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COLBERT HIGH SCHOOL & MIDDLE SCHOOL 
2018-2019 Teacher Handbook 

 
DISMISSAL BELL 
 A Dismissal Bell will ring at 3:20 PM releasing all students.  Teacher/Drivers will 
need to report to their duty stations when the bell rings as quickly as possible to help 
supervise students exiting the buildings to go to the buses and the students’ parking lot.  
Please remind students who walk or ride with others to be safety conscious of the traffic 
around the buildings and buses. 
 Student drivers should not be allowed to leave the parking lot until the school 
buses leave the loading area.  Student drivers may exit left only out of the student 
parking lot and not to drive down to the front of the school building thereby possibly 
interfering with the student pedestrian traffic or if a school bus has not left the campus 
due to some unforeseen circumstance. 
 
ELIGIBILITY STATUS 
 At the end of the first 3 weeks of the new semester a list of failing students will be 
made.  The first week a student is on the list, they will be considered to be on probation.  
A second consecutive week, regardless of the subject, means the student is ineligible to 
participate in any school activities, competitive events, or field trips.  Each teacher will in 
turn be given a combined list of student failures on the morning of the first day of the 
coming week.   
 
FACULTY MEETINGS 
 There will be a faculty meeting of the Middle School and High School staff 
members on the first Wednesday of each month at 3:25 PM.  Please do not schedule 
anything that will conflict with this regular meeting.  Bus drivers will be responsible for 
checking with the principal to ensure they have all the information discussed in the 
meeting. 
 
FUND RAISERS 
 The Colbert Board of Education recognizes that an organization or a class within 
the school system has the need to raise funds to finance projects.  Any organization 
wishing to raise funds should adhere to the following procedure: 

1. Obtain approval for the project from the board of education. 
2. Submit an estimate for the cost of the project to the principal and superintendent. 
3. Submit a list of sources for the fund raising to the principal and superintendent. 
4. All funds that are raised should go directly into the activity fund, except funds 

raised by a group or organization sanctioned by the board, which should remain 
the property of that group, or organization.  Only the superintendent or the 
superintendent’s designee can approve expenditures out of the activity fund. 

5. Students should confine their solicitations to close friends or relatives. 
6. Door-to-door solicitations will not be made during school hours. 
7. All funds must be returned to the school sponsor and deposited in the 

appropriate activity account on a daily basis. 
8. A limitation of no more than 2 fundraisers per group or organization. 
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9. Fundraisers are to be placed on the master calendar located in the Principal’s 
office.  Fundraisers are to be scheduled by 2-week increments and not conflict 
with another fundraiser.   

 
GUIDELINES FOR DUTY ASSIGNMENTS 

1. Staff members should complete a disciplinary report if a student is not following 
the suggested guidelines or violating a school rule during this time. 

2. Staff members should call the office if deemed necessary for the infraction(s) to 
be handled in the office. 

3. Staff members should complete an accident form if an injury occurs during the 
duty assignment once the student(s) has been properly cared for. 

4. If you must leave your assigned duty area, be sure that your area is properly 
supervised. 

5. All staff members, whether on duty or not, are responsible for the supervision of 
students at all times of the school day or at school activities. 

6. Staff members on duty will need to either eat lunch as quick as possible or take 
their lunch with them to their assigned duty areas. 

