you were picked for the entire recess.

3. Kickers/Runners:

Only one person at the plate at one time.

The kicker should not run ahead of home plate to kick the ball
Two foul balls is an OUT

No leading off base

If a ball is overthrown, the runner may advance one base

First base is the only base that can be overrun

Play fair. Admit when you have been tagged out.

4 . Outfielders:

The pitcher will be from the team that is kicking

Take turns pitching

When the pitcher has the ball, NO one can run

For safety reasons, all throwing must be shoulder height or lower

Tripping or blocking the base or baseline is not safe for the runner.

Play fair. Do not hold players back from running.

Staff Responsibilities on the Playground:
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¢ During the first week of school each teacher will teach and reteach the playground
expectations.

o All staff will use preventive prompts (reminders of student expectations) regularly for the
first quarter just prior to dismissing students for recess. Prompts should continue
throughout the school year.

e Corrective teaching should occur with individual students or groups when violations of the
expectations occur.

e Use “Being Responsible on our Playground” checklist for students to reflect/report/discuss
how well they did regarding the playground expectations. This should be used especially
in the beginning of the school year and when needed to review playground expectations.

e Each teacher will have a plan for how a new student will be taught responsible playground
behavior.

o Substitutes will be taught playground expectations and supervision responsibilities by the
principal.

o After the conflict managers have been trained, these students will role play situations for
grade levels to see how to effectively use their services on the playground.

e The playground supervisor and the office will make the decision in regard to going outside
for noon recess during inclement weather.

e A.M. and P.M. RECESS staff-on-duty are responsible to decide and communicate with the
grade level teachers whether or not the students will be going out or staying in. Staff are
asked to respect the decision made.

Supervision Responsibilities
¢ For kindergarten, first, and second grade level a.m. and p.m. recesses there will be two
SUpervisors.
e For Third and Fourth grade levels a.m. and p.m. recesses there will be two supervisors.
o Grade levels will supervise their students passing in the hallway to and from the
playground. As the teachers on duty dismiss students from the playground, teachers will
supervise the students at strategic spots along the route to their rooms.

e Supervisors are to circulate about the playground and avoid standing in one place.

e Supervisors will be visible and interact positively with as many students as possible.
(Catching students being respectful, responsible, safe and cooperative, and providing
positive feedback is an important part of supervision.)

e To ensure responsible student behavior all staff are asked to share supervision when
students are passing to and from the playground. This high staff visibility serves both to
encourage appropriate behavior and to help build positive adult-student relationships and a
warm invitational environment.

e Teachers should not routinely use loss of recess as a consequence for student misbehavior
in their classrooms. Students may, on occasion, be detained from recess briefly to
complete work or visit with a teacher about their behavior, ongoing removal from recess
should not occur.

¢ When a student does not follow the playground expectations, supervisors are to calmly
implement the mildest intervention/s based upon the frequency and severity of the
misbehavior. Students are NOT to be sent into the building as a result of disciplinary
action unless it is severe behavior.
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e Crisis Procedures: Send responsible student in to an adult closest to the playground with
the red “Send Help” card. That adult is responsible for letting the office know of the
emergency. Reasons may be severe injury, medical crisis, student left grounds, fighting or
out of control, stranger on playground, abduction; call 911.

o Staff will be supplied with Nurse and Restroom passes to use at their discretion.

e Report to duty on time with whistle, building keys, “Send Help” cards, and fanny packs.

e Supervisors are responsible for encouraging procedures, carrying out the consequences for
infractions, and informing the teacher of actions taken.

e Supervisors are to encourage students to use conflict resolution processes and go to
“Conflict Managers” when necessary.

Encouragement Procedures
Staff will consistently encourage responsible behavior through regular positive interactions with
students in the following ways:

e Frequent general praise or appreciation should be provided to individuals or groups when
displaying responsible behavior (e.g., compliments, thank you, high sign, thumbs up,
smiles, etc.)

e Positive feedback (effective praise should be offered privately to successful individuals
who may have had previous difficulties or exhibit responsible behaviors that required
effort.)

e Comment on an individual’s or group’s responsible behavior to their teacher or principal,
and have them pass along the report to the students.

