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Procedures and Expectations for the Berryville Middle School  
 
I. School Day  

  A.  First bell 7:56.  Classes start 8:00 - 3:04 for students  
 Breakfast on the Go is between 1st & 2nd period 8:45 – 8:54 (6th graders in 

cafeteria, 7th & 8th graders in commons area 
B. 7:40 - 3:15 for teachers unless scheduled for duty. 7:35 if you have morning         
duty. Do not be late to work. If so you need to call in. Being late to duty leaves 
students unsupervised. That is not acceptable!  

  C.  If you need to leave campus during the day, sign the sign-in/sign-out                           
      sheet in the office.   

D.  Prep time is for planning, grading, and parent contact Please remain in the 
building and available for students and parents.   

 
II.   Duty Schedule 

  A.  Developed by each grade level team. Please give August and     
       September schedule to Principal ASAP.      

  B.   Morning duty (7:35 – 7:56) 
  C.   After School Duty will be Circle Drive, Ferguson St & playground roaming  
                               (3:04 – Buses depart) 
  D.   Hall-duty (Our presence is to encourage appropriate behavior)   

  1.  Teachers supervise halls between classes.  
   2.  Check bathrooms. 
              3.  Be visible 

  
III. Faculty Meetings  

A.  Regular faculty meeting – Scheduled as needed.  Mandatory PLCs on 
Tuesdays.   

   
IV. Substitutes 

A. Call principal between 6:00-6:30 a.m. My cell 870-654-5753, back up is 
Beth’s cell 654-5076. Do not send a text message to say you are not 
coming in. Leave a message if I do not answer try again.  
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B.  If you know in advance, fill out a leave form and turn it in to the                    
office (Sick, Personal, and Professional).  These forms are online or in 
office.   

  C.  Have lesson plans and substitute folder on your desk in plain view with      
       all copies made.   
   
 
  V. Attendance Procedures 
 A.  During the first five minutes of each period enter absentees in ESchool.    

Students should be working on a bell ringer during this time.  
  B.  If you know a student is moving let the office know.  Please continue                     

       to list the student as absent until he or she is officially dropped. 
  C.  If a student is tardy to class, simply mark them tardy. Please do not send them      

       to the office.  Assign detention after 2nd unexcused tardy & every 2 thereafter.   
  D.  Students who have been absent must have an Admit Slip from the                    

      office to get back into class the following day.  Students should NOT                          
      be admitted into class without a slip marked excused or unexcused.  It    
      shouldn’t be 4th or 5th period before we see them in the office.  Please    
      help students get into the habit of getting slips first thing in the    
      mornings.  Students with an unexcused absence are not allowed to   
      make-up missed work. This would be an example of zero in gradebook. 

       
            VI. Fire Drill and Severe Weather Procedures/Lockdown 

A.  It is mandatory that these are posted in your classroom with  
       Exits marked on the map in red ink. 

  B.  Review exit locations with students. 
  C.  Will use intercom, fire alarm, or phone system for all drill notices.  

 D.  Lockdown-Lock doors, move away from windows and doors, do not   
let students leave.  All clear will be announced.  If you have any questions let 
Officer Hicks, Secretary, Nurses, Counselor, or the Building Principal can 
assist you.  

    VII. Grades 
  A.  Grades will be assigned each nine weeks 
   1.  Provide plenty of opportunities for students to be successful. 
   2.  Two grades per week minimum.  

3. Grades should vary in type of assignment and complexity. Grades    
should not all represent lower level assignments.  

    
B.  Lesson plans are due by 8:00 am every Monday. Plans should include all 

aspects of the lesson plan template. 
          
  VIII. Classroom Management 
  A. Go over rules in Handbook and set expectations first week of school.  

 
B.  Be consistent – do not put up with something in Oct. that you won’t in April  
 
C.  Steps for discipline: Follow these steps unless there is a serious violation.  



1. Warning 
2. Lunch detention 
3. Parent contact  
 (Talk to parents, not down at them. Ask for help reinforcing district behavior rules.) 
4. Principal conference       

     
D.  Classroom Supervision – DO NOT ever leave the class unsupervised.              
If you have an emergency, use the intercom for help or ask the teacher across the 
hall to cover both classes.  
E. Detention will be done by Jamie Casey in room 3130. For 7th grade athletes 
you can give the slip to the coaches and they will handle it.  