 
Definition of assigned duty areas: 
 Staff members will be assigned outside in the parking lot as needed, supervise 
the breezeway, study hall and hallway, and the lunchroom areas.  If the majority of 
students are inside, one of the breezeway duty teachers will come inside to assist with 
the supervision of the students. 
 Parking Lot—The duty person will make sure that all students leave their 
vehicles, guard over vandalism of student vehicles, and supervise the students in the 
assigned morning areas or afternoon areas.  Afternoon parking lot duty teacher/staff 
member will ensure that the driving students do not leave before the 3:20 PM bell and 
that they turn left until the bus traffic is cleared.  
 Breezeway—The duty person will supervise all of the students in this commons 
area located between the two main buildings (high school and middle school) of our 
campus.  They are to ensure that no students enter the building until the bell has rung.  
If a student needs to visit a teacher about help on an assignment, the student should 
request to see that teacher and go to that classroom.  The duty person can check later 
for verification.  If a teacher needs a student or a small group of students to come to the 
classroom during the morning or lunchtime, that teacher should write a note for the duty 
person to allow the student(s) to enter the building.  If a student continues to come and 
go out of the buildings, the duty person should halt the problem at that point by some 
disciplinary action.  
 Study Hall / Hallway—The duty person will supervise the students in the study 
hall and the hallway.  Students are not allowed to stand at the front of the building; 
rather, they are requested to enter the building upon arrival to school and during lunch.  
Students are to be seated on the floor of the study hall and not stand around or move 
around unless exiting the building to the Breezeway area.  Students should maintain a 
quiet atmosphere while in the study hall or hallway areas.  If students purchase any 
vending machine items or bring items into the study hall or hallways, they should go 
outside.  No food or drinks should be in the building.  All food and drink items are 
subject to be checked for inappropriate substances or additives. 
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Lunchroom—The duty person will supervise the students in the cafeteria area 
by standing and moving around the cafeteria.  Students should always remain calm and 
provide a quiet atmosphere for others to eat their lunch.  This will enable the ones 
eating to help digest their meal in peace and quiet.  Students are to cleanup after 
themselves and not leave trays or glasses and trash for someone else to dispose of or 
return.  Students should not loiter but as soon as they finish eating, students should 
clear away their trays and trash and leave the cafeteria to go to the Study Hall or 
outside to the Breezeway.  Students should not be allowed to come and go.  If a student 
is not eating they must leave the cafeteria and do their visiting outside.   
 Bus Duty—To ensure the safety of all students the duty person will supervise 
the students walking to the bus loading area and around the bus loading area until the 
buses have departed for the day.  
 After School Building Duty—To ensure a safe departure for all students, the 
duty persons will supervise the students as they exit the buildings to go to the bus 
loading area, the student parking area and the students who walk home.  
 
Duty Times 
 Morning Duty, 7:50 AM to First Bell 
 Middle School Lunch Duty, 12:05 AM to 12:35 PM (Time allows for early 
dismissal of class) 
 High School Lunch Duty, 1:00 PM to 1:30 PM (Time allows for early dismissal of 
class) 
 After School Duty, 3:20 PM until all students have departed.  Students remaining 
must be involved in an after school activity in order to remain on campus.  
 
ATTENDANCE 

Absences:  Students are to be reported absent each time they miss class unless 
it is a school activity absence.  A list of students participating in that activity will be 
posted in the MAS Program and sent via E-Mail to each teacher; students are not 
counted absent from school while participating in a school activity.  If you are using a 
grade book along with the MAS program, indicate by marking an "ES" for school 
absences.  Students that have not been officially dropped from the register will be 
counted as absent in your grade book until the Registrar has dropped the students’ 
name from the MAS Program.     

Students are expected to notify their teacher(s) concerning make-up work. These 
arrangements will be made at the most convenient time for both the teacher and 
student. 

 
It is suggested that teachers keep a grade book in addition to your MAS 

Program.  Along with the office records, they are the official school records of 
attendance and grading of Colbert Public School.  Please use this constant and precise 
coding system for your grade book.  It is of great importance that both the office records 
and your records are consistent. 

"AE"--Absent  
“AU”-- Unexcused absence       
"A"--School Absence    
"T"--Tardy 
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Absences will be recorded in the MAS and admits as only being absent.  “Excused and 
unexcused” terms will be used to determine the validity of a student’s absence.  Refer to 
Student/Parent Handbook, Attendance section for a complete explanation. 

The MAS Program will indicate the tardy of a student.  A student is considered 
tardy if he/she is not inside the room and in their seat when the tardy bell rings.    

Absence types will be noted in the MAS program and students will be allowed to 
make up work missed during their absence.  Students with an invalid reason, truancies, 
or returning from a suspension absence will not receive full credit for work missed.  The 
highest grade a student will earn will be 70%.  Mark these absences in your grade book 
as such.   

A list of suspensions, those attending alternative school and a monthly medical 
log will be on file in the principal's office at the end of each month.  This will help aid you 
in keeping an accurate account of your students’ absence.   If you have any questions, 
please contact the office.  Teachers will receive E-Mail listings of the students who are 
on suspension, truancy students, and ISD students on a daily basis from the Office. 
  

Tardies:  When students are tardy the following steps will be implemented: 
2nd Tardy = 1 day of lunch detention 

  3rd Tardy = 1 day of after school detention 
  4th Tardy = 2 day of after school detention or 2 day of In School Detention 
  5th Tardy = 1 day of ISD  
  6th Tardy = 2 days of ISD  
  7th Tardy = 3 days of ISD  
  8th Tardy = 4 days of ISD  
  9th Tardy = 5 days of ISD  

10th Tardy and each tardy thereafter until the end of the semester = 10 
 days of ISD @ Calera and 5 days of ISD @ Calera added for each 
 tardy after 10 tardies. 

