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INTRODUCTION 
Faculty and staff members are to be familiar with the policies governing Greenville County Schools and Beck Academy. Policy manuals are housed in the media center and the principal’s office. Staff may use these manuals during the school day. 

Strict adherence to and enforcement of policies governing all school activities is a necessity of good organization and for order to be maintained within the school. 

This handbook contains information to assist you in meeting your responsibilities more easily and efficiently at Beck Academy. A copy of the handbook can be found on the website. Teachers and staff are responsible for reading and abiding by guidelines. 

Since it is a working document, revisions and additions will be made during the year as the need arises. As the year progresses, teachers are requested to make suggestions that will improve the handbook. 

Corrections/Additions/Deletions 
PLEASE jot down any corrections, typos, and information that need to be added or deleted. Send this info to Ms. Tweed. This information will be helpful for next year’s handbook. 
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I. GENERAL INFORMATION 
Announcements 
Announcements will be made at approximately 8:16 AM and 2:55 PM. Late announcements made after homeroom interrupt the instructional time. Only emergency announcements will be made at other times during the school day. Announcements must be written and given to Mrs. Hagood in the main office. 

• Public announcements will be made in the morning and in the afternoon. The principal or his designee will make announcements. Approval must be given before anyone makes announcements. Approval by the administration must be given before school-wide announcements will be made. 

• Congratulatory or honorary announcements will be made only once. 

• Emergency changes in schedules or cancellations will be announced only once. 

• Students need to be quiet and LISTEN during the announcements so that they can hear all pertinent information. It is the teacher’s responsibility to be sure that students are able to hear the announcements. 

• All faculty, staff, and students must stand for the pledge and remain quiet during the moment of silence. Students do not have to say the pledge. 

Assemblies 
Teachers are required to keep their students together, sit with their students, and to make sure all students are present during assemblies. Proper assembly behavior is expected and includes no talking, attention directed to the stage, and respect for the performer(s). Teachers should instruct students on the proper behavior for assemblies before EACH assembly. 

Procedures for assemblies are:

· Students will enter area with teacher in a single file and orderly line.

· Teachers should not allow disruptive students to sit together

· Disruptive students should be removed

· Students must remain seated until dismissed.

Bell Schedule- located in teachers’ first day packet 

Bulletin Boards 
The work of the school is judged many times by the outside appearance and by the displays in the halls and classrooms. Teachers need to keep their classrooms and halls attractive and neat in order to create a warm, inviting atmosphere. This includes bulletin boards and student work. Student work needs to be displayed and changed frequently. Do not use hot glue or tape to hang displays anywhere. You may only use 3M Command Strips and may not hang anything on the colored wall. Teachers will be given explicit instructions about the care of the building at the beginning of the year. All rooms have motion sensors; therefore nothing can be hung from the ceiling. 

Bus Holding
Students will be held in two locations in the morning. Students in 6th grade will sit quietly in the cafeteria. Students in 7th and 8th grade will sit quietly in the gym or participate in intramurals. Sixth grade will be dismissed at 8:01, seventh at 8:03, and eighth at 8:05. Students arriving at 8:00 will be sent on to the rooms. Breakfast closes to car riders at 7:55. Students that are 

eating breakfast must do so before entering bus holding. Once students are finished eating they must go to their designated area. 

Bus Holding Guidelines 
Dress Code and ID-All faculty and staff are expected to address dress code and ID violations at all times. As students arrive at school shirt tails must be tucked, ID on lanyard around neck, pants pulled up to the waist and no hats or do- rags in sight. Cell phones should be out of sight.
Bus Unloading: 

• Greet Students and bus drivers with a smile

· Record bus arrivals times in notebook.

• Remind students to tuck in shirt tails, pull up pants and remove head covering. 

• Remind students to display ID 

• Direct students to bus holding areas 

Gym: 7th and 8th graders only 

• 7th and 8th grade bus students not eating breakfast need to enter the gym 

• Car riders and walkers will enter the gym through the fine arts hallway 

• Students must eat breakfast before entering gym 

• Make sure shirt tails are in, pants are not sagging and any head covering is  

  removed. Also, students’ IDs must be visible. 

• Send students not dressed appropriately to the grade level administrator. 

• 7th grade students will sit on the sections of bleachers nearest the cafeteria and 

  8th grade students will sit on the sections of bleachers nearest the back doors. 

• Once seated, students, may not move to another seat or leave the gym without 

   permission or written pass. 

• Students must sit quietly unless permission is given to participate in intramurals. 

• No electronic devices (CD Players, games, radios etc.) are allowed 

Breakfast: 

• Make sure shirt tails are in, pants are not sagging and any head covering is  

  removed. Also, students’ IDs must be visible. 

• Students must get in the breakfast line immediately and not wait for their 

  friends. 

• Students must sit at the tables designated for breakfast. 

• Students must pick up all trash before leaving 

• Students must go to their designated holding areas as soon as they are finished 

  eating. 

• Administrator and teachers must monitor student behavior 

• No food or drink should be taken out of the cafeteria 

• No electronic devices (CD Players, games, radios etc.) are allowed. 

Cafeteria: 

• 6th grade students not eating breakfast will sit at the tables not designated for breakfast. 

• All students not dressed appropriately will be sent to the grade level administrator 

• Make sure shirt tails are in, pants are not sagging and any head covering is removed. Also, students’ IDs must be visible 

• Teachers and administrators need to discourage excessive noise. 

• No electronic devices (CD Players, games, radios etc.) 

• Once students are seated, they may not leave the cafeteria without a pass or change seats until dismissed. 

Front sidewalk 

• Students may not loiter or gather on the front sidewalk 

• Students may not enter the classrooms until after 8 o’clock without a pass 

CAFETERIA 
Collection Procedures 
Students are encouraged to pre-pay meals by the week or month. They may do so by giving a check or cash to the cafeteria personnel before the start of 1st period. Students may not put money on their account during lunch. Please remind students in homeroom of this procedure. 

Students without IDs must wait outside in the hall and will be the last to eat.
Students will be assigned a lunch line and a designated table to sit. Diet restrictions or allergies for students must be verified by a physician and turned in to nurse and lunch room manager. 

Breakfast begins at 7:30 and ends at 7:55 for car riders and walkers. Only bus students will be allowed to eat after 7:55. Students eating breakfast must go directly to the cafeteria. Students cannot go to the cafeteria for breakfast after they are in bus holding. 

Meal Prices:

Breakfast: Students - $.85 Reduced $.30 Adults - $1.80 

Lunch: Students - $1.75 Reduced $.40 Adults - $3.00 

Extra milk-$.65
Free and reduced lunch applications will be distributed to all students at the beginning of the year in the first day packets. These forms should be returned to the cafeteria manager as soon as possible so that there will not be a problem with providing lunches for those who qualify. Students who were on free or reduced lunch last year are still required to fill out the new form. 

Policy: Food and Nutrition Services expects payment either in advance or at the point of service. Students at elementary and middle schools are allowed to charge meals on an 
emergency basis only. Students at high schools and adults at all locations are not allowed to charge meals. 
Adults must set up an account or pay cash. Adults may not charge meals or items. 

Health department regulations: The kitchen is off-limits! Please do not go behind the serving line, especially while lunch is being served. If you need to talk to the manager about a field trip or other request, please do so at a time other than lunch or breakfast. No one is to use the cafeteria phone or bathrooms. 

Each teacher at the end of homeroom will send in a lunch detention count. The count must include the name and ID number of the student ordering a bag lunch. The cafeteria will only fix the number of lunches ordered. Each student that orders a lunch will be charged, therefore the students cannot purchase another lunch that day. It is important that the lunch count is correct. A form, found in teacher’s first day packet, is provided for lunch detention. Please make sure students are asked if they want to order a lunch. Do not assume a student wants a lunch. Remind students that they cannot order a bag lunch at lunch time. 
Cafeteria Procedures – All teachers must supervise at all times during lunch.
a. Students will arrive and leave the cafeteria at the assigned times. Students without an ID must wait outside in the hall and be the last ones to eat.  Students assigned lunch detention must go directly to the lunch detention room without purchasing food or snacks.
b. Classes are assigned which lunch line and tables to use. Students should not stand on the blue tiles near the doors of the cafeteria.  Students will be directed when to enter the cafeteria line by a teacher.
c. Instruct students to go in and out of the cafeteria in an orderly manner and the correct doors, to practice good table manners, and to keep the noise in the cafeteria to a minimum. 

d. It is important that students be on their best behavior going to and from the cafeteria as well as when eating lunch. 

e. Teachers should remain with students and not break in front of the line or block students from getting lunches by talking to the cafeteria workers. 

f. Once students have been through the line, they are not allowed to go back through the line to purchase additional items or pick up forgotten items. 

g. Teachers are to eat in the cafeteria and sit at assigned table with the students. 
h. Teachers, please be alert as you dismiss your class from the cafeteria. Lunch dismissal seems to be a prime time for altercations. 

i. Grade level administrators will determine if the cafeteria behavior warrants the privilege of going outside after lunch. Teachers need to supervise the time after lunch while other teachers will need to supervise inside the cafeteria. This procedure will be worked out with the grade level administrator.
j. Teachers are to check the tables before leaving the cafeteria to make sure that nothing has been left on the tables or on the floor under the table. 
k. Students must eat all their food and drink all their drinks in the cafeteria. NO FOOD OR DRINKS from the cafeteria SHOULD BE TAKEN OUT OF THE CAFETERIA. 
l. If it becomes necessary for you to change your lunch schedule for one day, the assistant principal must approve the change. If your class is going on a field trip during lunch, you should notify the lunchroom staff at least two days in advance. Form is located in the forms section. 

Calendar (master)
A master calendar is located in the main office. All school-wide activities, field trips, in school and out of school group activities using the gym, cafeteria or parts of the school campus, and special events will be noted on the calendar with the principal’s approval. Consult the master calendar for school and district meetings. 

Building Use: If you wish to use a portion of the school facility, or have a special meeting, activity or field trip, you must complete the CALENDAR REQUEST FORM, located in the main office and return it to Mrs. Hagood. When the principal has approved this request, the information will be placed on the calendar. 

Classroom Parties: 
Even though there are many occasions for celebrations, teachers should not schedule parties during the school year for their students without permission from grade level administrator. 

Copiers
Each faculty member will be given a copier number. Please use your copies wisely. DO NOT SEND STUDENTS TO RUN COPIES, NO EXCEPTIONS. Report any copier problems to Mrs. McCutcheon. Do not give your copier number for others to use. 