¢ Have a student who is doing well teach and be a “recess buddy” for new student.

¢ Give individual student/s showing effort to behave responsibly, respectfully, safely or
cooperatively a “Character Counts” card, possibly first week of the month.

¢ School wide announcement (once a week in the beginning) from the principal (pleasant,
respectful, safe play).

e Extra recess time.

e Positive note to student or parents.

e Traveling “trophy/banner” to the grade with the best playground behavior for the week.

e Recognition/announcement in school newsletters, etc.

Interventions (Consequences) for Infractions
When a student does not follow the expectations, calmly and consistently implement the mildest
intervention that is appropriate based upon the frequency and severity of the misbehavior:

e Students should use conflict resolution processes (ex. “I feel messages...” If conflict is not
resolved, then go to the Conflict Managers on duty.)

e Positive practice; stop student and have them demonstrate correct behavior.

¢ Use an Effective Reprimand followed with praise when behavior is corrected.

e Detain student briefly for 2-3 minutes (“sit and watch,” walk with supervisor, sit on a
bench or stand by wall); follow with Corrective Teaching and practice. Watch for student
to behave responsibly later and provide praise.

¢ Stop student who has had difficulties before entering playground to do a brief review
(Individual Teaching) of needed expectations. Let student know you will be watching for
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the responsible behavior. Be sure to catch him/her being good and provide positive
feedback.

e Restitution: apologies to others as appropriate or have students select way/s they can play
cooperatively with each other or make amends (do something nice, thoughtful or helpful)
to those who may have been offended by their behavior. See that they carry out their
restitution. ex. (kickball on the roof). When a student abuses or loses the playground
equipment of another classroom, his/her classroom will replace it.

¢ Additional teaching and practice (at a non-preferred or slightly inconvenient time for
student).

e Loss of privilege to play on specific equipment or in game or activity of a few minutes,
rest of recess, or until a period of successful play has been demonstrated.

e Have student develop a behavior improvement plan and share it with the supervisor. Or
develop a plan and have the student obtain the signature of a teacher, principal or parent as
their “ticket” back onto the playground.

e Arrange for student with chronic problems to visit with an adult (supervisor, guidance
counselor, etc.) each day before joining the others at recess to review and practice
expectation. If the practice is successful, the student may then be excused to the
playground.

e Have the student complete a problem solving form (available in the office).

o |f several students are having problems arrange for a small group problem-solving session
with the school counselor. A class meeting may also be helpful if entire class is having
difficulty.

o |f several students are having difficulty arrange for “developmental recess” where
students can learn and play under closely supervised conditions until they demonstrate
readiness to join other students.

¢ Arrange to meet with Child Assistance Team and parents to develop an intervention plan.

o Office referral for serious misbehavior or insubordination, where a parent will be called.

Rationales for Students to Understand:

>
>
>
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>
>
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>
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When you are kind to others at recess, they will be more likely to want to include you in
their play or activity.

When you take turns, everyone gets a chance to use the equipment at each and every recess.
When you play only where you are supposed to be, you will be safe and your supervisor will
know that he/she can trust you.

When you leave your personal items in the classroom or at home, you are less likely to lose
them or have them get broken or damaged.

When you talk it out, you can keep friends and they’ll be more likely to cooperate with you.
When you listen calmly when a supervisor talks with you, you’ll be able to learn what is
expected and get back to playing more quickly.

If you listen respectfully when a supervisor talks to you about your behavior, they will think
you are cooperative and you will avoid further consequences.

If you can stop immediately and line up when the recess bell rings, everyone will be able to
have their full recess time. If it takes a long time to line up, supervisors may have to cut
play time short to allow extra time to line up.

When we use the equipment as intended, we can avoid accidents and injuries.