   
GRADES  

Each teacher will be required to print a paper copy of their grade/attendance 
record as a “backup” file and turn these into the Principal’s office at the end of each 
semester.  The report cards will be printed in the office and each teacher will distribute 
report cards to their second period class.   
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GRADING SCALE 
Regular and Advanced Placement classes will be labeled as follows on 

the grading scale: 
     
 Numerical GPA Scale   Regular 4.0 GPA Scale 
  A = 90 – 100     A = 4.0  
  B = 80 – 89     B = 3.0 
  C = 70 – 79     C = 2.0  
  D = 60 – 69     D = 1.0 
  F = 0 – 59     F = 0.0  
  No Incompletes = After 2 weeks, if missing work is not made up, 
the posted grade stands as a final grade for the student(s).  The highest grade 
to be recorded is 100.   
 
 Grades for the following Advanced College Prep* courses will be weighted 
according to the MAS Program:  
 
Calculus Trigonometry  Forensics Anatomy   EnglishIV AP 
*Classes will be taught on a college /university level of instruction. 
*Concurrent classes in the core subjects that meet administration approval. 
   
Missing work should be posted as a zero grade by the end of two weeks 
immediately following the last day of the grading period.  If the student's work is 
completed in time to make the required changes, the office must be notified.  At 
the end of the 2nd semester grading period, all work must be completed by the 
end of the last grading period. 

If a student is over their 5-day absentee limit whether they are passing or 
failing the subject area during the semester, the student will not receive a credit 
for subjects/classes at the end of the semester.   

Only numerical grades are to be posted in the MAS Program.  You 
should record them as numerical in your grade book and MAS Program.  All 
grades, general and test, should be recorded in your grade book and in the MAS 
Program as regularly as possible.  Teachers are required to have at least 2 types 
of activities in any of their classes and record at least 2 grades for each student 
on a weekly basis. 

Keeping a general grade book is necessary and should be completed by 
the end of the school term.  The computer program will serve many purposes, 
but the grade book is your backup system and should be kept current. 
 
CHANGING OF CLASSES DURING SCHOOL DAY 
Teachers should see that students pass to classes in a safe and orderly manner. 
The teacher, rather than the bell, should begin and dismiss the class, and the 
teacher should precede the students from the room.   All teachers should be in 
the hallway outside their classroom in a position that allows the teacher to 
view the hallway and the classroom when students are changing classes.  
Teachers should remind students that once they enter the classroom, they are to 
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be seated and get ready to start class.  Students should not be allowed to leave 
your classroom without your permission and they must have a valid reason other 
than getting your work material or assignments.  Students should bring those 
items as they enter your classroom the first time.  Students not enrolled in your 
class should not be allowed to enter your classroom and visit with students and 
keep you from beginning your class.  If all of your students are ready and in their 
seats, you should start the class even if the bell has not rung.   
 
LEAVING CLASS 
 Students should not be sent or permitted to go to another classroom 
during class periods unless absolutely necessary.  If a student must leave during 
a class period for a doctor’s appointment or other types of appointments 
validation from the principal’s office to the teacher is necessary for dismissal.  
Students should be encouraged to use the restroom between classes.  Teachers 
should discourage students from using class time for restroom breaks unless that 
student has a medical condition.  Occasional interruptions of class will become 
chronic interruptions if some control is not used.  Students should have all of the 
class materials when they enter class.  Continuous trips to the locker during class 
time should not be tolerated.  If a student asked you to let them go to another 
teacher’s classroom, telephone that teacher to see if they want to see the 
student(s) or to see if the teacher is available or out of the classroom. 
 Teachers will use “Hall Passes” for students to indicate to the hall 
monitors that permission has been given by the teacher.  Written hall passes are 
more advantageous and information will be given on the “hall pass” to indicate 
what its use is for when checked by other personnel monitoring the hallway 
traffic.  Students should be reminded to return to class before the dismissal bell. 

If you need to bring a student to the office or meet a parent/guardian, ask 
your neighbor to step into your classroom to supervise your students.  If possible, 
ask the office to send someone to supervise your class. 

