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ANNOUNCEMENTS:
Announcements will happen each morning at 7:45.  If you have an announcement to be made, please submit
to the office for approval no less than one day prior to the announcement for review and approval.

ARRESTS:
If you are arrested, you are required to notify the Principal within 3 calendar days, and the superintendent will
be notified.

ASSEMBLIES:
Teachers are expected to attend all assemblies and programs, including pep rallies and should actively assist in
student supervision. Sit with or interact with the students. Teachers may be excused from this duty only with
principal approval. Do not stand by the walls or doors.

ATTENDANCE – TEACHERS:
In case of absence, you will need to notify Leti Taylor at 512-573-9518 and Assistant Principal Kim Cobb at
520-227-6857. Absence from duty forms are required for payroll purposes for any date that you are off campus
for Personal Illness, Doctor/Dentist Appointments, Family Illness or Doctor/Dentist Appointments, Personal
Leave, Jury Duty, Professional Development (on or off campus), and School Activities (contests, games, field
trips, etc). More than 3 days of continual sick leave requires a doctor’s note. The Absence from Duty Form is
found on the district website when you click the big red button.

Faculty and staff are expected to keep regular school hours, 7:25am - 4:15pm each day. Teachers must be at
their rooms by 7:25 am, monitoring their areas and standing at the door when the bell rings. Faculty and staff
may leave at 4:00 pm on Fridays, providing students are gone from the campus or when assigned duty and there
are no meetings. The school day begins at 7:45 am for students. If it is necessary to leave campus during the
school day or earlier than 4:15 pm, you must sign out in the front office and have administrator approval.

Extra-curricular Activities: Unless specifically assigned, teachers are not required to attend after-hour events,
programs, and activities except Meet the Indians, Graduation, and Fall Festival. The educational process
extends beyond the classroom, and performance of students is greatly enhanced by a feeling of mutual respect
and support between students and teachers. Involvement of staff members in the total school program
greatly enhances staff unity and staff / student relations. You motivate our students when you support
them in their extracurricular activities.

ATTENDANCE – STUDENTS:
Our attendance percentage is part of our accountability system. Our goal is to have (at least) 98% of our
students here every day.

Attendance must be entered once a day at 9:00am for the elementary grades, and for each class period for the
secondary grades– input attendance into the computer or a written slip (for subs or if computers are down).
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Please take attendance in Ascender in the first 10 minutes of class. If we have to use an attendance slip, it
must be completed in blue or black ink only. Please ensure that the student’s name and ID number are legible
and sign the document.
-
Once truancy is filed for a student’s attendance, the attendance records cannot be changed. Changes in
attendance records after truancy has been filed will result in the teacher being issued a subpoena to
appear in court.

COVID-19 protocol for students will be as follows:
● unless otherwise required by TEA, we will not be requiring masks for students
● unless otherwise required by TEA, students that are exposed to a positive case will not be required to
quarantine, but must monitor for symptoms.
● if symptoms appear, they will not be allowed on campus without a negative result or symptoms
subside
● If a student has a lab confirmed positive case, they will be required to stay home for 5 days or 5 days
from the day the symptoms began or symptoms subsided.
● Students will be counted absent during this time. Make-up work policies should be followed.

ATTITUDE:
Attitude is everything! You are a role model for our students, parents, and community members. It is
extremely important that you portray a positive attitude at all times on campus through conversations,
emails, and during school events. Make sure that you review emails before you send them so that they are
sent in the most professional manner possible.

BAD WEATHER:
When there is a possibility of school closure due to inclement weather, you need to watch KLST, or KSAN for
information after 6:00am. We will post on Facebook and ClassTag as information becomes available. All staff
must arrive on campus 20 minutes before the scheduled start time.

BUILDING MAINTENANCE:
All staff are responsible for the protection of school property. If a facility maintenance problem is discovered,
immediately report it to the campus secretary. Students and others who willfully and/or carelessly damage or
destroy school property will be assessed the cost of repairs. Maintenance Forms are located on the district
website under the big red button.  The maintenance director will prioritize the requests and contact you with
any information necessary to complete the request.

With the exception of normal janitorial duties, teachers are responsible for classroom appearance. To create a
clean, wholesome environment for good teaching and learning, teachers must maintain the highest standards of
housekeeping in their classrooms. With this in mind, all teachers should see that:

1. All waste paper and materials are picked up and placed in wastebaskets
2. Close your doors when the room is not in use and at the end of the school day
3. All lights are turned off when not in use
4. All equipment is turned off at the end of the school day
5. All spills are immediately reported to the custodian
6. Any building issues or concerns will be immediately reported to the office
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ALTERNATIVE PLACEMENT PROCEDURES:
When a student is assigned to Fairview, the office will send an email to inform his or her teachers. Class work
for the student at Fairview must be submitted to Linda Plumley. Work must be sent within one day.

CELL PHONES:
Your cell phone should not be used when you are supervising students and must not be used during class time
for personal use. The ringer should be silent, unless you have a specific reason to have your ringer on. In that
case, you need to notify the principal.

Student Possession of Telecommunications or Other Electronic Devices
For safety purposes, the district permits students to possess a cell phone. The district also restricts the use of cell
phones and/or paging devices on the school campus during the regularly scheduled school days. Cell phones
must be put away out of sight during the school day. (see exception for 6-12 below) These devices will not be
used during class, unless they are being used for approved instructional purposes. A student must have approval
to possess other telecommunications devices such as netbooks, laptops, tablets, or other portable computers
during the school day or at a school related or school sponsored event.
If a student uses a telecommunications device without authorization during the school day, the device will be
confiscated. If it is to be used in the classroom, it will be at teacher discretion and for educational purposes only.
The student/parent may pick up the confiscated telecommunications device from the principal’s office for a fee
of $15. For more information, please refer to the Parent /Student Handbook.