When we are responsible and take good care of our equipment, we ensure that it won’t get
broken or ruined and that there will always be fun things to play with.
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» When we pick up litter from our school grounds, it makes it a more pleasant place to be and
shows others that we have respect for our school.

» When you use the conflict managers, you will be able to solve your problems easily and
quickly, so both of you can get back to enjoying your recess.

HOMEWORK OBJECTIVES AND RESPONSIBILITIES
The homework component is aligned with lowa Teaching Standard #3.

Introduction

Homework is an important part of a student’s learning experience. It provides opportunities for
students to practice skills and improve their understanding. It also provides additional time for
students to complete work, conduct follow-up studies, and develop good study habits.

Homework Objectives

At New Hampton Elementary, teachers assign homework to achieve the following objectives:
e Provide independent practice of learned concepts and/or skills.

Assist students in developing good independent work/study habits.

Promote student responsibility, time management, and self-discipline.

Encourage independent research skills.

Promote positive interaction between students and parents.

Homework Responsibilities:
In order to promote homework as an extension of the classroom experiences, the following
guidelines have been developed to assist those working with students.
Student Responsibilities

e Record, complete and return assigned work on time. (If a parent brings in a homework
assignment after school begins, it will be placed in the teacher’s mailbox. Instructional
time will not be interrupted to have the student come to the office.)
Assume responsibility for completing work when absent from school.
Establish a time and location at home to complete homework assignments.
Communicate homework assignments with the supervision of parents/guardians.

e Strive to complete work to the best of his/her ability.
Parent/Guardian Responsibilities

e Work with the student to develop an appropriate time and location to complete
homework and to develop daily homework routine.
Provide an environment conducive to the completion of homework.
Encourage and motivates students but does not do the student’s homework.
Communicate with the teacher if concerns arise.

¢ Hold student accountable for completing all homework.
Teacher Responsibilities

e Provide meaningful tasks with a specific purpose that support work introduced during

class time.
e Allow time in class for students to write down the assignment in an appropriate
assignment notebook in order to develop organizational skills.
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o Acknowledge the activities and responsibilities of students outside of school and accept
that extenuating circumstances could arise that prevent students from completing the
work.

e Communicate with parents if concerns arise.

Monitor homework assignments and provide feedback to students.

e Coordinate homework with other teachers/teams to avoid excessive homework on

particular nights.
Counselor Responsibilities

e Provide support groups when necessary to assist students in developing good study habits
and effective time management practices.

e Assist the building support team in monitoring students in need of assistance.

e Help the students establish realistic goals and provide the necessary support.

o Offer study-skills group for selected students when needed.

Principal Responsibilities

e Communicate and monitor the schools’ homework guidelines.

¢ Individualize the guidelines according to the needs of the student and/or school.

e Provide leadership for building a support team to assist students, when needed.

RETENTION: POLICY AND PROCEDURES

The homeroom teacher has the prime responsibility for recommending retention of a student.
The parents should be notified as early in the school year as possible of the teacher's
recommendations (by the teacher). Parents should be advised of the procedure that is normally
used for determining the appropriate placement of a student and if testing is required, a referral
to SAT needs to be started at this time. Retention is based on the results of these tests and the
progress observed by the classroom teacher. Teachers should avoid making "generalities” about
the subject of retention. Parents should never be told their student is "shy" and that retention will
help them to overcome this.

If, at the end of the school year, it is finally decided to retain the child, a retention form should
be completed by the teacher and kept on file in the cumulative folder in the elementary
principal's office. The school district has the final responsibility of making any placement. We
can encourage the parents to support this placement, but our professionalism must be the basis
for this decision,

SECTION VII. HEALTH AND SAFETY

WEATHER REMINDERS

+ Students with short sleeve shirts may go without coats when the temperature/wind chill is 60
degrees or above.

* Students with long sleeve shirts may go without coats when the temperature/wind chill is 55
degrees or above.

* Boots need to be worn when there is snow on the playground. (Those without boots will stand
by the wall.)