Courier
The district courier will come to Beck Academy on Tuesdays and Fridays. 

Cumulative Records
Cumulative Student Records will be locked in the vault. Records are not to be taken from the guidance area. When any record or portion of a record is taken from the office it must be signed out through guidance. ONLY the faculty and designated staff should handle records. Please do not let parent volunteers work on cumulative files. Please notify the guidance counselors if a record is missing. The procedures for completing cumulative files will be handed out in late May. 
Records of all students need to be checked by the first core teacher before the syllabus is written. A form will be sent electronically.  Once completed email form to the grade level AP who will then create a grade level data form to share with all teachers. 
Guidance clerk will check records of new students that enroll after September 15 and notify grade level administrator of any pertinent information. 

Direct Deposit 
All Greenville County Schools employees must use Direct Deposit. 

Dress Code for Students 
All faculty and staff members are to enforce the Beck Academy Dress Code at all times. Adults should stop ANY student with shirt tail out, sagging pants, no visible ID or any other dress code violations. Copy provided in first day packet. 

Dress for Faculty and Staff 
How we dress at school has an impact on our students and on the work place in general. We are professionals and should dress like professionals. Jeans are not to be worn in any color except on specially designated days. 

Women:

• Professional length skirts/dresses/slacks 

• Professional tops or Beck Academy IB Logo shirt 

• Appropriate shoes (no flip-flops) 

• No shorts 

• Capri and Crop pants – These slacks should be long enough to reach below the calf and worn with an appropriate top. 
Men: 

• Dress shirt with tie or shirt with collar and sleeves with the BECK ACADEMY 
  LOGO-shirts must be tucked into slacks 
• Slacks-no cargo pants or shorts 

• Appropriate shoes (no flip-flops) 

PE teachers must wear collared shirts and not t-shirts. Men should tuck their shirts.
Beck Casual- Beck casual attire is described as appropriate shorts, t-shirts, polo’s, jeans, and shoes. Beck casual attire can be worn on teacher work days when there are no students in the building and faculty and staff does not have scheduled parent meetings. 

 

Beck Professional- Beck professional attire should be worn on school days, for parent conferences, and when you are attending off campus functions where you represent Beck Academy.  

Early Dismissal 
Students are to present an early dismissal request to the attendance clerk prior to 8:30AM on the day of the dismissal. The note should include parent/guardian signature, date and the reason for the dismissal. Student must be signed out in the main office by a parent or legal guardian. Teachers should sign the student’s early dismissal request. 

Employee Number 

The district requires that employees register with their EMPLOYEE NUMBER that is issued through payroll for all in-services attended. The Social Security number will no longer be used. Be sure to memorize this number (located on check stub) so you can get credit for all in-services attended. Do not use this number if you are using these hours for an exchange day. 

Employee Pass 
Employees are provided free admittance to school-sponsored events. Pass must be signed to receive benefits. The pass provides free admission ONLY for the employee. Admission must be paid for family members and other guests. School-sponsored event is defined as follows: “regular season” athletic games and matches, district athletic tournaments such as Christmas Basketball Tournament, curriculum related events open to the general public such as band and choral concerts and Roper Mountain Science Center 

public events. Non-curriculum related events such as pageants, events requiring advance ticket sales and non-school sponsored events are not included in the free admittance. Posters are displayed at events where passes are honored. Various businesses offer special discounts throughout the year. Special promotions will be included in the Dialogue videos. The pass is for your use and should not be given to others. Admission to Beck’s sports events held at Beck Academy is free to faculty and staff and their families. Admittance is free but refreshments must be purchased. 

E-News 
Teachers are welcome to submit a blurb about classroom learning and news each week by Thursday. School-wide events and club news must be included weekly. 
Faculty and Staff Children 
Faculty children may not attend faculty meetings, come to school on workdays, or attend field trips. Please check school calendar and plan now for childcare. Faculty and staff children must be supervised at all times.  Faculty and staff children must stay in classroom or bus holding.  Students should not remain in classroom when there is a teacher conference or discussions with other faculty members about Beck Academy’s students, events, other faculty members etc.
Fax Machine 

A fax machine is located in the main office. The fax machine is for school business. Please see Mrs. McCutcheon for assistance and approval. All long distance faxes must be approved and logged. 

Fund Raising 
Requests for all fund raising projects are to be submitted to the principal for approval. See Mrs. McCutcheon for the Fundraiser Request Form. Money raised through the school and by students must be receipted and turned in to Mrs. McCutcheon by 12:00 PM of the day collected. 

Hall Passes 
All students who travel to any part of the building when not accompanied by a faculty or staff member must have a hall pass. If a teacher detains a student, the teacher must write a pass for the student to the next class. Students need to use a pass when they leave the classroom (i.e. restroom, water, phone, health room, library, office). Planners need to be used for all hall passes EXCEPT bathroom passes. Students are provided 5 free tardy passes and 5 restroom passes per nine weeks.
Keys 
Mrs. Hagood will issue keys to teachers for use during the school year. These keys are to be turned in at the end of the school year to Mr. Ligon. Report any loss of keys to the plant engineer. NO DUPLICATE KEYS ARE TO BE MADE. The burglar alarm is engaged from 10:30PM to 6:30AM during the week and at all hours on weekends. Any request to use building after hours must be cleared by Dr. Bricker. Teachers must be out of the building by 9pm. 

Lockers 
Teachers will assign lockers and keep a record of locker and lock combination issued to students. The assistant principals will have a key that opens all lockers. The physical education teachers also need to keep a record of lockers assigned. A copy of this list must be turned into the grade level administrator by the end of August. Students should be instructed on how to use the locks and reminded to keep combination confidential. Only school locks may be used and lockers may not be shared unless assigned by the grade level administrator. Students may use only one locker. Students may not write in lockers or paste stickers in them. Students that deface lockers, either inside or outside, must remove or pay for the damage. 
Locker clean out and inspection will be scheduled by the grade level administrator with Mr. Ligon every 9 weeks. Teachers need to take the time to check for locker damage during clean out and notify assistant principal so damage can be assessed. 
Lost and Found 
Lost articles should be reported to the office after a careful search has been made. Any article found needs to be placed in the Lost and Found box in the office. These items will be kept for a reasonable length of time and then given to charity. 

Maintenance Requests 
Any staff member who needs room repairs or who has any maintenance problems in his/her area should complete maintenance repair form and place it in the plant engineer’s mailbox. Forms are located in the brown envelope hanging from the plant engineer’s mailbox. A form is also included in the form section. If the request is not granted in a reasonable time or you have not been given a reason for the delay, please make a second request and place in Dr. Bricker’s mailbox. 

Materials and Supply Orders-(department chairs only) 
See Mrs. McCutcheon for a form when ordering materials and supplies. An example of the correct way to fill out form will be given out at the beginning of the year. This form must be turned in and approved before items are purchased. Teachers that need to order materials need to see Mrs. McCutcheon. 

Photographing Students 
All parents must send in a request for their child not to be photographed or videotaped each year. Instructions are included in the students’ first day packets. Forms will be kept in the media center and a list compiled of the students that cannot be photographed or interviewed. Lists will be given to each teacher. Please be aware of the students that cannot be photographed or interviewed. 

Professionalism 
Greenville County Schools have adopted a set of core values. The values are teamwork, respect, courage, honor, integrity, duty, loyalty, and selfless service. These values will come to define our every behavior. We are here to serve our community, particularly our students. The expected norm of behavior is collegiality and a never-ending desire to 

improve. Everything that we as educators do must be able to be traced back to these core values. Whether we are dealing with the students, parents, community, or other staff members, we must strive to act professionally. 

PTSA 
The PTSA is a very important and integral part of the school. Its potential is limitless and needs the membership and support of all staff. Teachers are expected to join PTSA and attend general meetings and functions. If a meeting or function must be missed, please inform grade level administrator in writing. 

The PTSA Board has assigned volunteers to different areas. Before asking a parent to volunteer, please check to make sure someone is not already assigned to the area. Remember, when you ask a parent to chaperone a trip, they have to pay their way also. 

Each full time teacher will receive $100.00 from the PTSA to purchase classroom supplies. Part time teachers will receive $50.00. Receipts need to be turned in at one time with a request for reimbursement. Form is located in the form section or in the PTSA room. Teachers need to purchase paper clips, pens, etc. with this money. These items will not be supplied by the office. After spending the money, please complete PTSA reimbursement form and attach receipt. Turn this in by Winter Break. Please only include school items on receipt. Money not spent by Winter Break will be lost. A form will be provided at the beginning of the year for teachers to choose if they would like to purchase copies with their PTSA money.
Purchase Requisitions 
All purchases made from school funds must be done with a purchase requisition. Confirmation purchase requisitions will not be allowed. This is necessary to assure proper review of expenditures for goods and services prior to the actual transaction. Before any purchase is made, the principal must sign all requisitions. 

The following procedures and considerations apply: 

1. Purchase requisitions are to be completed by persons authorized to act for organizations that have accounts in the school activity fund account structure. 

2. Prices entered on the purchase requisitions are to be the exact prices, if known, or the closest estimate possible. Estimates are to be noted as such. Tax/shipping is to be included (if applicable). 

3. The principal must approve purchase requisitions before any purchase is made. Signature by Mrs. McCutcheon is to be considered as a certification that the expenditure is within the funds budgetary limitations. 

Receipt Book 
All receipt books are held in the main office until needed. Receipt books are available for teachers to pick up at 7:30 AM from Mrs. Hagood or Mrs. McCutcheon. Students may not pick up or return receipt books. Teachers must receipt ALL money collected daily. 

Receipt book and money collected must be turned in to Mrs. McCutcheon daily by 12:00PM. Money is never to be held overnight. Teachers are responsible for their 

receipt books and for any missing money. Students may not take money or receipt book to the office. If money needs to be picked up, send a note to Mrs. McCutcheon. 

The white copy of the receipt should be given to the student and the yellow copy left attached in the receipt book. WHEN A RECEIPT IS VOIDED, BOTH COPIES SHOULD REMAIN IN THE BOOK. If a white copy has been torn from the book, and you then find it necessary to void that receipt, please staple the white copy to the yellow copy. YELLOW COPIES SHOULD NEVER BE TORN FROM THE BOOK. All receipts must be completed and should designate the purpose of the funds (yearbooks, pictures, etc.) RECEIPTS SHOULD BE WRITTEN AS THE MONEY IS COLLECTED. The correct way to complete a receipt will be given out at the beginning of the year. 