Grades 6-12 Students are allowed to use cell phones or have them on during the lunch period. The school
day begins at 7:45am and ends at 3:45pm. If you take a phone from the student please bring the phone
immediately to the front office so that we do not have to worry about theft from your room. Please notify the
office that the phone is being sent. Do not leave the electronic device in your room.

CHAIN-OF-COMMAND:
The appropriate communication chain for the district is as follows:
Parent – Teacher/Staff Member – Principal – Superintendent – School Board

CLASSROOM/CAMPUS SUPERVISION:
Close supervision of students is necessary at all times. Incidents and discipline problems often do not occur
when adults are present. Each teacher is to teach routines and procedures, expected behavior, rewards, and
consequences during the first six weeks of school.

Students should NEVER be sent to hallways to work ALONE or to sit out ALONE and
students must never be left in the room ALONE to work.

If it becomes necessary for a teacher to leave his/her room, ask another teacher to look in on the class. Do not
leave your students alone. If for some reason you must be absent from your room for an extended time, you
must speak with an administrator.
Students should always have a pass when leaving the classroom. Failure to do so will result in disciplinary
action for the teacher.  Students in grades 6-12 have 5 minute passing periods for bathroom breaks.
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CLASSROOM RULES:
Each classroom is required to have the same 5 rules posted. These should be taught and reinforced daily. The
school-wide classroom rules are:

1. Follow directions quickly.
2. Raise your hand for permission to speak.
3. Raise your hand for permission to leave your seat.
4. Make smart choices.
5. Make our team stronger.

COMMUNICATION WITH PARENTS:
Teachers are expected to maintain good communication with parents. You are encouraged to utilize time
before school, after school and during your conference period for this purpose. Please contact parents with
good news, as well as any issues or concerns you have regarding their children. At the same time use good
communication skills with students and use this as a learning tool to teach skills. Class Tag, email and other
forms of communication are great ways to connect with parents. You will be required to turn in your parent
communication logs to Linda Plumley each 6 weeks. They will be filed and kept for 2 years. You can find a
copy in the Faculty and Staff Drive.  You can also click here.

Emails and phone calls must be returned within 24 hours from the time it was received.

COMPUTER USE:
All school computers are district property. They should be used for school business only. Any information you
send or view can be used during an investigation. Please keep emails professional and work-related. The
Acceptable Use Policy must be signed every year. Do not let any student login using your password. Keep
your computer locked.

CONFIDENTIALITY:
Please be careful about keeping student information private – especially when out in public. Please make sure
all written documentation is properly put away and kept confidential.

Confidential files – each student is entitled to privacy regarding grades, discipline, and attendance. All files
should be kept private and in a secure place. No discussions should be made to anyone other than the student
and/or parent.

COPIERS:
Teachers will use the copier in the teacher’s workroom. Do not send large print jobs through the internet as it
ties the machine up for long periods of time. Be prepared to have the copies needed for your class before class
begins. Please do not send students to make or pick up copies. If you need a last minute copy of something,
send a trusted student to the office and we will make the copies.

The copier in the main office is used primarily for the office staff. If a copier breaks down, report it to the office
staff..
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COVERAGE OF CLASSES:
If we are short of subs, teachers might be pulled to help cover classes. We are a team and here to help each
other but also need to follow as close as we can to the guidelines for student success. If you need to be gone for
an hour or so in the day, please contact Kim Cobb for approval and Leti Taylor to find coverage for your class.
Unless in emergency situations, you must get documented approval, on an absence of duty form, at least
three days before you intend to be off-campus for more than two consecutive days.

CPS:
It is the responsibility of each staff member to contact Child Protective Services if you believe that a child’s
physical or mental health or welfare has been adversely affected by abuse or neglect by any person. Contact
CPS at 1-800-252-5400 or http://txabusehotline.org. You are required to contact CPS within 48 hours of an
incident about which you are concerned. This is the law.

CRISIS PLAN:
Refer to the section at the end of this handbook.

DISCIPLINE:
It is extremely important that you are familiar with the PRISD Code of Conduct. Equally important, the students
need to be aware of the Code of Conduct. Each teacher is responsible for reviewing the Code of Conduct and
their Classroom Discipline Procedures with their students in class. Teachers are encouraged to be proactive,
counseling with students on each infraction, corresponding with parents, and communicating with the counselor,
and principal. Teachers and staff should reward positive behavior utilizing the Indian Pride cards for Elementary
students and the red tickets for the secondary students.

Teach your classroom expectations, the cafeteria rules, hallway and bathroom privileges, and any routines and
procedures with the students. Review sessions should be conducted as needed. Not only does each teacher
need to teach rules and procedures, but also each teacher needs to teach specific directions for activities that
occur in the day-to-day school routine. Do not assume the students will know what to do.

Please refer to the Paint Rock ISD Discipline Flow Chart located in the Faculty and Staff Google Shared Drive
for deciding if any negative behavior is teacher managed behavior or office managed behavior. If the behavior
is deemed to be an Office Managed Behavior, please fill out a discipline referral form.

DO NOT send a student to the office without contacting us to let us know why he or she is coming and if
it is too cool off or not.

DRESS CODE FOR TEACHERS/STAFF:
At this time, teachers and aides may wear jeans Monday, Wednesday, and Fridays. Monday will be jeans and
a professional shirt, Wednesdays will be jeans with a college or university shirt, and Fridays will be a Paint
Rock shirt. Please do not wear yoga pants to school during regular work days. At all times, dress
professionally in a way that positively represents our profession.