Red card - Wear Boots
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Yellow card - No Boots except on the snowy areas
Greencard - No Boots
* Use the New Hampton Weather Net to determine temperature and wind chill.
* There will be inside recess when it is raining, if the temperature or wind chill factor is 0
degrees or below.

Students are expected to be dressed for the weather. If students are in need of gloves, snow pants,
hats, or boots, they may check the lost and found, with the school counselor or with the nurse.
The office will make the decision for going outside at noon recess, A.M. and P.M. recesses will
be decided by the staff on duty.

CRISIS - A CARD IS POSTED NEAR THE DOOR OF EACH ROOM. REFER TO
CARD FOR PROCEDURES. DETAILS MAY BE FOUND IN THE CRISIS PLAN BINDER
LOCATED IN EACH CLASSROOM.

ABDUCTION

BOMB OR SUSPICIOUS DEVICE

EVACUATION/RELOCATION

FIRE

HAZARDOUS MATERIALS

INTRUDER/HOSTAGE

LOCKDOWN (INTRUDER)

MEDIA PROCEDURES

SHELTER IN PLACE (AIR QUALITY ISSUE)

SUICIDE ATTEMPT

TORNADO

WEAPONS

CHILD ABUSE REPORTING

The code of lowa requires certificated school employees to report within 24 hours to the
Department of Human Services all instances of suspected child abuse involving students. The
Code establishes a reporting and investigating procedure for alleged cases of child abuse. The
requirement to report is mandatory. The Department of Human Services phone number is 641-
228-5713. Should you report a suspected incident, please ensure that the Nurse, Guidance
Counselor, and Principal are aware.

FIRE DRILLS

1. The signal for fire drills will be a high pitched sound and flashing light from on the fire
alarm.

2. In case of fire drills, all students and teachers will leave the building. Teachers, please take

your class roster and keys with you and take roll of your students when you reach your
designated area.

3. Students must walk quietly, in single file, when leaving the building. There must be NO
running. However, the students must walk rapidly.

5. Students should line up quietly on sidewalks outside the building and wait until the signal
is given to return. Once the students are outside, they should be located in an area which
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would not interfere with the fire fighting equipment. Students exiting the building to the
south should go all the way to the south fence on the playground.

6.  Each teacher should accompany his or her class and supervise the class outside the
building. Classes should be instructed very carefully by the teachers so the students
become familiar with the procedure. Be certain that each room knows the exit to be used
and have walked through the procedure from each of the rooms they are in during the year.

7. Use exits as listed on the following page.

In case fire alarm is sounded while students are in the AUDITORIUM:
a. Students in west section, first floor and west sections of the balcony use firewell at
northwest corner
b. Students in balcony, east and center sections, turn right and leave the building through
north stairway staying to the right.
c. Students in east and central sections of main floor will leave through the northwest
entrance, keeping to the left

2012 - 13 NEW HAMPTON PK-8 FIRE PROCEDURES
(High pitched sounds with flashing lights)
(Please take class rosters, red/green cards, and room keys with you)

North Elementary doors
Rooms 10, 11, 12, 13, 22, 23, 24, and 25

Playground doors
Rooms 216, 217, 218, 219, 317, and the Elementary computer lab

Northeast doors
Rooms 210, 211, 212, 213, 214, 308, 312, 313, 315, 316, 318, and 320

Northwest doors
Rooms 102, 104, 201, 202, 204, 205, 206, 302, 304, 306, auditorium (downstairs and balcony) and
curriculum lab

North administration doors
Elementary and Middle School offices, Room 106, 118, 126, 128, staff workroom and north half of
cafeteria

Dock doors
Cooks

South central doors
Boys and girls locker rooms, weight room, Middle School computer lab, media center, and south half of
cafeteria
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West doors
Rooms 149, 151, 152, PE Office and Gym

South Elementary doors
Rooms 15, 16, 17, 18, 20, 27, 28, 29, 30, 31, 32, 33, 34

2012 - 13 NEW HAMPTON PK-8 TORNADO PROCEDURES
(Please take class rosters, red/green cards, and room keys with you)

