Rehobheth
Elementary
school

"Sharing the Vision, Shaping the
Future”

Handbook
20711-2012

1



TABLE OF CONTENTS

SPECIAL DATES AT REHOBETH ELEMENTARY
TEACHER: ELEMENTARY SCHOOL JOB DESCRIPTION
SELF-EVALUATION QUESTIONS

LOCAL SCHOOL SYSTEM ACCIDENT REPORT
LOCAL SCHOOL SYSTEM PROPERTY DAMAGE REPORT
REHOBETH ELEMENTARY TEACHERS
ELEMENTARY GRADE LEVEL CHAIRPERSONS
COMMITTEES

LITTER CLEAN -UP ASSIGNMENTS

CHARGED LUNCHES

RETENTION LETTER

PARENT/TEACHER CONFERENCE LOG

LOST OR DAMAGED TEXTBOOKS

GOOD CITIZENSHIP REQUIREMENTS
SIDEWALK RULES FOR CAR RIDERS
PLAYGROUND RULES

CUSTODIAL AND MAINTENANCE NEEDS
TECHNOLOGY TROUBLES

CHARACTER EDUCATION CALENDAR
KINDERGARTEN SCHEDULE

FIRST GRADE SCHEDULE

SECOND GRADE SCHEDULE

THIRD GRADE SCHEDULE

FOURTH GRADE SCHEDULE

FIFTH GRADE SCHEDULE

12

14

15

16

17

20

21

22

23

24

25

26

27

28

29

30

31

32

33

34

35

36



GRADE LEVEL MEETING SCHEDULE
PROTECTED READING TIMES

READING INTERVENTION TIMES

COMPUTER LAB SCHEDULE/GRADES K -2
COMPUTER LAB SCHEDULE/GRADES 3-5
MUSIC SCHEDULE

ELEMENTARY LUNCH SCHEDULE

REHOBETH ELEMENTARY RECESS SCHEDULE
REHOBETH PE SCHEDULE

EVALUATION/FULL CYCLE

MORNING, AFTERNOON, & BREAKFAST DUTY
TEACHER SCHEDULE FOR CAR RIDERS IN GRADES 1-3
TEACHER SCHEDULE FOR CAR RIDERS IN GRADES 4&5
AFTER SCHOOL DETENTION

EARLY MORNING DUTY

STUDENT ASSESSMENT SCHEDULE

TEACHER SCHEDULE

STUDENT FEES

STUDENT FEES and DONATIONS

DISPOSAL OF EQUIPMENT

FIXED ASSETS/INVENTORY

TRANSFER OF EQUIPMENT

E-MAIL ADDRESSES for RES

LUNCHROOM SEATING ARRANGEMENTS

37

37

37

38

39

40

41

42

42

43

45

46

47

48

49

50

51

52

53

54

55

56

58

61



AUGUST 15 (Monday)

AUGUST 16 (Tuesday)
AUGUST 17 (Wednesday)
AUGUST 18 (Thursday)
AUGUST 19 (Friday)
SEPTEMBER 5 (Monday)

NOVEMBER 11 (Friday)
NOVEMBER 21-25 (Mon-Fri)
DECEMBER 19-30 (Mon-Fri)
JANUARY 2 (Monday)
JANUARY 16 (Tuesday)
FEBRUARY 20 (Monday)

APRIL 2-6 (Monday-Friday)
APRIL 9 (Monday)

MAY 28 (Monday)

MAY 31 (Tuesday)

JUNE 1 (Friday)

JUNE 4 (Monday)

HOUSTON COUNTY SCHOOLS

180' DAY CALENDAR
20132012

TEACHER PROFESSIONAL DEVELOPMENT INSTITUTE (8:30 -11:30) at
Ashford High School Auditorium. (Sign-in 8:00 a.m.). Employees report tassigned
work station (1:00-3:00).