 
 IX. Parent Communication 
  A.  Frequent communication with parents is critical to the overall success   

      of our students. Emails, phone calls, texts, newsletters. 
  B.  Report cards each quarter. Progress reports each mid - quarter. 
  C.  Establish and maintain a parent log in your team records.  This    

       includes phone calls & other contacts.  
 D.  If a student receives a grade of “D” or “F” there must be a minimum of two                                                                                                                      

parent contacts during that nine weeks.  Maintain records for verification.  
  
X. Testing 

A.  ELDA, and ACT Aspire Assessments will be given to 6th, 7th, and 8th     
graders.  
B.  Interim assessments such as ACT Aspire, Accelerated Math, and STAR may 
also be used to assess students.   

  
 
XI. Technology, Maintenance, and Transportation Request: 

A. Tracy Holle, Ed Wallace, and Lynn Fleming are contacts for computer 
problems. If you are having trouble do a tech request online. Password is 
(4x25=100) 
B. Maintenance request are on School Dude found on the Bobcat Homepage. 
Don’t forget to click the Maintenance tab once you are on School Dude. It 
automatically goes to Technology request. 

 C. Transportation request are also on School Dude. Don’t forget to click the 
Transportation tab once you are on School Dude. It automatically goes to 
Technology request. You need to give at least two   weeks’ notice for a 
transportation request. The transportation supervisor is Kenneth VanVlymen.  

  D.  Report leaking faucets, water fountains, bathrooms, etc. to me or maintenance     
      as soon as it is noticed.  Any leaking roofs notify me ASAP.  
 

 XII. Classroom Expectations 
A. Students should have a bell ringer activity to complete while teacher is entering 

attendance. 
B. Bell to bell instruction should be incorporated.  



C. Objectives should be posted on the board daily. Students should be aware of what 
the learning objective is daily.  

D. Lessons should be rigorous with high levels of Bloom’s. Lectures and skill and 
drill mainly use lower levels of Bloom’s. Students need to be actively engaged 
and called on to answer questions and lead discussions regularly. Movement is 
recommended in lessons to keep students on task and involved in the learning. 
Exit slips are a good way to assess student understanding. Project based learning 
is encouraged.   

 
E. Good procedures to call on students, take up work, etc. are recommended and 

evaluated in the T.E.S.S system. Can of sticks is a good way to call on students 
at random. It can have names or numbers on it that are assigned to a particular 
seat. This ensures that students will get called on at some point and encourages 
students to be actively participating in class.  

 
F. Document at least three examples of modifications per 9 weeks for ESL or 

Special Ed. Students. You should be able to provide these upon request during 
observations or meetings from parents.  

 
   XIII.  Copy Machines/Printers  

A.  Use the copying machine in the teacher’s workroom. Copies are limited to 
5,000 per person. If you need your limit reset, please contact the Secretary or 
Building Principal.   
B.  Students should not use the copying machines. 

  C.  Office staff and helpers are NOT available to make copies.  Make your        
       own.  Mrs. Beth does not make your copies.   

 
XIV. Evaluations 

A. The district uses the T.E.S.S evaluation system. Evaluations are completed 
on the BloomBoard website. Both the teacher and the administrator have 
responsibilities when completing an evaluation.  

B. The district will also complete walkthroughs to collect data on different 
aspects of classroom instruction including but not limited to student 
interaction/discussion, grouping, questioning techniques, and level of 
Bloom’s Taxonomy reached during the lesson. Refer to the product 
objects and activities actions reference sheet and H.O.T.S (higher order 
thinking skills) chart for identification level.  

            
 

XV. Miscellaneous 
  

A. Teachers are not to have cell phones on during student contact time unless    
approved by Building Principal  

           
 B.  Purchasing -Purchase orders must be signed by principal and superintendent  
       before any purchases.  

     



 C.  Any solicitation of funds or gifts need to go through principal, then to the 
board for approval.   
 
D.   Dress code – Be professional in attire.  Thursday &/or Fridays you may wear 
jeans and shirts with bobcat colors. Thursday is typically game day for Middle 
School Students.   
  
 E.  All monies need to be turned into Jacque and will be receipted.  Do not     
      leave any money in your room. 
 
F.  The district uses the T.E.S.S evaluation system. Evaluations are completed on 
the BloomBoard website 
 
G. Overall, be professional and use good common sense. You need to be self-
motivated to be a professional and strong teacher. You should perform the same 
when I am not around as you would when I am in your presence.  
 

 