State Money 
The state allows each teacher $275.00 to purchase instructional classroom supplies. See Mrs. McCutcheon for checks. Checks will be made out for $275.00 and receipts must equal or exceed $275.00. Again, markers, pens, tape, etc. should be purchased with this money. The office will not provide these items for the classroom. Original receipts must be turned in all at one time to Mrs. McCutcheon as soon as all the money is spent. Everything on receipts must be for the classroom. The entire receipt will be voided if there is any item listed not relating to classroom instruction.  Money must be spent by end of November and all receipts turned in to the grade level administrator at one time. All monies not accounted for by receipts must be repaid to the State by the first week in January.  State money and PTSA money cannot be combined on the same receipts.
Room and Hall Maintenance 
A proper physical environment provides for maximum learning potential. The custodians work extremely hard to keep the facility clean. Do not let your students go outside in the mud to track dirt on the carpet and tile. Students under your supervision should help maintain cleanliness in the classroom, as this is also part of learning. At the end of the day, students should clean their area by picking up paper and straightening desks. Before leaving at the close of the day each teacher should make sure that all windows and blinds are closed and windows and door are locked. All books and other materials should be completely cleared from the desktops and the floor. All hall door windows must be uncovered unless given special permission. Administrators must be able to see into your classroom when the door is shut. Items may not be hung from the ceiling because there are motion sensors in every room. 

Do not remove or trade furniture without administrative approval. Requests for additional furniture must be made to the grade level administrator. Computers and other items on the district’s fixed assets may not be moved to another location. Computer related requests should be made to Ms. Dicey. Do not slide or drag furniture on the tile floors. 
Notify Mr. Ligon if you want to hang anything, other than on bulletin boards, in your room. A maintenance order will need to be submitted. Do not use tape or unapproved adhesives to attach items to walls, doors, glass, or trim. The correct procedure to hang 

items and remove them will be demonstrated. If you have requests for repairs please turn these in to Mr. Ligon using the form provided. 

Safe School Plan 
All school personnel are required to promote high standards for school safety. All school personnel are charged with the responsibility to support the superintendent and principals in carrying out the provision of the Safe School Plan. All school personnel are required to report all unsafe activities to their immediate supervisor and to assist in maintaining a safe, secure, and orderly school environment to include assisting in restoring order in the event of serious disorder or disturbance. All Beck Academy personnel must wear an identification badge. 

Safety Issues 
Greenville County Schools have increased the vigilance of safety issues in the last few years due to fire and safety codes and insurance liabilities. Listed below are the areas we will focus on. 

1. The school is equipped with refrigerators, commercial coffee pot, microwave ovens, and vending machines. Refrigerators, coffee pots, microwaves, toaster ovens, or any other type of kitchen equipment are not allowed in the classrooms. 
2. No animals of any kind are to be kept in the classroom or anywhere in the building. Many children are allergic to these animals and they cause a sanitation problem. 

3. Fish tanks are permissible if they are kept clean. 

4. Window valances and rugs must be sprayed with fire retardant or be made of fire retardant material. 

5. No hay or cotton displays in the room or throughout the school. These materials are highly flammable. 

6. Paper cutters cannot be in the classroom-paper cutters in the art room need to be placed so the teacher can supervise at all times. 

7. Items cannot be stored on the top of tall cabinets. There must be a two-foot 
    space between the top of the cabinet and the ceiling. 

8. Be careful when setting up your room to not block exits. A four-foot clearance 
    is needed to meet fire code. See Mr. Ligon if you have any questions. 

9. All clutter needs to be removed from your room. 

School Store (PTSA and Media Center) 
Students may purchase school supplies at the school store located in the media center. Parent volunteers sell drinks and candy in the afternoon at the PTSA store. Students should not be dismissed early from bus holding to go to the school store. 
Smoking/Tobacco Use 
Greenville County Schools’ policy prohibits smoking or any type of tobacco use in all school buildings and on the school grounds and functions. The parking lot is part of the school grounds. 
Staff Workroom 
Students are not allowed in the workrooms. Please refrain from sending students to the workroom to collect items from the refrigerator, check mailboxes, or to make copies. Refrigerator will be cleaned out every Friday. This includes all containers and food. Please remove all items before leaving. Please wipe out microwaves after each use so they will be clean for the next person. 

Student Planners 
Students will be expected to buy a student planner for $7.00 if they lose the one given to them. These planners are extremely important because the student’s rules and guidelines are included. Please go over these pages with your students extensively. All teachers are expected to see that each student is using his/her planner. It is an excellent place to communicate with parents and to teach the children organizational skills. Planners will be sold in guidance. 

Sunshine Committee Policies 
• Flowers or a food tray will be sent in the event of the death of a faculty/staff member, their spouse, child or parent. 

• Flowers will be sent or dinner for two at a local restaurant will be given in the event of the hospitalization of a faculty/staff member or their spouse or child. 

• Cards will be sent in the event of hospitalization or death of a faculty/staff member’s siblings or grandparents. 

• Births, weddings, and retirements or faculty/staff members will be recognized with gifts. 

• The Sunshine committee requests a contribution of $15.00 from each faculty/staff member to cover the above expenses. Mrs. McCutcheon will receipt the money. Please turn in money by the end of September.
Thank you for continuing to make us aware of events within our faculty and staff. 
Teacher Mailboxes 
Please check your mailbox in the morning upon arrival, during planning periods, and in the afternoon before leaving. Messages will not be sent to your room unless it is an emergency. Please tell family members to inform secretary if there is a family emergency so you will be contacted immediately. Phones located in the room should be used only during planning periods and not when students are present. 

Telephones 
The number of classroom interruptions due to phone calls should be minimized. The procedure for phones for staff members will be as follows: 

• The secretary will ask that the caller leave a message for you on your classroom phone. The phone will not ring but a light will flash when you have a message. 

• Only emergency calls will be relayed to your room. During instructional time, family members need to inform secretary that there is an emergency. 

• Please do not use cell phones or classroom phones for personal use during class time. Cell phones should be turned off so as not to interrupt the 
educational environment. Special considerations will be given for emergency family situations. Discuss this request with your grade level administrator. 

• If it is necessary to make a personal long distance call from a school phone you will need to use a calling card. 

• Long distance calls pertaining to school must be logged with Mrs. McCutcheon. 

• Teachers are expected to return a parent phone call within 24 hours. 

• Students may have cell phones on campus but they must stay out of sight and be turned off during school hours 7:30-3:00. (Beepers are not allowed) 

· There have been many incidents of students taking teachers’ cell phones that are left out on a desk or table.

The telephones in the main office are business phones that need to be reserved for incoming calls. Staff members are requested to use the telephone in the teacher’s lounge or workrooms. Only in case of emergency will a student be allowed to use the phone of the grade level administrator. Please make sure students have a pass to the AP’s office. 

Textbooks - 
Beck Academy owes a great deal of money to the state for lost textbooks every year. It is very important an accurate count is kept. Students must pay for lost books. Ms. Propst is in charge of textbooks. 

Textbook Procedures: 
Distribution:


· Students:  Teachers will bring their classes to the bookroom as designated by the published schedule to pick up sets of textbooks.  Student names will be written in the books and teachers are required to fill out 1 textbook roster sheet per class period.

· The purpose of this is to emphasize the importance of the bar code number to the students.  In other words, students are expected to return the book with the number they are given.  It also provides teachers with a resource to conduct random book checks for dances, rewards or just because you feel books may be changing hands.

· Please record the entire bar code number next to each child’s name on each period’s roster.  Make a copy of the roster and place it in the basket in Mrs. Propst’s office or in her box by August 29, 2008.

· If a student WITHDRAWS, please send the student to the grade level administrator or Mrs. Propst to clear their books.  DO NOT sign-off yourself.  An administrator will also issue books to a new student.  You should then add their names and bar codes to your class rosters.

· Beck has not been audited by the state in the last two years, therefore, the probability of having one this year is extremely high.

   •
 Class Sets:  Teachers who wish to use class sets in lieu of each 

                student having a book must fill out a classroom set                                                        


         request form found outside the book room or Mrs. Propst’s 


         office.  These books will be checked out in your name and are 


         your responsibility meaning that if they are lost you will be 


         charged just as a student is charged.

· We suggest that you number each book so that they are easily identifiable from a distance and check the room BEFORE each class exits to ensure that the books are in the correct place.  We suggest you assign each student a specific book to help you track your copies.

· If you want to check a copy out to a student, send them to Mrs. Propst who will have a few extra copies.

          •   Workbooks:  Workbooks will be distributed by grade level and content 




area to one teacher who will be responsible for ensuring that 




all teachers have enough to cover their classes.  The 




remainder will be stored on the grade level hall.  Please 



remember that the charge to replace ALL workbooks is   

                        $8.00.

End of the School Year: 
Arrangements will be made for grade level administrators to have each classroom called down to their office so that books can be scanned for check-in. Further information will be disseminated by Ms. Propst towards the end of the school year. 

TEXTBOOK PRICES
	TITLE
	LOST BOOK PRICE 

	Avancemos
	$64.23

	                       Discovering French Level I
	$45.99

	Discovering French Level 1a
	$36.60

	Discovering French Level 1b
	$36.60

	Prentice Hall Literature 6th Grade
	$42.23

	Prentice Hall Literature 7th Grade
	$42.23

	Prentice Hall Literature 8th Grade
	$42.23

	Elements of Literature 9th Grade
	$12.98

	Journey Across Time: The Early Ages 6th Grade
	$36.39

	Journey Across Time  7th Grade
	$30.24

	The History of SC in the Building of a Nation
	$42.22

	Glencoe Science  Grade 6  Red
	$55.18

	Glencoe Science Grade 7 Green
	$55.18

	Glencoe Science Grade 8 Blue
	$55.18

	Mathematics: Applications & Connections Course 1
	$10.88

	Mathematics: Applications & Connections Course 2
	$11.24

	Mathematics: Applications & Connections Course 3
	$11.24

	Pre-Algebra
	$12.25

	Algebra I
	$13.25

	Geometry
	$19.00

	Century 21 Keyboarding
	$41.00

	Holt Decisions for Health Grade 6 Green
	$27.27

	Holt Decisions for Health Grade 7 Red
	$29.90

	Holt Decisions for Health Grade 8 Blue
	$ 31.53

	Art (All titles)
	$13.99

	Pacemaker Series
	$19.98

	WORKBOOKS
	$8.00


Valuables 
Teachers and students are encouraged to protect money and/or other valuable items. The school does not assume any responsibility for lost articles. Teachers should lock purses and other valuables in a desk drawer or cabinet instead of leaving them out in plain view of the students. In the same line of thinking, please LOCK your classroom when your class is not there (library, lunch, etc.). Cell phones are stolen daily. 