TEACHER PROFESSIONAL DEVELOPMENT

TEACHER PROFESSIONAL DEVELOPMENT

OPEN HOUSE (4:00i 7:00) SCHOOL PREPARATION (1:00-4:00)
STUDENT ORIENTATION DAY (FULL DAY)

LABOR DAY HOLIDAY (Schools closed)

VETERANOS DAY HOLIs@osed) ( School
THANKSGIVING HOLIDAY (Schools closed)

CHRISTMAS HOLIDAY (School sclosed)

STUDENTS RETURN TO SCHOOL

MLK HOLIDAY (Schools closed)

TEACHER PROFESSIONAL DEVELOPM ENT DAY (Student holiday)

SPRING BREAK (Schools closed)

STUDENTS RETURN TO SCHOOL

MEMORIAL DAY HOLIDAY (School sclosed)

LAST DAY FOR STUDENTS

TEACHER PROFESSIONAL DEVELOPMENT DAY (Graduation -Civic Center)
PROFESSIONAL DEVELOPMENT i LAST WORKDAY FOR TEACHERS

*hkkkkkkhhhhhhhhhkkkkkkhkhhhhhhhhhrkkkkkkhhkhhhhhhhrhrrdhkkkhkkhhhhhhhhhhkkkkkhkrhkhhrhhhhrrihrxxx *kkkk

First Grading Period
Second Grading Period
Third Grading Period
Fourth Grading Period

STUDENT SESSIONS

August 197 October 21 45 days
October 247 January 13 44 days
January 177 March 16 43 days
March 197 May 31 48 days

180 Student Days
187 Teacher Days

kkkkkkkkkkkkkkkkkkkhkkhkkhkkkkkkkkkkkkhkkkkkhkkkhkkkkkkhkkhkkhkkhkkkhkkkhkkkkkkkkkkkkkkhkkkkkkkkkkkkkkhkkkx

Kindergarten Graduation i May 30, 2012 at RHS

Senior Graduationi Friday June 1, 2012



SPECIAL DATES AT REHOBETH ELEMENTARY

2011:2012
August 18 Thursday Open House 4:0@:00
August 19 Friday First Day for Students
Septembeb Monday Labor Dayi Holiday
September@6 | TuesFri DIBELS Testing
September Wednesday | K-5 Fall Pictures
September 21 | Wednesday | Progress Reports
September 27 | Tuesday PTO @ 6:00 PM
October 3 Monday Make-up for Fall Pictures
October 24 Monday Second Session Begins
October 25 Tuesday Report Card$ssued
November2 Wednesday | Head Start and ¥ Santa Pictures
November 11 Friday Vet e Dayih lBoiday
November21-25 | Mon-Fri Thanksgiving Holidays
November 30 Wednesday | Progress Report
December 6 Tuesday PTO @ 6:00 PM
Decemberl6 Friday Christmas Brties/Dismissal for Christmas Vacation
Dec.19-Dec. 30 | Mon-Fri Christmas Vacatioin No School
January 2 Monday Students Refrn
Januaryl6 Monday Martin Luther Kingi Holiday
January 17 Tuesday Third Session Begins
January 18 Wednesday | Report Cards Issued
January 181 WedTues | DIBELS Testing
January 8 Saturday Campus Beauty Pageant @ Ashford High School
Auditorium
Februaryl5 Wednesday | Progress Reports IssuBdssible Retention Letters
February 21 Tuesday PTO @ 6:00 PMBook Fair/Family Reading Night
March14 Wednesday | K-5 Spring Pictures
March20 Tuesday Report Cards Issued
April 2-6 Mon-Fri Spring Break No School
April 9 Monday Fourth Session Begins
April 11 Wednesday | Kindergarten Graduation Pictures
April 13 Friday Field Day/ (Alternate Daté Friday, April 20
April 25 Wednesday | Progress Reports
May 1 Tuesday PTO @ 6:00 PM
May 2-15 WedTues | DIBELS Testing
May 18 Friday Honor 6s Day

5" Grade in the Minigym @ 8:00 AM
4" Grade in the Minigym @ 9:00 AM
3" Grade in the Mingym @ 10:00 AM
2"4 Grade in the Mingym @ 11:30 AM
1* Grade in the Mingym @ 12:30 PM




May 28 Monday Memorial Day Holiday

May 29 Tuesday Kindergarten Graduation Practice

May 30 Wednesday | Kindergarten Graduation @ RHS, 9:00

May 31 Thursday Last Day for Students

May 31-June 4 | ThursMon | Report Cards Issued

June 1 Friday Teacher$rofessional Development

June 4 Monday Profesgonal Development/Last Day for Teachers

PE SCHEDULE FOR HONORS DAY

GRADE TIME
5 8:00-8:45
4" 9:00-9:45
3 10:0010:45
Lunch 11:0011:30
2nd 11:30-12:15
1 12:30-1:15
Kindergarten 1:30-2:15




HOUSTON COUNTY SCHOOLS
TEACHER: ELEMENTA RY SCHOOL JOB DESCRIPTION

QUALIFICATIONS:
(1) Bachel orés degree from an accredit:
(2) Certified by the State of Alabama in the appropriate area.