DUTY:
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Teachers are assigned duty during the school year to help with campus supervision. Supervision of the campus
is a safety issue, and as such it is a cooperative effort and the responsibility of ALL staff. Every effort will be
made to balance duty assignments equally among the staff. Duty assignments will be sent to you as a calendar
invitation.  It is your responsibility to know when you are assigned duty and where. Each staff member will have
duty once every 6 weeks. Duty starts at 7:25 am.

Each teacher is assigned a specific station and time to supervise. Walk around and monitor students. If it is
necessary to deal with misconduct, teachers are vested with the authority to do so and may count on the
principal for support for any reasonable exercise of that authority. It is extremely important that teachers be at
assigned stations on time and alert to student behavior. Attention to these duties is considered in assessing
job performance.

Monitor all students until you go into your first period class.
Mornings – the primary objective is to monitor students prior to the start of classes. Be alert for
uncommon activities or gatherings that indicate fight behavior or other illegal activities.
Between Classes – All Teachers must be on duty and present outside of classrooms, in the hallways,
locker room areas, and student restrooms in each building to keep a smooth flow of student traffic and to
maintain a high degree of adult supervision.
Lunch Period – Be alert for uncommon activities or gatherings that indicate fight behavior or other
illegal activities. See that students behave responsibly. Sit with the students, get to know them.
Recess- No more than two teachers in one area together. Do not have your cell phone out and do not
stand/sit in one area that you can not see all students.
After School – the primary objective is to get students out of hallways, buildings to go home. Be alert
for uncommon activities or gatherings that indicate fight behavior or other illegal activities.
Bus Duty: Each teacher will be required to ride the bus that travels to the town they reside in once a
week. You can find the google document to sign up in the faculty/staff google drive. All other
extracurricular duties previously required have been removed.

EMAIL:
Please check your email during conference time and before and after school each day. Other times of the day,
you are expected to be up teaching or monitoring students at all times. Remember, email is NOT
confidential. Don’t put anything in writing you wouldn’t want someone else to see. Also, remember that an
email is a legal document.

EMERGENCY OPERATIONS PLAN:
Refer to section at the end of this handbook.

FACULTY MEETINGS:
Faculty meetings will be scheduled as needed.

FOOD POLICY – no food or drink in the classrooms except for water

All schools must adhere to the Texas Public School Nutrition Policy. The intent of the policy is to encourage
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the consumption of nutritious, well-balanced meals and to limit the availability of high-fat items during the
school day.

The school may not provide any FMNV’s (Foods of Minimal Nutritional Value), candy, carbonated beverages,
or competitive foods (fast food, pizza) to students at any time during the school day.

We are allowed only 3 events that are exempt from this policy. The events with the dates must be submitted
prior to the school year.

If students have purchased any food items from a fundraiser, the food may be delivered to teachers during
school hours. Students will be given the items at dismissal. These items must be taken home the day they
receive them. Any class projects that involve food items must be approved by the principal prior to the event.

FUNDRAISERS:
If you have a group planning on having a fundraiser it must be approved through the principal prior to
finalizing the fundraiser. Grades, organizations and other school related groups should all try to not have
multiple fundraisers at once. Please notify Linda Plumley at the beginning of the year of all the fundraisers
you are planning.

Each sponsor has to be trained in handling money.

GRADES:
Grade Books: The grading system is Ascender Grade Reporting

Grading Policy:
★ A zero in the grade book signifies the student turned in the assignment and missed all of

the questions. If a student has missing work, the student will be assigned to ZAP to
complete the assignment. (See ZAP procedures)

★ Grades should reflect a student’s relative mastery. Students in grades 1-12 will have a
minimum of two daily grades entered for each week during the six weeks period.

★ There shall also be at least one test grade every three weeks, therefore twice in a six weeks
period. There must also be one project per 6 weeks. You must provide the student with a
rubric as a guideline for the grading of the projects. This must be communicated to
parents when the project is assigned.  Rubrics can be used in all grade levels 1-12.

★ You shall determine a due date for each assignment and inform the students/parents of the
date. Refer to ZAP policy for deduction of points for late work.

★ In accordance with grading guidelines, a student shall be permitted a reasonable
opportunity to redo an assignment or retake a test for which the student received a failing
grade. Students will do this make-up work within one week during their assigned ZAP.

★ You may not impose a grade penalty for make-up work after an absence. Students will
be allowed to make up assignments and tests that were missed because of an absence.

★ Teachers shall enter an “I” for incomplete in the system if a student has make-up work
to be turned in. The student has one week to turn in the work to receive a six weeks
grade as per UIL guidelines.

★ Teachers must update grades in the gradebook weekly, so that parents can see how their
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student(s) is performing.

ZAP Policy
Secondary

★ 15 points will be deducted the first day assignment is late and each day after.
★ Students have until the following day to complete work before a ZAP. If work is not completed at

ZAP points will be deducted as stated above.
★ Any extenuating circumstances must be approved by the Principal or Assistant Principal.
★ One week (5 days) of no ZAPs = 1 ZAP Back.
★ Students may only ZAP Back 3 times in 9 weeks.

Elementary
Pk-2
★ ZAP- If assignment is completed a day late or completed during ZAP, students will receive a

grade no greater than 85.
★ ZAP will be assigned if assigned work is incomplete and turned in after one school day, or if

students refuse to complete assignment within  the time given during class.
★ 0-1 ZAP- Movie, snack, drink
★ 2 ZAP- Movie, snack/drink
★ 3 ZAP- Movie
★ 4 or more ZAP- Students work in another area away from the movie area.

3rd-5th
★ ZAP-85 is the most students can make on an assignment turned in a day late or any

assignment completed in ZAP.
★ ZAP will be assigned if work is not completed and returned after one school day.
★ 0-5 ZAP attendances are allowed during each 9 week reporting period to earn the field

trip.