Visitors 
Students are not to bring or invite other students to school. Parents and community members are always welcome and encouraged to visit the campus. Plans to visit the classroom must have prior notification. All visitors must report to the front office immediately upon entering the building to obtain a visitor’s pass. Please do not allow any visitors in your classroom or work area unless they have a pass. 

Volunteers 
We are trying to build a strong volunteer program at Beck Academy. Work closely with parents and utilize them as volunteers in your classroom as much as possible. 

Weekly Bulletin (Monday Morning Bulletin) 
Weekly bulletins will be available via e-mail on Monday mornings. All staff members are responsible for any requirements outlined in this bulletin, so please be sure to open it and read it! If you have information for this bulletin, please place it in Dr. Bricker’s box by 3:30 PM on Thursdays so that it can be included in the bulletin. This information could be a meeting, staff development opportunities, great things that are happening in your classrooms, performances, etc. 

Workers Compensation 
See Mr. Strickland for forms and guidelines. 

II. INSTRUCTIONAL ACTIVITIES 
The South Carolina State Standards provide an overview of the basic curriculum, which should be made available to every child in the public schools throughout the state. It includes a philosophy and rationale for the curriculum, and defines the content for each subject, grade by grade. It also spells out the goals, objectives, and suggested measures for each subject area. 

Lesson Plans
       All teachers will submit weekly lesson plans to their grade level administrator, the instructional coach, the district instructional facilitator, and IB coordinator by 8:00 AM on the first day of each week.  Teachers are required to send lesson plans via e-mail and in the Learning-Focused- required format. These plans must also include unit assessments and rubrics. Teachers will receive specific training on using the new online lesson planner. It has both a unit and individual lesson format. Science and math teachers will be able to attach inquiry based lesson plan documents they have created. All teachers will be able to print out weekly plan formats to provide for their ADEPT evaluators.  All teachers will be able to attach unit assessments and their rubrics.  Dr. Bricker has requested that all assistant principals email him a list of missing or late lesson plans.
     Each teacher also has an electronic sub folder on their computer. Substitute teachers will now have their own log-ins and passwords to access these electronic sub folders. A daily lesson plan covering a period of one week for each subject taught is to be prepared and placed in the sub folder each day in case of teacher absence.  Additional information on classroom procedures and activities should also be placed in this sub folder.  A set of clear emergency lesson plans should also be included in the sub folder.

Use the guidelines listed below:
 1. Written in the Learning – Focused Model (new teachers will be trained) 

 2. Standards Listed

 3. Include IB component (new teachers will be trained)

 4. Understandable

 5. Contain skills covered in each discipline taught

 6. Be comprehensive enough that substitutes can follow them

 7. Not just give page numbers, but what is to be done

 8. Contain a minimum amount of worksheets

 9. List audio visual materials in your plans
       Remember that the use of any video must have prior administrative   

                                               approval.

 10. Reflect student writing with topics stated 

 11. Do not include computer lab activities for a sub. Subs may not take 
       students to the computer lab.
Substitute Plans-electronically 
• It is imperative that the substitute has detailed lesson plans during your absence. It is professional courtesy to help the substitute be prepared. In order for a substitute to perform duties effectively, plans from the teacher must be available. Teachers are to make an electronic folder containing directives for a substitute. In this folder, the teacher should state briefly where materials/plans are located in the room as well as any other information the substitute might need before entering the classroom. Substitutes may not send or take students to the library or computer lab. If a problem arises with the performance of a substitute, please notify Dr. Bricker in writing so the substitute can be blocked from receiving future calls from Beck. 

Keep the following in the Sub Folder: 
1. Lesson plans  

2. An up-to-date class roster for each class 

3. An up-to-date seating charts for each class. 

4. A copy of the daily schedule including lunch and teacher duties. 

5. A schedule of special education inclusion students and teachers. 

6. A list of all modifications from IEP’s for all inclusion students. 

7. A copy of classroom rules and discipline procedures (should also be posted) 

8. Directions to where instructional materials can be found 

9. Directions for evacuating the building for fire drills, etc. 

10. End-of-the-day dismissal procedure which includes a list of car riders, walkers, and bus riders. 

11. A list of class leaders or dependable students by class who can help a substitute. 

12. Names of two teachers that can be of help to the substitute. 

13. Teachers should give students advance training on how to receive and work with a substitute teacher. 

14. Two days of EMERGENCY LESSON PLANS** 

15. Instructions not to show videos brought from home. Videos should not be left for subs.

** A copy of the two-day emergency lesson plans needs to be submitted to grade level administrator by end of September. 

Student Interest Survey

All teachers should give an interest survey to their classes.  Work with the instructional coach to formulate a survey that meets the need of your subject and grade level. Student surveys should be complete by the last school day of August.
Syllabus 

A syllabus including long range plans for each class must be submitted electronically by Wednesday, September 10 to your primary evaluator. The administration will decide the best way to provide copies to students’ parents. All syllabi must be posted on the teacher’s web page. 
The syllabus needs to include: 
1. Background information of students, such as ability, developmental levels, cultural and social backgrounds, special needs, and student interests from various sources. This information will not be included in parent copy or on the website. 
2. Goals that are challenging, measurable, appropriate for ability, address standards and reflect student needs and interests. 
3. Instructional units that follow a logical sequence, address all subjects and content, incorporate intellectual/social/cultural perspectives; address subject curriculum guides, frameworks, state/national competencies; arrange units in 
order to be taught; and include a timeline to denote amount of time allotted for each unit. 
4. Materials/resources showing what you will use and how you will obtain specific items such as the following: specific video titles, software titles, guest speakers, texts, manipulatives, lab supplies, maps; 
5. Description of strategies, schedule, and criteria for evaluating major assessments that are appropriate for ability levels that address instructional units/goals/course content, and include an easy-to-understand, clear, well-organized, easily interpreted and defendable method for recording progress. 
6. Rules and procedures plan for managing student behavior using age appropriate rules stated in positive terms that focus on behavior and include rewards/incentives; plan for non-instructional routines such as taking attendance, collecting work, restroom, emergency situation, etc; 
7. Parent communication plan for initial contact communicating goals/expectations, progress assessment, rules/procedures, and how to support learning at home or be actively involved; plan for regular feed back; and plan for documentation of contact. 
A template (District Calendar format) will be provided by the District Instructional Facilitator via e-mail attachment along with instructions for the Pacing Guide. 
Evaluations 
All teachers will be evaluated using the PAS-T model. Teachers undergoing formal evaluation (second year teachers, ADA, etc….) will be contacted by their district team leader within the first month of school. Teachers that are on a continuing contract have been placed on one of the three cycles. Administrators will inform you of which cycle you are on, Beck’s expectations for your portfolio, and the number of formal observations you can expect this year. Please review the PAS-T notebook you received last year, and if you did not receive a notebook, email the Instructional Coach. All teachers will be expected to have a PAS-T notebook and to be familiar with the process. Remember the PAS-T notebook is on going and materials should not be discarded until after cycle 3 or formal evaluation. 

Field Trips 
Field trips, which are extensions of the classroom and the grade level curriculum, can be very valuable to the education of children. Field trips that are relevant to the course of study are encouraged. In determining the value of a field trip, please consider the content and purpose of the trip and the time taken from classroom instruction including travel time, and the adults’ time away from their normal activities. 

Field trips must be approved by the administration prior to making any announcements or preparations for the trip. Request forms for field trips are due to the grade level administrator four weeks prior to the trip. This advanced planning allows for scheduling of buses and the collection of money if trip is approved. Check master calendar for the dates buses are not available for field trips. Mrs. McCutcheon will schedule the buses. 

Staff members should give a five-day notice to colleagues and provide rosters of all students going on field trips. Rosters are to be distributed to ALL staff members, whose
students are involved, as well as the administration, guidance, attendance, and the cafeteria. Steps in planning field trips: 

1. Submit a Field Trip Request Form to the assistant principal for approval. Include educational value, cost per student and cost per adult. 

2. School buses cannot arrive before 9:00AM and must return by 2:00PM. 

3. Have at least one professional staff chaperone per class and additional adults so there is one adult per 10 students. 

4. Check with Mrs. McCutcheon two weeks prior to the trip to verify buses and drivers. 

5. Enter field trip on Master Calendar and notify related arts teachers if students will miss their classes. Use the CALENDAR REQUEST form. 

6. Obtain parent permission by sending home the Field Trip Parent Permission sheet for each individual trip at least two weeks before the trip. Leave a copy of the permission slips and a copy of the approval Field Trip Request form in your mailbox on the day of the trip. Take white copies of permission slips with you on the trip. These forms should be kept on file for the remainder of the school year. 

7. Prepare your class for the trip. Review objectives for the trip and expected student behaviors. 

8. Complete a Field Trip Lunch Form and give it to the cafeteria manager two days prior to the trip. Money for lunches must be paid before departing on the trip. 

9. All money collected for field trips must be receipted and turned in to the office daily no later than 12:00 PM. Checks must be requested before the day of the trip. 

10. See Mrs. McCutcheon about requirements for trips involving parent/teacher drivers. 

11. Grade level administrator must approve any teacher who does not teach the students to chaperone the trip. 

12. Leave list of students not going and their location with Mrs. Hagood. Please remember to leave assignments for these students. 

Field Trip Policies 
1. Students shall not be penalized academically for not being allowed to participate in a field trip. 

2. A teacher may not use a field trip to reward or punish a student for behavior unrelated to the trip. However, the administration may deny a student access to a field trip or require parent to accompany student on trip. 

3. Very little money is available for scholarships. Please plan so students may make payments if needed. No student should stay behind due to lack of money. 

Guest Speakers 
Guest speakers are welcome in the school. You must get approval from the principal in writing before you ask someone to come to the school. 