Southeast stairwell and Elementary library
Rooms 216, 217, 218, 219, 313, 317, 318, and 320

East Elevator Lobby
Elementary Computer Lab

Northeast stairwell and 1% floor in the east hallway
Rooms 126, 128, 210, 212, 211, 214, and 312

Northeast stairwell and 1% floor in the north hallway
Rooms 308, 310, 313, 315

Outside the west elevator on 2™ floor
Rooms 204, 206 and curriculum lab

Northwest stairwell and 1% floor in the north hallway
Rooms 102, 201, 202, 205, 302, 304, 306, Auditorium (downstairs and balcony), and Elementary and
Middle School offices

Remain in rooms
Rooms 106 118, and 152 (in storage room and/or restrooms), and middle school computer lab

In south section of the Elementary library
Elementary computer lab and media center

Boys Locker Room
PE classes with Schmitt

Girls Locker Room
PE classes with Mrs. Moore

1* floor Elementary hallway (east side)
Rooms 10, 12, 16, 18, 20

1* floor Elementary hallway (west side)
Rooms 11, 13, 15, 17, and 19




North stairwell of Elementary and 1% floor Elementary (east side)
Rooms 22, 24, and 28,

South stairwell of Elementary and 1% floor Elementary (east side)
Rooms 30, 32, and 34Nuss,

North stairwell of Elementary and 1% floor Elementary (west side)
Rooms 23, 25, and 27

South stairwell of Elementary and 1* floor Elementary (west side)
Rooms 29, 31, and 33

INJURIES

Please report playground injuries to the nurse or the office. This does not include minor
scratches. The nurse will be responsible for reporting insurance claims for all injuries and
placing appropriate paperwork on file.

SECTION VIII. SPECIAL PROGRAMS AND SUPPORT STAFFE

WORKING WITH SUPPORT STAFFE

The teacher/paraeducator relationship is aligned with lowa Teaching Standards and Criteria 7b and 8e.

The support staff consists of custodians, food service, bus drivers, secretaries and paras. They
are an integral part of the elementary team. We are grateful for the role they play in meeting the
needs of the children in our charge.

Some of you will be working very closely with paraeducators who have been assigned to work
with students in your classroom. The following information will be helpful to you in establishing
a quality working relationship with the paraeducator assigned to your classroom.

The Paraeducator Assigned to Students in Your Classroom

The Role of the Teacher/The Role of the Paraeducator

The teacher ensures that the lessons presented are well designed to suit the needs of the
individual students in the classroom. The role of the paraeducator is to support the teacher in the
delivery of the instruction in assigned ways. The paraeducator works under the direction of the
teacher. The paraeducator is responsible for a variety of hands-on tasks and for the production of
certain parts of the instruction, working from lessons that are carefully planned by the teacher.
Paraeducators do not plan or design classroom instruction, are not afforded the autonomy to
adapt the lessons (without asking), and do not do the majority of the instruction. Each of these
responsibilities fall under the purview of the teacher.

Paraeducators do make important contributions to classroom instruction by effectively
implementing important delegated tasks for which they are specifically trained. They provide
useful supports that help keep things running efficiently and effectively.

Best Practice for Working with Paraeducators and Developing a Working Team Effort:
1. Welcome and Acknowledge Your Paraeducator:
¢ Provide space for the belongings of the paraeducator and welcome him/her.
¢ Include the name of the paraeducator on the classroom door.
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*

¢

Introduce the paraeducator as part of the teaching team, not as a specific student’s helper.
Share room tasks that communicate authority (e.g., taking attendance, writing on the
whiteboard, doing hot lunch count, etc.)

Say “thank you” very often in a variety of ways.

2. Orienting Paraeducators:

¢

¢

¢
¢

If new to the district, provide a thorough school tour and introduce the paraeducator to
important people (office personnel, custodians, colleagues, etc.).