KNOWLEDGE, SKILLS, AND ABILITIES:

Knowledge of child development and especially of characteristics of students in the age group
assigned. Knowledge of the prescribed curriculum. Knowledge of current educational research.
Basic understanding and knowledge of current technology. Knowledgaroing styles and skill in
using varied teaching methods to address student learning styles. Skill in oral and written
communication with students, parents, and others. Ability to plan and implement activities for
maximum effectiveness. Ability to nra@ain appropriate student supervision so that students have a
safe an orderly environment in which to learn. Ability to work effectively with peers, administration
and others.

REPORTS TO: Principal

JOB GOAL
To provide an educational atnpteere in which students will move toward the fulfillment of
their potential for intellectual, emotional, and psychological growth and maturation in
accordance with System philosophy, goals, and objectives.

SUPERVISES: N/A

PERFORMANCE RESPONSIBILITIES:
1. Create or select lonange plans based on a review of System and State curriculum

priorities, student profiles, and instructional priorities.

Define goals and objectives for unit and daily plans.

Sequence content and activities appropriately.

Revise plandased on students needs.

Identify specific intended learning outcomes which are challenging, meaningful, and

measurable.

Pl an and prepare a variety of | earning actiyv

learning styles, special needs, and s@&cionomic background.

7. Develop or select instructional activities which foster active involvement of students in the
learning process.

8. Plan and prepare lessons and instructional strategies which support the school improvement
plan and the System mission.

9. Select, develop, modify, and/or adapt materials and resources which support learning
objectives and address studentsdé varying | ea

10. Establish and maintain a positive and safe learning environment in which students are
encouraged to be actively engaged in the learning process.

11. Maintain a clean, organized, and attractive learning environment.

12. Maintain academic focus by using a variety of motivational techniques.

13. Establish and use behavioral management techniques whielp@airopriate and effective.

14. Establish routines and procedures and work with students on consistently following them.

15. Create a learning climate that is challenging, yetthoeatening.
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Maintain instructional momentum with smooth and efficient transititoma one activity to
another.

Establish appropriate testing environment and ensure test security.

Establish and maintain efficient record keeping techniques.

Manage time effectively.

Develop routines and efficient techniques for minimizing time requireddministrative

and organizational activities.

Manage materials and equipment effectively.

Organize materials for efficient distribution and collection.

Instruct and supervise the work of volunteers and aides when assigned.

Assist in enforcement of schoalles, administrative regulations, and Board policy.

Develop and use assessment strategies (traditional and alternative) to assist the continuous
development of learners.

Interpret and use data (including but not limited to standardized and other ués) fes
diagnosis, instructional planning, and program evaluation.

Use ongoing assessment to monitor student progress, verify that learning is occurring and
adjust curriculum and instruction.

Provide feedback to students about the appropriateness ohsespand quality of work with

a focus on improving student performance.

Communicate, in understandable terms, individual student progress knowledgeably and
responsibly to the student, parents, and professional colleagues who need access to the
information

Encourage selaissessment by students and assist them in developing plans for improving
their performance.

Administer standardized tests in accordance with directions provided, including proctoring,
and secure handling of materials.

Evaluate the effecteness of instructional units and teaching strategies.

Demonstrate knowledge and understanding of curriculum content.

Communicate high learning expectations for all students.

Apply principles of learning and effective teaching in instructional delivery.

Monitor learning activities, providing feedback and reinforcement to students.

Use a variety of instructional strategies appropriate for teaching students from diverse
backgrounds with different learning styles and special needs.

Use appropriate techniquesdastrategies to enhance the application of critical, creative, and
evaluative thinking capabilities of students.

Use appropriate material, technology, and resources to help meet learning needs of all
students.

Assist students in assessing, interpreting, @raluating information from multiple sources.
Provide appropriate instruction and modifications for students with special needs, including
special education students and students who have limited proficiency in English.