HAZARDOUS CHEMICALS:
Certain chemicals may not be stored in the classrooms. Below are some chemicals that may not be kept in the
classrooms. This is not an exhaustive list.
Windex, Windex wipes, bleach, Lysol liquid or spray, Clorox clean-ups or wipes, Renusit, Raid, TAT,
Pledge,Pledge wipes, fire ant treatment, rubber cement, computer wipes, spray adhesive, nail polish remover,
all purpose cleaner, seventh generation, anti-bacterial wipes, germicidal cloths and wipes, paint, mineral
spirits, lacquer thinner, 409, Fantastik, Stick-ups, Hot Shot, Behold, Old English, Mr. Clean, Endust, Purell,
Odo Ban, Pine Sol, Expo, empty bottles, Arm & Hammer, Spic n Span, pesticides, alcohol, gum remover,
carpet solutions.

HEALTH SERVICES:
Students who are injured or become ill at school should always be sent to the nurse. Teachers should be very
careful to send any student they feel needs medical attention and accompany the student if necessary. Students
who are ill enough to go home will be allowed to do so after a parent has been contacted by the nurse.
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All medication is kept in the nurse’s office. Even over the counter medication requires a parent’s note. No
teacher should administer ANY medication to a student. This is a state law.
Students may carry an inhaler or Epi-Pen on them if they have filled out an information card with the office. If
students need to bring in an over the counter medicine, they will take it to Leti Taylor, if the school nurse is
unavailable, to be kept in the office. Please make a list of medical concerns for your class and give them to the
office and place one in your sub folder.

Paint Rock ISD Lice Policy – PRISD has a “No Live Bug or Nit'' policy. Students sent to the office with “live”
lice or nits will be referred home for treatment. Students must be checked, by appropriate personnel upon
arrival to school, with parents present, to ensure that there are not any live lice remaining in the student’s hair.
The student will be sent back home until there are no live bugs or nits in the hair.

Instructional Responsibilities

Classroom Learning
The major goal in the classroom is that each student learns. The responsibility for achieving this outcome is
shared by both the teacher and the learner. It is understood that a small fraction of the student population
requires a longer period to learn. However, by setting high expectations, establishing sound classroom
management procedures, and a qualitative analysis process, teachers ensure learning is maximized. In analyzing
the cause of classroom learning problems, teachers are encouraged to consider the following questions:

1. Where ability-grouping is used, are students properly placed?
2. Do the lessons/course objectives directly correlate to the standards that need to be taught in the classroom?
3. Are measurements (grades) of learning frequent enough to give an accurate reflection of learning that is
taking place?
4. Are grading standards and criteria in close correlation with lesson/course objectives?
5. Are motivational techniques being used?
6. Are students receiving frequent and timely feedback on all assignments and projects?
7. If you assign a project you must have a rubric with it.
8. What data information are you using to reteach?
9. Is classroom behavior level appropriate for and conducive to the learning process?
10. Are student behavior and attitude problems interfering in the learning process?
11. Is the responsibility delegated to the student in the learning process appropriate to maturity level?
12. Is adequate communication taking place between teacher and student or teacher and parent to
maximize student motivation?
13. Are all available auxiliary services being utilized in solving student-learning problems?

Prior to giving a student a failing six weeks or semester grade, the teacher must have had a parent conference
and offer tutoring. The teacher will develop an intervention plan to maximize each failing student’s success.
Documentation of these efforts must be kept every 6 weeks. If you have 15% or more of your students fail,
re-evaluate your successes and shortcomings.

INSTRUCTIONAL VIDEOS/CLIPS & MOVIES:
Prior to showing movies in the classroom, teachers must have an approved movie request form in their
possession. This form must be signed by the principal and posted outside the door on days the movie is being
shown. You may show an instructional video or clip / scene from a movie to make a specific point in the
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curriculum. There should never be a time where an entire movie is shown in lieu of instruction.  Please add a
note to sub plans that substitutes are not allowed to show movies.  Any movie that will be shown as a reward
and has higher than a G rating may not be shown without parental permission.

Electronic devices
Please keep your phone sound off while teaching. If you are waiting on an important call, please let Linda
Plumley or Leti Taylor know. Students are allowed to bring their electronic devices and use them before and
after school and 6-12th during lunch time only, unless a teacher allows it for instructional purposes. We
are not responsible for any lost, damaged, or stolen electronic devices.

KEYS:
Keys need to be kept in a secure place at all times. Please do not give your keys to a student to use at any time.
If you lose your keys, notify the campus secretary or principal immediately.

LESSONS:
Teachers need to use a variety of teaching strategies in the classroom. You will have opportunities throughout
the year in staff development to learn new strategies. Your learning objective must be posted daily in your
classroom and students should be able to tell anyone that walks in what the objective for the day is.
Fundamental 5 strategies should be used in all lessons. Exit tickets should be used daily to gauge students’
mastery of the learning objective.

LESSON PLANS:
Lesson plans are for the teacher to make sure he or she covers the content, with specificity, in a timely manner.
Teachers will be required to input weekly lesson plans.. You are required to use the template that is provided in
the Faculty/Staff Drive,  however, you may do more if needed, but may not do less. Lesson plans must be
submitted by Friday at 6:00 pm the week before, so that if needed, they can be reviewed.

MAILBOXES:
Please check your mailbox every day. (The contents of each person’s mailbox should be treated as
confidential.) Mailboxes are located in Mrs. Taylor’s office.