Homework 
Homework is an important part of successful student achievement. Assignments in all grades and subject areas should be based on the presumption of home study to reinforce the instruction provided at school, and should be challenging and realistic. Students should write all homework assignments in their planners. Homework must be reviewed and evaluated. Teachers should work together when considering assignments to assure that students are not spending an excessive amount of time completing work each night. Calendars are located on each hall to ensure that only 2 tests/quizzes may be given on any given day. Students should spend some time each day reading independently. This time should not be considered part of homework and should include a variety of types of reading. Please keep in mind; it takes some students longer than others to complete homework. 

Meetings 
Meetings will be held every Wednesday from 3:40-5:00. All faculty members are expected to be present at these meetings unless you have an emergency situation. Please keep these dates open and do not schedule appointments on these days. Pick up folder as you enter the meeting, remove items, and return folder. Teachers that miss the Wednesday faculty meeting need to see the grade level administrator the next day. If you are unable to attend the meeting or need to leave early please let Dr. Bricker know in writing. 

General Meeting 
A school-wide faculty meeting will be held on the first Wednesday of each month. 

Department Meetings 
Department meetings will be held on the second Wednesday of each month. Department meetings are organized to share ideas, concepts, and procedures and to work for success at all levels. Each department will designate a person to take notes. These notes will be turned in to the instructional coach and Dr. Bricker. If teachers are unable to attend the meetings, Dr. Bricker and the department chair must be notified prior to the meeting. 

Professional Development/IB 
Meetings will be held on the third Wednesday of each month. This Wednesday will be used for Professional Development and to work on the school portfolio. In-service points will be available. 

Portfolio/ Professional Development/Data 
Meetings will be held on the fourth Wednesday. The type of meeting will be announced each month. 

Grade Level Meetings 
These meetings will be held during the grade level’s common planning. 

Other meetings will be announced as needed. 

All Wednesday meetings will begin in the cafeteria unless announced otherwise. 
Peer Observations 
Each teacher will observe two other teachers during the school year. Observations will be done in various grades. Each observation will be scheduled by the instructional coach and announced ahead of time. Observations are to last at least 30 minutes and preferably the entire class. The goal of the observations is to identify effective teaching techniques presently in place within the school. Deadlines for observations are listed on the form. After each observation, the observer will complete a summary sheet listing the observed teacher’s strengths and any effective techniques that were in place. The observed teacher will also complete a personal reflection. Once the reflection has been completed, one in-service point will be given to both the observer and the teacher. Procedures will be discussed in grade level meetings and forms provided. 

Professional Development 
Professional development requests for off campus conferences and workshops must be approved by Dr. Bricker. Teachers should register on the portal to receive in-service credit or exchange day hours. A form will be provided to record your hours. 

Student Involvement 
All students should be involved in all instructional activities. These activities include related arts, clubs, field trips, and viewing films, etc. Teachers are not to keep students out of Related Arts classes to make up work unless the core teacher, non-core teacher and the administration have developed a plan that is agreeable to all. 
SWOOSH 
All students will use School Wide Optimal Organization Student Handbook. Procedures and more detailed information provided at the beginning of the year. 

Test Schedules (if applicable) 

Tests need to be scheduled between the team teachers to avoid a student having to take two major tests on the same day. This includes unit tests. Lessons for the week will be discussed with grade level administrator on Mondays. 

Web Pages 

All teachers must have a working website by September 1. Mrs. Eudy is the school webmaster. There will be several opportunities for teacher web training. If you have specific questions or need individual help, please see Mrs. Eudy to set up an appointment. All information concerning teacher websites can be found at the Greenville County Schools site at http://www.greenville.k12.sc.us/district/teachers/webs/index.asp 

Teachers are expected to have classroom activities and homework listed on the web page.

II. ACADEMIC PROGRESS 
Grading Procedures 
Greenville County Schools’ grading system is included. Please familiarize yourself with the scale and follow the guidelines. All teachers must use IG Pro. Parents and students can access the student’s grade even before verifications are complete. Grading errors certainly increase parent concern and questions. 
Grading Scale 

A 93-100 

B 85-92 

C 77-84 

D 70-76 

F 61-69 

(Partial GPR Point Credit) 

F 61 or below 

(No GPR Point Credit) 

Teachers need to turn in a grade distribution each nine weeks and discussed data with the grade level administrator and the instructional coach. 
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· Low Score of 50 ( 50 is our 0)

· The score of 50% is the lowest score to be entered for any task.

· There are multiple “Special Scores” teachers can use to help themselves and parents to understand what a student has actually achieved.
· Below50

· any task on which student received a score below 50%

· weighted  as a score of 50 in IGPRO grade book

· Missing

· any task which has not been turned in and may no longer be made up

· weighted  as a final score of 50 in IGPRO grade book

· INC

· any task which has not been turned in, but may still be made up with in the guidelines of our policy (see below)

· receives a score of 0 for purposes of Beck interim progress reports so that the report will reflect missing tasks

· must be changed to a grade no lower than  50%  before calculating district  interim and end of quarter grades and exporting

· Omit

· any task for which a student will not be held accountable
· does not count against a student’s grade

· score of “excused”
* All tasks entered into IGPRO must be dated. When you first create a task, you will see a calendar. You can enter both the date the assignment is made, and the date it is due.

NO Score in your grade book may be above 100.

     BECK Interim progress reports must include the following class note.

      When you see a score of Below50, this means that your son or daughter has scored below 50% on this assignment.      When you see a score of INC, this means that your son or daughter has not completed this assignment. Students will complete INC (missing) assignments and turn them in to be graded during a working lunch. 
Please call if you have any questions.
 Thank you for your continued support to our academic program.
· Missing Assignments

· All teachers will send home IGPRO progress reports every 2 weeks

The dates for these reports are included in the attachment to this policy document.

· Teachers are to email progress reports to parents.

· If no email is available, or if a parent requests a paper copy, staple  it into the student’s planner.

· Classes on AB Schedule will not receive 2-week progress reports

· Missing Task lists must be included on progress reports

· Students who are missing assignments will be assigned a working lunch, in which they can work on these assignments.

· Procedures for completing missing tasks must be included in the “comment” section of the interim progress report.

· Extra Credit

· All teachers must offer one and only one extra credit assignment in EVERY class every quarter. ( 4 extra credit assignments a year)

· Extra Credit assignments will count as a MAJOR ASSESSMENT, but they are optional, and may not count against a student, if he/she chooses not to do the extra credit assignment.  

· Extra credit projects and assignments will be rubric assessed and full credit will be given to projects that meet all of the rubric’s criteria..

· Classroom incentive plans are not to be grade or score related in any way. This also includes the use of monetary rewards.

· TRANSFER GRADES

Check with guidance about both new and transfer students to obtain their grades. 

Beck Academy Faculty Leadership Committee   Revised Policy as of May 2008

LOWEST GRADE REPORTED The lowest grade reported for the quarter, semester, and final grade on the report card will be no lower than a 61. (This is consistent with the Uniform Grading Policy for Greenville County Schools) 

Parents of students earning a D, F or whose grade has dropped more than one letter grade must be contacted before progress reports and report cards go home. If phone contact is not possible, please mail a letter. 
Progress Reports 
All parents should continuously be informed of their child’s progress through the student planner, phone calls, or e-mail. Progress reports are issued four times a year during the mid-point of a nine-weeks grading period to ALL STUDENTS. Interim Progress Reports are issued during the grading period to ALL STUDENTS. A parent-teacher contact must be made immediately for students earning a D or F. Grade level administrators must be provided a list of all students earning any grade below a “C” at Progress Report time and report card time. Please include numerical grade on list and whether student has an APS, 504 or IEP. Dates for the interim progress reports are listed in the student planner. 
Report Cards 
Report cards are issued four times a year and should be reviewed by the parent and student. Parents should be contacted if a student’s grade drops more than one letter grade during a nine-week period. Unsatisfactory progress is a definite indicator that a parent conference is warranted immediately. Please inform grade level administrator and guidance counselor of conferences for failing students. 

Retention 
Parents must be notified in writing and a conference held no later than the end of first semester if there is a possibility their child will be retained. Remember the final decision on retention is made by the administration. A final retention conference must be held with a parent of every student that is being retained. Please schedule retention conferences with the grade level administrator. Parents must also be notified in writing if child is retained. A student will not be retained if an APS folder has not been appropriately maintained or the plan not implemented throughout the year. 

A review with the Assistance Team’s coordinator early in the year must be made for these students. Grade level administrator will provide a retention letter and the form required for students being considered for retention. 
Parent Contact Logs 
All teachers are required to submit a parent contact log the last school day of the month. Teachers should include only emails and phone contacts on this form. Please make sure all contacts pertaining to the 3 Step Plans are included. 

Parent Phone Calls 
Each homeroom teacher must contact the parents of the students in his/her room by phone or letter no later than the last day in September. This phone call should be of a positive nature saying something nice about the student. It is always better if the first contact with the parents is positive instead of negative. If a letter or postcard is sent, it must be personalized for each student. Stamps and mailing are the responsibility of the teacher. (A good use of PTSA money) Please include these calls on your Parent Contact Log. 
Parent – Teacher Conferences 
Opportunities for Parent-Teacher conferences to discuss academic progress must be scheduled at least twice a year for each student. More conferences must be held with students that are failing. A copy of a letter that may be sent to parents concerning parent-teacher conferences is included in the form section. Teachers may use this letter or develop their own notes to parents. Please keep a record of all conferences. The state requires this information at the end of the year for the school report card. 
Planning Periods 
Planning periods are to be used for individual, team or grade level planning and organizing, parent/student, and/or administrative conferences. The instructional coach, the district facilitator, I-Coach and IB Coordinator will schedule meetings with teachers during common planning time. Teachers are given 5 individual planning periods per week. The other 5 are used for professional development, curriculum development and information and communication 

III. ATTENDANCE 
Teachers who must be absent from school for any reason must call or email the SmartFindExpress Substitute Management System before 6:30 AM. Substitutes are almost impossible to get after 6:30 AM. Please do not call the school or an administrator to find you a sub, call the system. It is very important to have prior approval from a substitute before requesting them. Please call or leave a message on the main school phone line (355-1400) between 7:00-7:30 if you are going to be absent. All faculty and staff need to register with SmartFindExpress. A detailed information sheet will be handed out the first week. See Ms. Hagood for details.
Attendance for Faculty and Staff 
1. The school day for teachers will begin at 8:00 AM and end at 3:30 PM or when 
     all professional responsibilities have been completed. 

2. It is important that teachers be in the classroom and ready to greet students at 
    8:00 AM. Teachers need to report earlier if preparations are needed for the day. 