 
LIBRARY/MEDIA USAGE 
 The school Librarian/Media Specialist may assist teachers with materials 
and media equipment if appropriate to the school setting.   
 All video equipment must be checked out through the principal’s office.  
Please do not loan equipment to another teacher/classroom without notifying the 
principal’s office in order to keep the equipment log up to date.  It would be best if 
the next teacher would notify the office of the transfer status.  See Video/Movie 
Request Form. 
 Any movies(1 per semester), filmstrips, or filmed materials should be 
directly related to the field of study.  Teachers needing to take a class to the 
library should make arrangements in advance with the Librarian.  Specific 
areas of study can be prepared for such a class visit.  Students should not 
be sent to the library to take make-up tests.  Students that are assigned to 
you are your responsibility.  When students are sent to the library or to 
another monitor, prior notification needs to be made and the teacher needs 
to double check to insure that the students are there. 
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LOCKERS 
 Students are assigned a locker at the beginning of each year.  Students 
are encouraged to keep their lockers locked at all times.  If you observe a student 
using another student’s locker, remind them, and then remove his/her items and 
bring the materials to the office if it continues. 
 Teachers will allow students to go to their lockers after the first bell in the 
morning, between classes, and at the end of the school day.  They may receive 
permission from the duty person if they need to go back to their lockers during 
lunch. 
  Lockers are the property of the school and students shall not have any 
reasonable expectation of privacy towards school administrators or teachers in 
the contents of a school locker, desk, or other school property.  School personnel 
shall have access to school lockers, desks, and other school property in order to 
properly supervise the welfare of pupils. (Ok. Statute, 70-24-102) 
 
SCHOOL PROPERTY AND PARKING ON SCHOOL GROUNDS 
 Students and School Personnel shall have no reasonable expectation of 
privacy towards school administrators of any school property, desks, closets, 
cabinets, storage facilities, or vehicles while on school property. 
 
INTERCOM USAGE 
All announcements, except in an emergency, will be made at the beginning 
or end of the 3rd and 6th periods each day.  We will use the intercom for at 
least one of our required fire drills. Students are not to use the intercom to 
make announcements, to get other students out of class or to give 
messages to teachers or students. 
 
STUDENT MESSAGES 

Messages delivered to a classroom by an office aide are not to be 
accepted unless adult office personnel sign them.  Unless there is an emergency, 
messages will be delivered only at the beginning or end of a class period.  
Messages will be delivered only if they are from parents/guardians. Students 
cannot get another student from a class unless a written note is given from the 
office and/or office aide is sent to get the student.   
 
OFFICE AIDES 
 Teachers will be given a list of the students to be office aides for the 
semester.  The intercom system and the phone intercom system will eliminate 
most of the interruptions of the student office aides but occasionally an aide may 
be used to come get a student or deliver a message.  If other students come to 
your classroom for a student or to give a student a note, please note the name of 
the student and the incident.  The administration will review the procedure with 
that student or their sponsor. 
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SEMESTER EXAM EXEMPTIONS 
 A student with an “A” average and no more than 3 absences will not be 
required to take the semester exam for that particular class or subject.  A student 
with a “B” average and no more than 2 absences will not be required to take the 
semester exam for that particular class or subject.  A student with a “C” average 
and no more than 1 absence will not be required to take the semester exam for 
that particular class or subject. 
 None of the above will preclude a student from taking an exam if he or she 
desires.  A student may use this as an opportunity to increase their grade 
average.  If the semester exam grade lowers the student’s average, he or she 
has the option to exclude that grade from the average. 
 Students are also required to attend school on semester exam day even 
with the exemptions unless a parent or guardian request that the student remain 
at home. 
 Note:  Student activity absences will not count against the exemption 
policy, but there will be no other exceptions or absences in regards to the 
exemption policy (e.g. doctor’s appointments, death in family, court order, etc.) 
 Note:  Students who are assigned to ISD or who have been suspended out 
of school will not qualify for any semester tests exemptions.  This will include the 
“end of year field trip” for 8th grade students who promote to the high school. 

  
GRADUATION CEREMONY RIGHTS (privilege) 

"Miflin Co. School District vs. Steward," 503 A2d 1012 (Pa. 1996) ruled a 
student has no constitutional property rights in attending a graduation ceremony 
"for the reason that commencement ceremonies are only symbolic of the 
educational end result, not an essential component of it."   Thus, a suspension 
from attending graduation did not deprive a student of an education, and 
therefore, due process right did not attach to such removal. 

Class sponsors and the principal will supervise and direct the graduation 
services for each appropriate grade level, unless notified otherwise by the 
superintendent of schools.  All graduation plans and activities must have prior 
administrative approval.   
 

All awards are to be given at the Awards Assembly at the end of the 
school year.  None will be given at the Graduation Service, but awards, such as 
scholarships, can be read during the ceremonies before the students receive 
their diploma. 
 
 

 