MAKE-UP WORK:
The number of consecutive days absent will determine the number of days to be allowed for make-up work
(excluding weekends and holidays). For each day absent, the student will be allowed two days to complete any
make-up work. For example, if a student is absent for two days, he or she has four days after returning to class
to turn in make-up work. Special concessions may be arranged with the teacher if the student has missed three
days or more. It should be remembered that the academic success of all students is our ultimate goal, so give
students every opportunity to complete the assignment.

MODIFICATIONS (and Accommodations):
Modifications and accommodations can be made for any student as you deem necessary. If an ARD committee
or a 504 Committee indicates that modifications/accommodations should be made, it is up to the regular
education classroom teachers to see that these modifications/accommodations are in place at all times or at such
time written in the ARD report. This is not an option. Keep documentation of student samples of the work
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students are doing in your classroom. If you feel a modification/accommodation is not in the best interest of the
student, or is beneficial for the student to have you must have documentation showing that this needs to be
removed or added to the IEP. (contact special education teachers if you need assistance with this)

PBIS

A framework grounded in the behavioral and prevention sciences that emphasizes within a multi-tiered
support system framework:

× Measurable outcomes
× Evidence-based practices
× Implementation Systems and
× Data based decision making

Indian Pride is a positive reinforcement system that uses levels with rewards

Teachers should:

× Define school wide expectations

× Teach and Practice prosocial behaviors

× Monitor and Acknowledge prosocial behavior on a 5 positive: 1 negative basis.

Elementary Teachers will utilize the Indian Pride cards to positively reinforce the wanted behaviors in
the classroom. Jr. High and High School Students can buy rewards utilizing red tickets.  Teachers
should sign, initial, or stamp the back of tickets before they are handed out.

Elementary Indian Pride Rewards are as follows:

× Pink - Positive Postcard Home from the Teacher

× Orange - Special Sticker from one of the principals

× Green - Prize box

× Purple - Positive phone call home from one of the principals

× White - Teacher’s Assistant

× Yellow- Lunch with the Principal
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× Red - Student Choice

× Blue - Indian Pride T-Shirt

T-TESS Information (Texas Teacher Evaluation and Support
System)

Evaluation
Performance of a teacher is evaluated in accordance with the provisions of the T-TESS. You can access various

information about the T-TESS online at www.teachfortexas.org Student Success will be included in a
T-TESS teacher evaluation.

Guidelines for Evaluation
Evaluation of employees is a continuous, year-long process. Evaluations are based on teacher self- reflection
documentation, walk- throughs, and observations. Evidence produced is used for promoting improved
performance of employees, including the recommendation for renewal or non-renewal of contracts to the
superintendent. We use the Eduphoria Strive program online for all T-TESS related documents.

Classroom Walk-Through
During the year, teachers receive periodic announced and unannounced classroom walk-throughs. Their
purpose is to gather information on both the curriculum being taught and the instructional teaching decisions
being made. Teachers are provided written feedback if the information is used for T-TESS evaluation.

Classroom Observations
Teachers are provided one 45-minute observation during the year if they are on cycle to be evaluated.
Observations are scheduled within a two week window, but shall be unannounced during that time
frame.

PROFESSIONAL DEVELOPMENT:
You are encouraged to seek professional development opportunities throughout the year based on your
individual needs and available funds. Professional Development during the school year must be approved by the
Principal.  The professional development you attend must be related to your TTESS goals. You will be expected
to come back and share the information with your colleagues throughout the year.

PROGRESS REPORTS:
Progress Reports will be issued to all students.. Create a roster of your class and have each student sign by
their name indicating they have received their progress report. THEY MUST GET IT SIGNED. Keep this
documentation. All students and/or parents will have access to view their grades online through the gradebook
program. Students must return signed progress reports by the date teachers assign.
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REPORT CARDS:
Teachers record six-week and/or semester grades into the grading system each grade-reporting period. Teachers
must verify grades no later than the date and time indicated by the office. Report cards will be sent to the 2nd
period teacher for distribution. Any report cards not issued to absent students must be returned to the office by
the end of that day. Absent students can pick up report cards in the office.

State law mandates teachers notify parents/guardians of any student who is failing a course after any six
weeks grading period. This contact encourages/includes a discussion of student performance and a plan for
improvement.

SCHOOL EVENT/ASSEMBLIES:
Paint Rock Schools expects our students to get involved in extracurricular activities. Any event, assembly, or
program must exemplify the pride and vision of Paint Rock. Please make sure to follow this checklist when
planning your event before, during, or after school hours.

1. Obtain approval from the principal and make sure the date is available.
2. Submit event/assembly dates and time in writing to the campus secretary to have it placed on the

master calendar.
3. Notify parents of students involved (send information home with students, set up email or

ClassTag list for parents of students, etc.)
4. Submit an announcement form to the front office to be made at least 3-4 days prior to the event.
5. Have signs made and place them at school entrances and around the campus (must have
administrative approval and stamp) – remember to remove them after your event is complete.
6. Arrange for clean- up following event/assembly.

SCHOOL VEHICLES:
Fill out a transportation request form at least 10 days before a school vehicle is needed. Chester will assign you
a vehicle and you will need to pick up keys from the transportation office. Return the keys to Chester and sign
them into the book when you return to school. You are responsible for cleaning out the vehicle upon return.

SEMESTER EXAMS:
Semester exams are given the last week of a semester for the scheduled exam period. No exam will be given
early without the principal’s approval.

SIGNING IN AND OUT:
Please sign out at the office when leaving campus during the work-day. Please sign in at the front office when
coming in late or returning after signing out the same day.