3. No faculty or staff should leave school during the school day except to 
    accompany pupils on field trips or other educational events except in the case 
     of an emergency. If it is necessary for anyone to leave school during school  

     hours, you must sign in and out with grade level administrator. Please put 
     request in writing. 

4. Teachers must find someone to cover class and the grade level administrator 
    must approve class coverage for teachers leaving the building. 

5. Detailed lesson plans must be provided for subs. The emergency lesson plans 
     should only be used in case of an emergency and must be replaced when used. 
    Videos are not a good plan for subs.
6. When early morning duty is assigned, teachers must be in designated area no 
     later than 7:30 AM. 

7. The school day will begin at 7:30 AM and end at 3:30 PM for some non-
    certified staff while others will be assigned specifically to other hours. 

Policies and Procedures for Absences 
Sick Leave 

Sick Leave may be used any day including the first day. New employees are given sick days up front but returning employees must earn theirs or use the ones carried over from previous years. Sick leave policy is listed below: 

• An actual period of temporary disability caused by or contributed to by personal illness or injury which prevents an employee from performing his or her usual duties. 

• Medical appointments of the employee. 

• Illness in the immediate family and medical appointments related to the illness that necessitates the employee’s attendance. Immediate family includes only the employee’s spouse, children, parents, and any other dependent living in the employee’s household. 
• Faculty and staff that have excessive absences may be required to submit a doctor’s note. 

· District policy requires a doctor’s note be provided on the 5th consecutive absence.

· Temporary leave form must be completed upon returning to school.

Personal/Professional Leave 
All personal or professional leave days must be cleared before the date of the absence with primary evaluator. Forms are located in the office. Personal or professional leave will not be approved during testing. Personal leave will not be approved if the absence disrupts the educational environment. Employees that call in a personal day without prior approval will be charged a day without pay. 

Student Attendance 
A compulsory school attendance law that requires all students to remain in school until age seventeen (17) is in effect in South Carolina. Also, the State Department of Education has ruled that a student may be denied credit for any or all one-unit subjects she/he has missed for more than ten (10) days. To receive credit for a semester course, student must not be absent in excess of five (5) times. 

This rule will not apply to absences as defined below: 

1. Serious, chronic, or extended illness of the student certified by a physician. 

2. Serious illness or death in the immediate family requiring the presence of the student. 

3. Recognized religious holidays for students of the particular religious faith when pre-arranged. 

4. Pre-arranged absences for other reasons and/or extreme hardships at the discretion of the principal. 

Any absence by a student with or without the knowledge of the parent not meeting one of the conditions for an excused absence as defined above will count toward the cumulative limit of absences. 

Attendance Guidelines 
Attendance sheets (blue card) *** First few days of school (HOMEROOM ONLY)
1. PLEASE READ – USE PENCIL ONLY- BE AWARE OF THE CORRECT DATE – TAKE ROLL PERSONALLY, Students may not take roll for the teacher. 

2. All students arriving at school after 8:15 AM must report to the attendance clerk and receive a pass before going to class or other activity on campus.

3. Attendance sheets should be placed in the grade level administrator’s office or sent to the main office no later than 8:30 AM. Lunch detention slips must be sent also. 

4. Alphabetize student names using last name first. Please use the correct name – put any nickname in parentheses. 

5. As the squares are small, please be careful in marking “A” for absent in the proper square. 

6. Teachers should not mark tardiness or absences as excused. The attendance clerk will make these changes. Students arriving after 8:15 must have a pass to enter class. 

7. Students that were absent the previous day MUST see the attendance clerk upon arriving to receive admittance note to return to class. Please send students to the attendance clerk during homeroom if they do not have an admittance note. 

8.  Attendance will be taken on computer in homeroom after the first few days.

Other guidelines:
1. Teachers must take roll in every class. Absences and tardiness must be marked daily. 

2. All students leaving campus must be signed out in the main office by a parent or legal guardian. The only exception to this will be groups authorized to leave the campus under school sponsorship. Sponsors will report any additions or deletions concerning their group prior to departure. 

3. Only a written note from a parent, guardian, or physician excuse absences. The student must submit any excuse to the attendance clerk within two (2) days of his/her return to school following the absence. All absences after 10 must have a doctor’s note. 

4. The attendance clerk will attempt to have daily bulletins out by the end of the third lunch period each day. It is incumbent upon all teachers to check the 
daily attendance bulletin and report any suspected cuts or errors to the office as soon as possible. 
Excused absences for which students may be marked present 

• Educational Field trips 

• School sponsored events 

• School or district sponsored activities 

• Religious release time 

Excused absences for which students will be marked absent 

• Written excuse for illness (parent and/or doctor) 

• Death or illness in immediate family 

• Emergency at home 

• Medical appointment, which cannot be scheduled after school 

• Religious holidays 

• Any other absence deemed necessary and approved by the principal 

The automated Call Master System will call each day the student is absent. Students that are marked absent in one class will also receive a call. 

Tardy Policy 
Students that arrive at school after 8:15 must see the attendance clerk. The attendance clerk will write a pass to class stating if the tardy is excused or unexcused. Tardiness will only be excused if student presents a doctor’s note. 

• Unexcused tardiness should be marked on student’s 3-Step Plan during the day for all classes, including related arts and first period. 

• Consistent tardiness will not be tolerated; corrective action will be taken through the grade level administrator. 

Bus riders that are late are excused and must be given time to eat breakfast. Buses that arrive between 8:15-8:25 will be sent to class with bus pass. 
Withdrawal/Enrollment Procedures 
Withdrawal: 

• The student or parent will get Transfer Form from guidance. 

• The student will have the lunchroom manager and the Media Center initial that books and monetary obligations have been met. 

• The teacher fills in student’s grade. 

• The student takes all of his/her books to the grade level administrator. 

• The completed form will be returned to guidance and the student or parent will receive a copy to enroll student in the new school. 

• A student or parent to a new school never delivers cumulative records or any files. The office will mail or send transcripts by courier to new school. 

DISCIPLINE 
The entire staff of Beck Academy has the goal of establishing an atmosphere throughout the school in which children will feel safe, secure, happy, and have the maximum opportunity to learn. 

The three school-wide rules are: 

Choose to be respectful 

Choose to be responsible 

Choose to honor the rights of others 

Detention (after-school) 
Detention will be held on each hall, in the room of the assigned teacher every Tuesday and Thursday from 3:30-4:30. Administrators will also assign detention as needed.  TEACHERS MUST MAKE CONTACT WITH PARENTS AND NOTE ON SHEET DATE OF CONTACT BEFORE TURNING IN DETENTION SLIPS TO THE GRADE LEVEL ADMINISTRATOR. Students receive the white copy of the detention form and the yellow and pink copy need to stay together and be given to the grade level administrator. If student serves detention before deadline, teachers mark date served and return both forms to the teacher that assigned the detention. If student fails to serve the detention, both forms are return to the grade level administrator’s mail box by detention teacher before leaving for the day. Assistant principals will assign in-school suspension, turn yellow copy in to the data clerk and return pink copy to the teacher that assigned the detention.  Students must sign in for detention and list the teacher they are serving detention. 
Lunch Detention is assigned by first period teachers and supervised by the hall monitors. LUNCH DETENTION WILL BE HELD IN THE SMALL ROOM IN THE CAFETERIA. Students need to report immediately to lunch detention. Students that are late or do not report will be assigned additional punishment. Students in ISS will eat lunch in the cafeteria between regular shifts and in one group. Students may not bring food purchased at school into lunch detention. All grade levels must use the same guidelines for lunch detention to alleviate confusion. 

Discipline Plan 
Standards for student conduct in Greenville County Schools are listed on the web site (www.greenville.k12.sc.us). A 3-step discipline plan will be implemented at Beck Academy for the 2008-2009 school year. This plan will be used to correct behaviors that disrupt the classroom environment such as tardy to class, talking, no homework, etc. 

More severe behaviors that disturb school, threaten personnel or others, weapons, fighting, etc. will be dealt with immediately. 
Step 1: Student Warning 

Behavior: _____________________________________________Date: _________ 

Step 2: Parent Contact 

Behavior: _____________________________________________ Date: _________ 

Contact # ____________________________________________________________ 

Spoke to: ____________________________________________________________ 

Step 3: After-School Detention (3:30-4:30) 

Behavior: _______________________________________________________________
Immediate Referral – Does not require a 3-Step Plan form. 
• Fighting 

• Cutting Class 

• Blatant profanity towards a teacher or excessive profanity 

• Student presents a physical threat to the teacher or other students 

• Theft  
Examples that require 3-step discipline plan are as follows: 
• Accidental profanity 

• Excessive talking 

• Falling asleep in class 

• Getting out of seat repeatedly 

• Habitual bad behavior 

• Inappropriate affection (hugging or love taps) 

• Lack of preparation (no materials/ not bringing in parental notes, etc.) 

• Littering 

• Lying 

• Non-threatening horse play 

• Passing notes 

• Refusal to obey unless disrupting class 

• Tardiness 

Referrals: 

· Teachers must complete the referral explaining the incident in details.

· Teachers must make contact with parents to answer any questions.

· Grade level administrators will assign punishment.

· A conference may be held with administrator, teacher, parent and student to try to prevent future problems.    
Reminders: 
• Teachers: Please make parental contact that is relevant to the referral. 

• If you are having problems with a student and it does not fall under the immediate referral section, please work with other grade level members to come up with a solution. 

Time to Teach:
Teachers will be trained in a new discipline program at the beginning of the year.

Search and Seizure 
Any kind of search or taking of items from lockers must be done by an administrator.  If a teacher notices anything unusual or is told that a student is in possession of a weapon or illegal substance, an administrator needs to be notified immediately.  An administrator needs to contact t he SRO unless it is an emergency situation.
DUTIES AND RESPONSIBILITIES 
Duty 
A yearly morning duty schedule is included in the handbook. Teachers must be on duty by 7:30 AM. Teachers are provided a yearly calendar for morning duty in order to make arrangements for child care and transportation. Teachers may exchange weeks or days. Please put changes in writing in Ms. Tweed’s box. If you are absent and are assigned bus duty, please make arrangements with another teacher to cover for you. Substitutes are not supposed to have duty. Do not expect administrators to cover since they are also assigned duty every morning. 

An afternoon bus schedule will be given to the grade level that has related arts last period. Hopefully, each year a different grade level will have related arts last period. 

Administrators will handle afternoon bus duty after 3:30 PM. 