Orient the paraeducator to the location of supplies and technology within the school and
classroom.

Review school and classroom policies, procedures, and rules each year.

Provide access to IEPs and teach paraeducators how to read and interpret the documents.

3. Planning for Paraeducators:

¢

¢

*
*

Provide a daily and weekly schedule for him/her. Include who the paraeducator will be
supporting, what the paraeducator will be doing, and when they will be doing it.

Include the following in daily plans: the goals and objectives for an activity, the role you
expect him/her to play in each activity, what the level of support he/she will be giving to
a student or group of students, and the modifications/adaptations they can employ for
struggling students.

Review each plan.

Teach, model, support, and provide feedback for your paraeducator.

4. Communicating With Paraeducators:

*
*

¢
¢

Clarify roles and responsibilities.

Develop shared expectations and mechanisms for communication (e.g., daily notebook,
check in point at the start and the end of each day, weekly meeting for planning and
communication).

Be open to the perspectives and ideas of the paraeducator.

Use active listening skills.

Please Note: Most adults do not like to be supervised. Understanding that supervision is a
required part of the position may not change feelings, but explaining up front that the intent is for
skill development may help the paraeducator more readily accept the supervisory relationship.
The outcome of supervision is improved job performance, which can be translated into increased
student achievement. The special education teacher and general education teacher to which
he/she is assigned, as well as the building principal will supervise the paraeducator.

Expectations of Paraeducators of the New Hampton Community School District
Paraeducators will:

Understand that records, information related to students and their families, and school
happenings are considered confidential.

Be contributors to a positive culture/climate of your classroom/building/district.
Make an attempt to know local school district policies and follow them at all times.
Understand and demonstrate the descriptors of your job description.

Follow the directions given by their supervisor and administrators.

Follow the chain of command with questions and requests.
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o Exhibit professional behavior, which includes attendance, punctuality, and being a good team
member.

TITLE | READING PROGRAM

Our remedial program (Title I) will be concerned with students in grades 1 - 4. Placement in the
remedial reading program is not on a permanent basis and individual cases will continually be
reviewed for placement back in the regular reading program. You will be advised of revised
eligibility once testing is complete.

We encourage you to call on the remedial reading teachers as resource people for questions and
assistance in your individual reading program.

A remedial reading (Title I) Advisory Council exists for the purpose of better meeting the needs
of both the parents and the students.

CLASS-SIZE REDUCTION PROGRAM

The Class-Size Reduction Program of New Hampton Elementary will be concerned with
students from kindergarten to the third grade. Students whose reading and mathematics test
scores and performance show they are in need of mild to intensive intervention will be served by
the teachers hired for this program.

EMPOWERMENT PROGRAM / AFTER SCHOOL PROGRAM

The New Hampton Community School District’s Empowerment Program is a school-based
youth program that focuses on assisting students in building positive personal/social skills,
organizational and study skills, and academic achievement in a one-on one or small group
setting. Students are refereed to the program by parents and teachers. The elementary program
works with students in grades 2, 3, and 4.

ENGLISH LANGUAGE LEARNER PROGRAM/ELL

The New Hampton Community School District has developed an ELL Program to meet the
needs of PK — 12 students who are English language learners. The ELL teacher is a half-time
instructor who serves as an advocate for the ELL student. This instructor will administer entry
assessments and design an individualized program for each student. In addition, the ELL teacher
will serve as a resource for classroom teachers offering advice and identifying instructional
strategies that will accommodate the needs of ELL students in the classroom.

EXTENDED LEARNING PROGRAM/ELP

The New Hampton Community School District’s Extended Learning Program is a school-based
program that focuses on meeting the needs of the K — 12 talented and gifted students. K -8 is
served by a qualified instructor who designs innovative activities to enhance learning to improve
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the match between a student’s unique characteristics/abilities and various curriculum
components.

“Never doubt that a group of thoughtful, committed individuals can change the world, for indeed it
is the only thing that ever has.”
~ Margaret Mead
...One child at a time.
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