SPONSORS
Each teacher will be assigned sponsor duties. A faculty chairperson will be assigned for each group. All
activities shall be coordinated by and through this individual. It shall be the responsibility of this person to
work with the principal in organizing all activities and communicating with everyone in the group.You are
assigned a group, however, you are always welcome to help in other areas as long as your commitment to your
group is satisfied.
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Senior Class Sponsors:
You will be asked to sign up to work one of the following: Senior Activities, Baccalaureate, Graduation Set-up,
and/or Graduation Clean-up. Run the concession stand to raise money for events.

Junior Class Sponsors:
Prom, which will include the following: Prom Set-up, Prom, and Prom Clean-up. Run concession stands to
raise money for events.

In order to take money from a class or organization’s account, the PO request must be signed by the sponsors
involved and two officers of that class or group.

STUDENTS OUT OF CLASS:
If a student needs to go to the office, go on an errand for a teacher, pick up something for a teacher, etc. please
send them with a Teacher Pass. Students will be sent back to class if they do not have an accurate pass from the
teacher. No exceptions. Failure to provide students with a pass will result in disciplinary action for the teacher.

SUPPLIES:
The campus secretary keeps general supplies (paper, pens, pencils, index cards, post-its, expos, rubber bands,
staplers, scissors, etc.) for the campus. If you are in need of special items for projects, please be sure to allow
enough time to order the supplies if they are not kept on hand. If you know of items that you will need
throughout the school year, please turn them in early and we will store them for you if you do not have
sufficient storage space in your classroom.

TECHNOLOGY:
The Technology Acceptable Use Policy must be read and signed by all staff at the beginning of the school year.
For assistance with technology issues, contact Russell Hoelscher.

TEXTBOOKS:
Upon request, teachers may receive a classroom issue of textbooks depending on available quantities. These
books must be accounted for during the year to prevent theft. When issued, the teacher’s edition textbook may
remain with the teacher until they are released from assignment here (unless there is a year-end audit).

Student textbooks may be issued to students during the first week of school or at the time they enter school.

Teachers should ensure that all textbooks are covered, including classroom sets. Textbook covers are available
upon request in the library. Students should not use self-sticking book covers on any school textbooks.
If a student loses a textbook during the year, the teacher should give the student a maximum of three weeks to
find the book. After this period, students who have lost a textbook should be sent to the library to pay for the
book and be issued another one.

At the end of the school year, please keep the textbooks in your class. You should have a system in place to
keep track of textbooks that leave your classrooms.
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TRAVEL:

A copy of the District’s travel policy can be found on the District website or by request from the Business
Office. A summary is found below:

An employee shall be reimbursed for reasonable, allowable expenses incurred in carrying out District business
only with the prior approval of the employee's supervisor and in accordance with administrative regulations. For
any allowable expense incurred, the employee shall submit a statement, with receipts to the extent feasible,
documenting actual expenses.

Travel expenses incurred due to the fault of a traveler, except for extenuating circumstances, such as late
registration, canceled flight, etc. are not considered to be reasonable or necessary; therefore, all such expenses
shall be paid or reimbursed by the traveler.

All receipts, statements and invoices resulting from business related travel are to be submitted to the Business
Office within 30 days of the return to campus. This is to allow timely payment, as well as proper time to dispute
and/or reconcile the expenditures.

For travel Per Diem rates, please contact the Business Office prior to submitting requisition and travel.

VISITORS:
All visitors (including parents who wish to visit a classroom) must come by the office first to obtain a visitor’s
pass. It is the responsibility of all staff to question any person on campus without a Visitor's Pass issued by the
office. If you expect a guest speaker, notify the front office that someone will be coming to your room. If a
parent wishes to observe your classroom, they will be scheduled through the office.

EMERGENCY MANAGEMENT PLAN

The purpose of this plan is to recommend actions for staff members to consider when faced with a crisis. The
intent of this plan is to minimize confusion when a crisis occurs. This plan is NOT designed as an all-inclusive
step-by-step guide. However, it does provide guidelines for immediate response in a variety of situations.
Members of our staff have been trained in ALICE procedures. Alert, Lockdown, Inform, Counter, and
Evacuate. The ALICE response type will be used in emergency situations. Each classroom has been equipped
with a Go Bucket that has supplies for emergencies.

The responses used will depend on the type of incident as well as the site in which the incident is occurring. All
incidents/emergencies have been grouped into:

3 basic emergency responses:
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Evacuation (including building, site, and reverse evacuation)
Lockdown
Shelter-In-Place

In all emergency situations, remember to:
* Remain calm
* Consider personal and student safety first
* In a crisis, limit phone calls for emergency information
* Always account for your students and maintain control
* Do not talk to the media- refer all media inquiries to the principal

TYPES OF EMERGENCY RESPONSES:
BUILDING EVACUATION

Fire / Explosion/ Smell of Smoke/Gas Odor/ Fire Alarm /Bomb Threat

Purpose: Protect and keep occupants safe from identified hazards or emergency situations by leaving the
confines of the buildings. Used any time it is safer to be outside in an
emergency situation, such as a bomb threat, utility or structural problem, Fire, or threat
against the facility or person(s).

Automated signal: “FIRE ALARM SYSTEM” Three bells (break), Three bells (break), etc.

Evacuation Reunification sites:
All students will meet in the grassy areas on the South side of the campus at the elementary playground.
Alternate route: All students will exit the campus and go to the football field.

FIRE / FIRE DRILL PROCEDURES

Immediately upon the sounding of the fire alarm the following things should be done.

1. Teachers will remind the students of the proper exits and dismiss them at once.

2. Students must leave the building immediately when the alarm is sounded without waiting to get books, coats,
or other belongings.

3. Students are to walk quickly, quietly, and in an orderly fashion in single file from the classroom following the
direction of the teacher.

4. Get your class roster and your Emergency Management Plan. Make sure classroom door is closed and
preferably locked.

5. Teachers follow the class out of the building.

6. Students who find the regular exit blocked will take the route to the alternate exit as designated by the teacher
in charge.