Teachers are scheduled for after-school detention. Detention will be held on each grade level on Tuesdays and Thursdays from 3:30-4:30 in the room of the teacher assigned. Grade level administrator will note room number and teacher holding detention on white board in hall. A schedule will be given out at the beginning of the year. If you have a conflict, it is your responsibility to change with another teacher and notify grade level administrator. 

Additional School Duties: 
Additional school duties are necessary for the supervision of the students and running of the school. Therefore, teachers will be expected to assume any additional duties which may be assigned by the principal, such as committee work, curriculum improvement, research, in-service training, chaperoning school events, or supervising bus students. 

Signing In/Out 
All faculty and staff must sign in on Simple Track in the morning and be ready to greet students in their classroom by 8:00 AM. Please do not use computer in main office due to parent and sub traffic. Please do not ask others to sign in for you. All faculty and staff need to sign out as they are leaving for the day. This procedure informs the office staff when you are in the building and this procedure satisfies a component of the Safe School Act. 

Departments 
Guidance In Greenville County Schools, students in grades 6-8 have the services of a certified school guidance counselor who implements a developmental guidance program for all students. 

The guidance department emphasizes the prevention of problems rather than just the reaction to problems that may occur. The goals of the guidance program are to enhance personal and social development and to assist students in learning more efficiently and effectively. 

Students face many developmental tasks as they are growing up. These tasks are concerned with personal growth, social growth, physical growth, adjustments to the academic program and learning about career opportunities and challenges. Through the implementation of a comprehensive guidance program, students learn how to approach each of these developmental task stages in a positive and constructive way. 

The Guidance Program of Greenville County Schools serves as an integral aspect of the educational process. The program offers direct and indirect assistance to students through specific guidance services. Some of these services are: 

• Orientation 

• Individual Appraisal 

• Testing Program 

• Placement Input 

• Curriculum Input 

• Student Behavior Management 

• Individual Counseling 

• Group Counseling 

• Group Guidance 

• Information Center 

• Self-Concept Improvement 

• Career Awareness and Education 

• Consultation with school’s staff and parents 

• Referrals to community agencies or professional individuals 

• Community awareness public relations 

• Guidance program evaluation 

• Professional growth 

Schedule Changes 
Student’s schedules cannot be changed for any reason without a discussion with the grade level administrator. This includes changing a student to another teacher or time. Grade level administrators will notify guidance in writing before changes will be made. 

Child Abuse and Neglect 
Any school employee who has cause to suspect that a juvenile is abused or neglected is required by law to report the case to the principal ASAP. The report may be made orally, by telephone, or in writing. In any event, the employee is expected to make his/her observations known to the principal or the appropriate school officials. Anyone who reports a suspected case of child abuse or neglect, who testifies in a proceeding resulting from a report, or who participates in the investigation of a report is immune from any civil or criminal liability that might otherwise be incurred or imposed for such action, provided that the person was acting in good faith. See more information in the form section. 

Health Services 
The health room is located in the main office and is maintained for the convenience of the faculty and students in matters of physical and emotional health. The health room is staffed during school hours by a registered nurse. Duties of the health room nurse include, but are not limited to: 

• Assessment of illness or injury 

• Liaison between school and community emergency medical personnel 

• Maintenance of accurate immunization certificates for all students 

• Reporting health statistics to district and state agencies 

• Informing faculty and staff of students with special health problems 

Specific services provided by the school nurse include: 

• On campus storage and administration of drugs prescribed by a doctor 

• First aid treatment to minor injuries 

• Assessment of student health and home referral if necessary 

• Weight, height and vision testing 

• Vision and hearing screening for A-Team or special education placement 

Health cards are to be completed at the beginning of the school year and updated periodically. All information on students is to be used confidentially and professionally. 

A student may be sent to the health room whenever she/he receives an injury or feels too ill to remain in class. Teachers are asked to use discretion when referring a student to the health room. Do not allow a student who is emotionally distraught, nauseated, moderately injured or dizzy to leave the room alone. When in doubt about a student’s ability to walk, send for the nurse. 

ALWAYS SEND A COMPLETE PASS WHEN EXCUSING A STUDENT TO THE HEALTH ROOM. Take the extra time to document your action. The student’s planner is the preferred pass, but a handwritten pass will be accepted when necessary. Students may not go to the health room between classes without a pass except for emergencies. 

Once in the health room, the nurse will assess the student’s condition and determine a course of action. Depending upon the situation a parent or an ambulance may be called. 

In some cases, a short rest in the health room will enable the student to remain in school. 

School Procedures 
• A student who becomes sick at school will report to the health room with their planner, signed by the teacher. 

• It is the parent’s responsibility to provide transportation home from school should a child becomes ill during the day. 

• The parent or guardian will sign their child out in the main office. 

• Teachers must not contact parents to excuse students to leave the school grounds. The nurse must send students home that are sick. Consult with grade level administrator if you have any questions. 

Medication at School 
• Prescription medication will be administered through the health room using district guidelines. Non-prescription medication may be administered in the health room if the nurse receives a note from the parent or guardian identifying the medication and the reason for taking it. Non-prescription medication must be in the original container and also be recorded on the Medication Log. 

• All medication will be kept in the health room. 

• Staff members are not to dispense any medication to a student including Tylenol and Tums. 
PLEASE STRESS TO YOUR STUDENTS THAT A RECOMMENDATION FOR EXPULSION WILL RESULT IF THEY ARE FOUND WITH ANY MEDICATION IN THEIR POSSESSION AT SCHOOL EVEN OVER THE COUNTER MEDICATIONS. 
Accidents or Injuries 
Staff/student accidents or injuries must be reported to the administration immediately. The teacher must fill out an accident report before leaving for the day. See the school nurse or Mrs. McCutcheon for details. Each classroom will receive a packet with plastic gloves and band-aids. 

Media Center 
Library Media Center (LMC) 
• The LMC is a CELL PHONE FREE AREA. Please refrain from talking on your cell phone while in the LMC. Cell phone rings should be silenced before entering the LMC. 

• Please refrain from eating or drinking in the library. 

• Hours - The Library Media Center (LMC) is open for use from 7:30 AM to 3:30 PM every day. Extended hours can be arranged with Mrs. Dicey in advance. 

• Passes – All students must have a pass signed by a teacher in their student planner to enter the LMC at any time. Students without passes in planners will be sent back to class. Please do not send more than three students to the LMC at one time unless prior arrangements have been made with Mrs. Dicey. 

• Student Use – Students may come to the LMC to do homework, work on projects, check out books or read magazines/books. All students should have a purpose for coming to the LMC. Teachers who wish to send students to practice plays, debates, etc.., may do so only if prior arrangements are made with the Mrs. Dicey – space may or may not be available. 

• Computers – Student Use – 

o Non-Instructional Hours (7:30-8:30 and 3:00-3:30) – Before and after school students may come to the library to check email and “surf” & play games within reason. It is important for students to learn to use computers as they relate to their lives, but at the same time the library staff works to monitor student use as closely as possible during those times. 

o Instructional Hours (8:30-3:00) - Students may visit the LMC to use the computers for educational purposes only. Students should not be sent to the LMC to “surf”, email friends or play games. Computers in the LMC are educational tools, not toys to be used for rewards. Any students caught using the computers inappropriately will be sent back to class immediately and may face disciplinary action. 

• Class Visits – Please email or speak with Mrs. Dicey if you would like to plan a library visit for your entire class. Teachers are expected to remain actively involved with their students during their entire visit to the library. 
• Collaboration – Teachers should communicate with Mrs. Dicey in person or through email to plan for research opportunities in the LMC. It is preferred that all teachers complete a Collaborative Planning Form with Mrs. Dicey in order to plan for a productive research schedule. 

• Research Collections - A teacher may request that a collection of material be set aside in the LMC for use by his/her students. With sufficient prior notice, the LMC staff will be happy to select these materials. Teachers are welcomed to 

select their collection at any time. Classroom collections may also be arranged for a specific loan period. 

Student Store 

Students and teachers may purchase school supplies at the Student Store located in the Library Media Center from 7:30 to 3:30 every day. Students must have a pass signed in their planner to visit the Student Store, including before and after school. A listing of available items is linked to the Library Media Center webpage. Please see Mrs. Poole if there are special materials you would like to see in the Student Store. 

Computer and Audio-Visual Equipment 

• If school equipment is to be checked out overnight and taken away from Beck Academy, a Fixed Asset Checkout Form MUST be filled out, signed by Dr. Bricker and left with Mrs. Dicey. You should visit Mrs. Dicey to sign the equipment in when you are finished with it. 

• If you would like to check-out other electronic equipment from the LMC, just email Mrs. Dicey at sdicey@greenville.k12.sc.us with the subject line “Equipment Checkout Request”. Please attempt to schedule equipment checkout at least 24 hours before you expect to use it. Be sure that you schedule time with Mrs. Dicey for training on this equipment in advance if you do not already know how to use it. Mrs. Dicey may or may not have time to show you how to operate equipment when you come to pick it up. The LMC staff will try to make arrangements to accommodate requests for unscheduled equipment, but be aware that the equipment or staff may be unavailable. Prior planning and scheduling is of utmost importance. 

• Because of safety hazards, no students may move television carts. All TVs must be secured with a safety strap. Please alert substitute teachers to this federal law in your lesson plans. 

DVD/Video Use 

• If it is necessary that you show a video in your classroom, you must personally preview it before you show it to the students. This can prevent many problems for you. You must also be aware of the content to prepare students with questions or instructions concerning information for teaching the program properly. 

• Copyright laws determine your ability to use videos. Be aware that Title 17, US Code, Section 110 intends that teachers and students may show copyrighted works in a face-to-face instructional setting as long as the performance is part of a systematic course of instruction and not for entertainment, recreation, or cultural 

value. Only legal copies may be used. Please see the LMC Policies and Procedures, Section ED (located in the LMC) for more information on copyright. 

• Television programs are subject to the “fair use” clause. Unless we have been given prior notice that a program cannot be copied for classroom use, you may copy this program or request that the LMC copy it to be used in your classroom within 10 consecutive school days. 