Provide quality work for studentshich is focused on meaningful, relevant, and engaging
learning experiences.

Provide instruction on safety procedures and proper handling of materials and equipment.
Foster student responsibility, appropriate social behavior, integrity, valuing of cultural
diversity, and respect for self and others by role modeling and learning activities.
Communicate effectively, orally and in writing with other professionals, students, parents,
and community.

Collaborate with students, parents, school staff, and otheo@ygte persons to assist in
meeting student needs.



47.Provide accurate and timely information to parents and students about academic and
behavioral performance of students.

48. Work with other teachers in curriculum development, special activities, and stis@sgand
resources.

49. Recognize overt indicators of student distress or abuse and take appropriate interventions,
referral, or reporting actions.

50. Engage in continuing improvement of professional knowledge and skills.

51. Assist others in acquiring knowledge amttlerstanding of particular area of responsibility.

52. Keep abreast of instructional methodology, learning theory, curriculum trends, and content.

53. Conduct a personal assessment periodically to determine professional development needs
with reference to speatfinstructional assignment.

54. Develop and implement a Professional Develop Plan annually in accordance with State and
System requirements.

55. Act in professional and ethical manner and adhere to professional standards at all times.

56. Perform assign duties.

57. Demorstrate attention to punctuality, attendance records, and reports.

58. Maintain confidentiality of student and other professional information.

59. Comply with policies, procedures, and programs.

60. Exercise appropriate professional judgment.

61. Support school improvemeimitiatives.

62. Ensure that student growth/ achievement is continuous and appropriate for age group, subject
area, and/or student program classification.

63. Perform other tasks consistent with the goals and objectives of this position.

PHYSICAL REQUIREMENTS:
Light work: Exerting up to 20 pounds of force occasionally, and/or up to 10 pounds of force as
frequently as needed to move objects.

SELF-EVALUATION QUESTIONS

Classroom Atmosphere

Do | interact with students in a friendly and sympathetic manner?

Do I maintain good order without compulsion?

In my classroom, do students exhibit an attitude of respect and tolerance for one another?
Do | adjust the physical features of the room to provide a healthy and attractive environment?

Classroom Activities

e Do I setlong-range goals and plan carefully the individual units and lessons?

e Do | use a variety of styles of instruction? (Some familiar styles are questtkemswer,
general class discussion, teacher lecture, small group work, seat work, individual work,
denonstration, and laboratory.)

e Do | use a variety of material in my instruction?

e In my classroom, do students actively participate in discussions and activities?



In my classroom, do students have opportunities to develop leadership, to practice
cooperationand to share experiences with one another?

Do | evaluate frequently, using a variety of means?

Do | modify my planning as a result of my evaluation of student progress?

Professional Characteristics

Do | resume responsibility for the educational successyodtudents?

Do | strive for professional improvement by attending courses and workshops and by
personal study?

Do | seek and use the assistance and advice of resource persons?

Do | work cooperatively within my department and other members of the staff?

Do | exhibit personal qualities that enhance my effectiveness as a teacher?

Do | promote and maintain student behavior throughout the school?

Do | complete accurately and on time all necessary records, reports, and other administrative
routines?

Do | accepextra curriculum assignments as part of my overall responsibility, and do | fulfill
these assignments conscientiously?

General Assessment

What degree of success have | had as a teacher at Rehobeth School?

In what areas of my teaching responsibilitiesehbghown special competency,
achievement, or service?

In what areas of my teaching responsibilities do | seek improvement?

What specific goals do | have for dotued professional improvement?
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CODES FOR 20DAY REPORTS AND GRADEBOOKS

s

=
A==

Twenty-Day Repat
X1 Absent All Day/With Written Excuse
U1 Absent All Day/With No or Unacceptable Written Excuse

We needa discuss how to mark cheaks, checkouts, and
tardies.

HELPFUL HINTS

¢ If a child checks out before 9:00AM, the studentountedas absent all day.
e The office clerks shouldheckin or check-out all students.
Each student should receive a chétkr checkout slip. Please carefully document the

correct code in your gradebook.
e The office clerks will be responsible for making coti@ts and changes in the computer.
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STATE OF ALABAMA DEPARTMENT OF EDUCATION
LOCAL SCHOOL SYSTEM ACCIDENT REPORT
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