7. All students must leave the immediate building area and meet (by class) on the South side of the school in the
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grassy, playground area.

8. ALTERNATE LOCATION if announced: the football field

9. Teachers will line up according to the relocation plan. Students will line up behind their teachers in order to
take attendance.

10. Should the fire alarm sound during passing periods, students are to go immediately to the nearest exit and
move to the playground area. They will then meet with the teacher whose room they just came from. FOR
EXAMPLE: If it is the passing period from third to fourth period, then the students will meet their third period
teacher at the playground.

11. Keep students quiet and calm.

12. Each teacher will be provided with a red and green card. If all students are present and accounted for, send
the green card with a student to the administrator. If you are missing a student, write their name(s) on the red
card and send it to the administrator.

13. Arrangements will be made to help each physically handicapped student in leaving the building.

14. Teachers must remain with their classes and supervise them continually throughout the drill and as they
return to the classroom after the “all-clear.”

15. Do not let any student leave without proper authorization from the principal. If a student disrupts the drill or
emergency, he or she may be subject to Code of Conduct discipline for interfering with school safety.

* All personnel must leave the building during every fire drill, unless otherwise authorized by the
principal. Do not go to your vehicle or other area. Please report to the playground to help supervise.

If relocation to another site is necessary, account for all students before they get on the bus (taking them to a
relocation site) and again when they get to the new location.

All occupants will remain at the relocation site until the announcement is made to return to the building.

Site Evacuation

Purpose: Protect and keep occupants safe from identified hazards or emergency situations by leaving the
campus and grounds. Used any time it is determined that an evacuation of the site is the best way to ensure the
safety of all campus occupants such as a bomb threat, utility or structural problem, Fire, chemical release or
exposure or threat against the facility or person(s).

All call signal: “PREPARE YOUR STUDENTS TO LEAVE THE CAMPUS” (site evacuation might not be
deemed necessary until all occupants have been evacuated during the building
evacuation)

Site Evacuation - Relocation Site will be determined based on need
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1. Administrators will work with and devise plans with bus personnel for assistance.

2. Administrators need to guarantee that all occupants have evacuated all areas of the building and have
been loaded onto assigned buses.

3. Administrators need to guarantee that the relocation sites have been contacted.

4. Administration will activate an Incident Command Post at the relocation site.

5. Administration will designate a media area.

6. Administration will establish a Student/Parent pick–up process.

7. Teachers need to take class roster(s) and/or grade book and the red/green cards to verify everyone’s
presence.

8. Teachers will direct students to designated buses for loading and transport.

9. Teachers will continue accountability of students for whom they are responsible at relocation site.

10. Students will proceed and load onto buses in a quick and efficient manner.

11. Students will remain with class or group throughout relocation until released by administration.

12. “ALL CLEAR: RETURN TO CAMPUS” will come from Campus Administrator.

REVERSE EVACUATION
Suspicious/threatening person or hazardous chemical spill outside building

Purpose: Protect and keep occupants safe from approaching or identified hazards outside of the buildings. Used
any time it is determined that a reverse evacuation back to the building is the best way to ensure the safety of
campus occupants such as with a chemical plume, flying insects, threatening weather, or a threat against the
facility or person(s).

All call signal: “REVERSE EVACUATION” (site evacuation might not be deemed necessary until all
occupants have been removed from the building)

1. A campus administrator will initiate reverse evacuation procedures and instruct staff members to bring all
people that are outside into the building.

- If time and situation permits, bring portable building occupants into the main building. If not,
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portable building occupants should lock portable doors and initiate lockdown procedures.

2. Check hallways and bring students into classrooms. Lock classroom doors.

3. Report the location of any suspicious person to the front office.

4. Take class rolls to account for all students. Send an email to Paint Rock All with the names of any students
that you are missing or have taken into your classroom.

5. No student or staff member should be released until student accountability is complete.

6. Do not let any student leave without proper authorization from a campus administrator.

7. Follow instructions given by campus administrators or law enforcement officers.

8. Limit classroom and cell phone usage until the campus administrator communicates that it is safe to use
phones.

LOCKDOWN – CAMPUS TEACHERS & OTHER STAFF
Intruder / Weapon / Hostage / Active Shooter / Hostile Individual / Criminal Activity / Dangerous

Animal

All Call: “LOCKDOWN: SECURE YOUR CLASSROOM OR AREA”

Audible Signal: There will not be any bells, just an All Call announcement.
- If anyone hears or sees a situation that requires lockdown, immediately begin procedures and call the front office to
report an emergency. 325-732-4314.

- Get students out of hallways and into classrooms.
- Lock the classroom door and turn off the lights.
- Make sure all windows are locked and blinds are closed.
- Barricade door if necessary.
- Be prepared to counter an individual if he or she enters the room. SWARM to get the person off-guard and
attempt to run from the area.

If you are confronted by a suspicious person, be courteous and confident. Keep a distance between yourself and the
individual and avoid confrontation. Provide law enforcement with as much detail as possible about the incident.

1. An office employee will announce a lockdown. “Lockdown lights on,” meaning lock door and continue
teaching.

2. If you cannot lock classroom door:
- take students to a neighboring classroom that can be locked.
- join that class and have students follow the teacher's instructions.
- remember substitutes who are near your room.
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3. “Lockdown Lights off,” means turn off classroom lights and electronic equipment like laptop computers,
close windows and blinds, and keep students quiet and out of view. If necessary, cover the door window.

4. Take roll to account for all students. Check the hallway to make sure no students are passing. Send an email
to Paint Rock All with the names of any missing or extra students in your class.