• The District requires that any video rated “PG: or “PG-13” or any television program rated “TV-PG” or “TV-14” must have written parental permission for each student who views the program. Some videos in our LMC collection are rated “PG” or “PG-13”. Be certain that you have parental permission before you allow a student to view these videos. A form is included in the student planner for parents to sign. Please check and keep a list of the students that cannot watch videos at school. NO “R” RATED OR “TV-M” RATED PROGRAMS MAY BE USED AT ANY TIME. 
• Please alert substitutes about the copyright laws and about the video-television policy of the School District. Substitutes will sometimes bring videos from home to show, and this is simply not acceptable. 
o They need especially to be made aware of the parental permission requirements. Leaving a copy of these instructions in your lesson plan folder can do this. The administration prefers that substitutes not show videos. 
Professional Library
Greenville County Book Center, Audio Visual Library and Professional Library 

A vast collection of instructional materials including educational videos, class sets of novels, and professional books is available at the Book Center. 

You can request your selections online or e-mail them at bookctr@greenville.k12.sc.us 

Books and videos are picked up and delivered to the LMC on Wednesday mornings. 

Electronic Safety 

• Please make sure these items are connected to a surge protector. Teachers must purchase their own surge protectors. 

• Make sure all equipment, except for printers, is turned off before leaving for the day. 

• Cords should not run across your classroom floor – please make every effort to keep cords to a minimum. 

• Always keep food and drinks away from electronic equipment. 

Computer Software 

Legally, the school must have a software license for every software product on every computer in the building. It is the responsibility of EACH INDIVIDUAL TEACHER to ensure that the original licenses for all programs loaded on his/her computer are housed in the classroom or in the school’s LMC. Teachers should not load their own software on their computers. Please email a completed Technology Help Form to Mrs. Dicey at sdicey@greenville.k12.sc.us and she will contact ETS for you. Teachers may NOT contact ETS.
Use of LMC for Meetings or After Hours 
The LMC is frequently used after school for workshops, presentations and meetings. If you would like to schedule the LMC for after hours use, please contact Mrs. Dicey at sdicey@greenville.k12.sc.us using the subject line "After Hours Request" to schedule a time. You may check the schedule to see if the time you need is free at www.greenville.k12.sc.us/beck/mediacnt/index.asp.   Anyone using the LMC after hours is responsible for setting up, cleaning up and leaving the LMC as you found it. 

The LMC should be accessible to everyone in our school community during school hours. The LMC will not be closed at any point during the regular school day for meetings or other activities. We will schedule meetings and other events during school hours and keep the LMC open to patrons, provided that a classroom teacher does not need to bring in students for that time period. 

Form Section 

CALENDAR REQUEST 
BECK ACADEMY 
Scheduling will be handled on a “first-come, first-served” basis. Please confirm calendar availability with office clerk BEFORE submitting your request to Dr. Bricker. 

Name of Contact Person _____________________Date submitted ___________ 

Program/Activity: __________________________________________________________________ 

Date of Program/Activity __________________________________________________________________ 

Team/Grade Level and/or Department involved: __________________________ 

Approximate number of students involved: ________ Room(s) to be used: __________________________________________________________________ 

Starting time of program __________Ending Time of program: ___________________ 

Teacher/Staff supervising students: __________________________________________________________________ 

THE CONTACT PERSON AGREES TO MAKE ALL ARRANGEMENTS TO ADDRESS THE FOLLOWING CONCERNS: 
_____ Notify teachers of students who will be missing class ASAP (three day minimum). 

_____ Notify appropriate special education and related arts teachers (if applicable). 

_____ Make arrangements (including CLASS COVERAGE) for students who are NOT participating in the planned program/activity. 

_____ Notify cafeteria of any changes that will affect the number of lunches prepared or the lunch schedule. 

_____ Notify media specialist if the media center will be requested. 

_____ Notify plant engineer if the auditorium, gym or cafeteria needs to be reserved. 

Date _____________ Approved_____________ Denied ___________ 

_______ Cleared with office clerk 

_______ Added to calendar 

SET UP/EQUIPMENT REQUEST 
If you are going to need any help with physical set-up (tables, chairs, etc.) or with equipment (sound system, microphones, etc.), please list your requests here. If approved for the calendar, notify Mr. Ligon of these requests. (three day minimum). 

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________ 

FIELD TRIP LUNCHES 
Submit this form to the cafeteria manager at least two days before the scheduled field trip. All lunches must be paid for before leaving for the trip. 

Date Submitted: _______________________________________________________ 

Teacher/Teachers: _____________________________________________________ 

Date of Field Trip: _____________________________________________________ 

Number of Bag Lunches: ________________________________________________ 

Chocolate Milk: _______________________ White Milk: _____________________ 

Signature of Teacher Submitting Request: __________________________________ 

	Names of Students 
	ID Numbers 

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


FIELD TRIP REQUEST FORM 
COMPLETE AND TURN IN FOUR WEEKS PRIOR TO TRIP 
TO GRADE LEVEL ADMINISTRATOR 
Teacher/Grade Level_______________________________________________________ 

Number of Adults: _______________ Number of Students:______________________ 

Date of Trip: _____________________________________________________________ 

Departure Time: ________________ Return Time:_______________________________ 

STUDENTS ON FIELD TRIPS MAY NOT LEAVE BEFORE 9:00 AM AND MUST RETURN TO SCHOOL BY 2:00 PM IF USING A SCHOOL BUS. 
Destination: _______________________________________________________________________ 

Educational Objective: _____________________________________________________ 

Cost per student: ________ Cost per adult: ____________ 

Read and follow regulations concerning field trips in the Faculty Handbook. 

Office Use Only 
Date Received: _________________ 

Approved: __________________________________ Continue with plans 

Signature and Date 

Need more information: _______________________ See Grade level Administrator 

Signature and Date 

Buses Needed: ___________________________________________________________ 

Drivers:(if using parent drivers) _________________________________________________________________ 

A copy of this request will be returned to you when reviewed by administration. Proceed with planning field trip after approval has been granted. 
Lunch Detention Form 
Teacher’s Name _____________________ Date _____________ Grade Level _______ 

The students listed below are assigned lunch detention. Students that order lunch will be charged for the lunch whether they eat it or not. Students that do not order lunch will not be allowed to order lunch later. Teachers, please make sure students understand. 

	Names of Students 
	YES LUNCH 
	NO LUNCH 
	ID Number for students that ordered lunch 

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Lunch Detention Form 
Teacher’s Name _____________________ Date _____________ Grade Level _______ 

The students listed below are assigned lunch detention. Students that order lunch will be charged for the lunch whether they eat it or not. Students that do not order lunch will not be allowed to order lunch later. Teachers, please make sure students understand. 

	Names of Students 
	YES LUNCH 
	NO LUNCH 
	ID Number for students that ordered lunch 

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


MAINTENANCE REQUEST FORM 
Teacher’s Signature __________________ Date ___________ Room ____________ 

Please complete this form and place in Mr. Ligon’s box. Every attempt will be made to complete your request within five (5) school days. If this is not possible, an explanation will be given. 

	Repair Service Requested 

	

	

	

	

	

	

	

	

	

	


MAINTENANCE REQUEST FORM 
Teacher’s Signature __________________ Date ___________ Room ____________ 

Please complete this form and place in Mr. Ligon’s box. Every attempt will be made to complete your request within five (5) school days. If this is not possible, an explanation will be given. 

	Repair Service Requested 

	

	

	

	

	

	

	

	

	

	


PARENT TEACHER CONFERENCE 
Student’s Name_______________________ Teacher’s Name______________________ 

You are invited to Beck Academy for a conference on_________________ at ________. 

If this is not a satisfactory day and/or time, please contact guidance by phone or send a note to schedule the conference for another time. Thank you for your cooperation. 

________________________ 

Teacher’s Signature 

Guidance Phone Number: 355-1404 

Please detach and return this part to the school. 

Student’s Name_______________________ Teacher’s Name_____________________ 

Conference Day and Time__________________________________________________ 

Check one of the following and sign: 

_____________I will attend the conference at the scheduled time. 

_____________I cannot attend the conference at the scheduled time. A better day or 

time for me is________________________________. 

___________________________________ ______________________________ 

Parent’s Signature Date 

Phone numbers where I can be reached: __________________ ____________________ 

 BECK ACADEMY PTSA CHECK REQUEST FORM 

Please attach all receipts to the back of this sheet (Only one check per form) 
Amount Requested:__________ Payable To __________________________ 

Expense Category (from PTSA Budget):________________________ 

Expense SUB Category and CLASS (if Applicable): 

Brief Description:__________________________________________ 

Submitted By:____________________________________________ 

Date Submitted:_______________________________________________ 

Approved By:__N/A__________________________ 

(All requests must be approved by your committee chairperson) 

Please Mail Check To: _____________________________________ 

or 

SpecialInstructions:_____________________________________________________________________________________________________________________________________ 

Treasurer's Use Only Check # ______ Date________ Amount $ 

BECK ACADEMY REQUEST FOR STAFF DEVELOPMENT FUNDS 
Complete this form and turn in to Dr. Bricker 
I would like to request approval for the following expense (s): 

Name__________________________ Grade/Subject__________ 

Conference/Workshop Title______________________________ 

Date of Conference/Workshop _______________________________ 

Amount of Funds Requested __________________Date Requested____________ 

Cost of Registration _______Cost of Sub _____Cost of Transportation_________ 

Give a brief description of workshop content and how attending this activity would benefit you and our school. It must relate to the School Improvement Plan. 

To be completed by the administration: 

Approved_______________ Total funds approved_______________________ 

Denied Reason: _______________________________ 

Principal’s Signature______________________________ Date______________________________ 

Source of Funds: _____________________________________________ 

If approved, complete a leave form and submit to Mrs. McCutcheon. 

Technology Help Form

Please fill this form out completely and leave in Mrs. Dicey’s box. 
Today’s Date: ___________________ Room Number: _______________ 

Name: ____________________________________________________ 

I am having trouble with: 

􀂅Desktop: VNC# ______________ 

􀂅Teacher Laptop: VNC# ______________ 

􀂅Student Laptop: VNC# ______________ 

􀂅Computer Program (please circle one): 

IG Pro Class XP Internet Network Directories Email Portal 

􀂅LCD Projector 

􀂅Promethean Board 

􀂅Printer 

􀂅Copier 

􀂅Telephone 

􀂅VCR 

􀂅Speakers 

􀂅Overhead Projector 

􀂅Other _______________________________________________ 

Please explain your problem in detail: _____________________________ 

_________________________________________________________ 

_________________________________________________________ 

_________________________________________________________ 

I verify that I have attempted the following troubleshooting steps: 

􀂅Reboot computer or power off/on other devices 

􀂅Check all plugs and cables to be sure they are securely connected 

􀂅Try another power source 
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