5. Office personnel will gather all students who are out of class. The students will go to the office or the
alternate area, the new gym located in the cafeteria.

6. Keep students silent and calm. Do not let any student leave without proper authorization from an
administrator. Block and barricade entrances.

7. Phones (including cell phones) are not to be used unless communicating critical information to the front
office.

8. Remain in locked classrooms until the campus administrator announces lockdown is over, OR if there is a
way to counter an intruder, do so and leave the scene.

9. When the law enforcement officer or administrator unlocks your door and releases you, remain with your
students and listen for directives from the person who released you.. You may be asked to walk your students to
a designated parent pick up location or other area. Again, remain with your students.

Quickly and specifically, follow law enforcement instructions. (Note: if students are outside the building, supervising staff
should move them to the nearest room within the building or to a portable and follow the instructions above. If students
cannot be moved safely into a secure area, they should be evacuated a safe distance off campus and law enforcement and/
or principal notified of their whereabouts as soon as possible.)
Please know that if we were to have a severe incident, law enforcement personnel will arrive and set up a
command post. At that point, they will be in charge.

SHELTER- IN-PLACE
Hazardous chemical spill outside building

Purpose and Use: Protect lives in the event of threatening hazardous spills, etc. by moving building
occupants to a pre-designated safe shelter location.

All call signal: “PLEASE MOVE STUDENTS TO THEIR SHELTER IN PLACE LOCATION” Safe

Shelter Locations: As Denoted on classroom Emergency Response Maps.

1. Announcements will be made to initiate Shelter in Place procedures. At this time, move to your relocation
area.

2. Close doors and shut off the air intake system for the classroom if possible.

3. Find a way to seal any gaps in doors or windows that might allow air to infiltrate the classroom.
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4. Take class rolls to account for all students. Email Paint Rock All with the names of any missing
or extra students in your class.

5. Do not let any student leave without proper authorization from a principal or designee.

6. Follow instructions given by the campus administrator.

7. Do not allow students to use cell phones.

If a teacher sees a situation outside or inside the building, call the office at 325-732-4314 and be prepared with
locations and descriptions.

SEVERE WEATHER
Tornado Watch, Warning or other weather hazard

Purpose: Protect lives in the event of threatening weather by moving building occupants to a
pre-designated safe shelter location.

Used: Severe weather (tornado, thunderstorm, hail, or high winds)

1. Announcements will be made to initiate campus tornado/severe weather procedures. - Based on the severity
of the storm and current weather conditions, portable building occupants will be instructed to move
inside to the main building.
- If instructed, move class to pre-designated safe areas.

2. Initiate accountability procedures.
- Upon reaching the designated area, teachers should check class rolls.
- Staff will check all areas to ensure every student has been located.
- Utilize red/green cards to let administrators know about any missing or extra students that you have.

3. Follow instructions given by the campus administrator.

4. Seat students in one row whenever possible, facing the interior walls. If needed, seat students in multiple
rows facing the same direction.

5. Maintain control, keeping students and staff quiet and calm. There might be more than ‘one classroom’ of
people in one classroom.
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6. Do not let any student leave without proper authorization.

* If you are notified that a tornado has been sighted in the immediate area—do the following: - Have
students and staff assume a protective posture—kneel facing the interior wall with head down and
hands protecting the back of the neck and head.
- Be aware that electrical power and phone service may be disrupted.
- Follow campus administrator instructions until danger has passed.
- Sheltered areas should be 30 feet or more away from exterior glass doors.
- Avoid gyms or large areas with high walls and roofs.
- The best shelter is on the first floor in a multi-floor structure, away from exterior windows.

Medical Emergencies

A “medical emergency” consists of, but is not limited to a seizure, asthma attack, heart attack,
burn, cut or wound, shock, bleeding, poisoning, or chemical exposure.

1. In the event of a serious injury or possible death, contact the front office at 325-732-4314
or just 4314 on the school telephone.

2. Keep the victim as stable as possible.

3. Remain calm and assure students that all possible actions are being taken to care for the
injured / sick person.

4. Have a student contact a neighboring teacher in order to evacuate students from your
room.

Body Fluids- “Body Fluids” are defined as blood, semen, drainage from wounds, feces, urine,
vomit, nasal discharge, and saliva.

Contact with all body fluids presents a risk of infection from a variety of germs and viruses.

Only trained professionals should attempt to clean up fluids.
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ALL body fluids of ALL persons should be considered infectious
USE EXTREME CAUTION
Support/Recovery

After the emergency is over and the building is secure:

Injured and/or deceased staff or students:
* Accurate identification and written record of injured students and hospitals where they

have been taken
* Staff will be appointed to accompany injured students / staff to hospital

Parent Communication
* Staff members will be assigned to act as liaisons with involved parents
* Be sensitive to parental needs/emotions (anger, fear, blaming, etc.)
* An area will be designated where parents must congregate to receive information or wait
* Communication with the media will be by Principal or designee ONLY * REMEMBER!
Medical and student information is confidential and cannot be shared

Student / Staff Support
* Guidance staff will be assigned to handle immediate student/ staff/ parent on-site

emotional needs
* Additional support personnel will be contacted as needed
* Staff will be assigned to be responsible for student/ staff personal belongings

Long-term Planning After the Emergency
* A staff debriefing will occur ASAP
* Long-term counseling/ support needs will be provided for students/ staff/ parents *
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Responsibilities for getting building cleaned up and ready for use
* Process for who/ how to visit injured students/ staff in hospitals or at home
* Process for who/ how will visit parents/ guardians/ families of any deceased students

Emergency Contact Numbers

Paint Rock School- 325-732-4314; Dana Stokes 806-231-6431;

Kim Cobb 520-227-6857
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