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Russell’s School Mission
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Nuts & Bolts

- Check email, mailbox & voicemail daily. Respond in a timely manner.
- Classroom teachers take student attendance on Synergy by 10am

- Add events to Russell staff Google Calendar such as field trips, class
showcases, etc...

- Communicate 2 weeks in advance with kitchen, transportation, office
and the Support Team including specialists when a classroom will be
out of the building

- Clean up after yourself/students under your supervision (ie... staff
room , workroom, storage areas, gym & other areas of school)

- Inquire about visitors without a visitor badge in our building
- Wear your Parkrose identification badge at all times
- Personal use of cell phones limited to breaks and emergencies only.

- Personal internet use not allowed at school during work hours (signed
in safe schools)

- Communicate regularly with families (newsletters, phone calls, etc.)
- New staff members have an on site mentor for questions and support

- Dress professionally. Leggings need to be under a tunic or dress.
Tops need to provide modest coverage. Workout clothes for special
events (ie. Run for Russell).

- Be on time for work. Hours are 8-4 for certified, classified hours
vary.




Building Safety

- Update Emergency Clipboards with the following
each year

« Map of school with exits clearly marked in red

* Lock in/Lock out procedures

- Earthquake drill procedures

* Fire drill procedures

» Updated class list including contact numbers

» Practice all three drills and procedures with your
class.

« Try to carry cell phones, keys, and walkie talkies
during drills.

- Wear your badge at all times.




Building Security

- Hours are M-F 6am—6pm (when B&G club are in session)

- Prior to afterschool club Heather will state the building hours at the
start of each school day, and will give 30 min. warning before
locking up.

- Vincent & Heather ONLY have 24/7 access to the building

- Staff are responsible for locking their door and closing ALL windows
each day.

- We are charged $500 (out of our building general fund) for EVERY
security call involving an unlocked door, a locked OPEN door or an
open window. If a theft occurs we are responsible for the $5000
deductible.

- Please call Heather, Vincent, or Sonitrol directly if you are in the
building and have issues with the security system.

- Remember to yank on doors (especially exterior) to make sure they
are locked. The alarm will set if the magnets line up and the door
can still be unlocked.




School Standards/PBIS/Recess

- Ensure students are in code of dress
- Teach our standards & pledge

- Refer to the PBIS Handbook to teach appropriate behavior in various
locations

- Annually review bully lessons with all students as led by our PBIS team

- Move quietly within our school - hallways need to be silent so
classroom work can continue

- Follow staff vs. office managed document & the student behavior
flowchart

- Use buddy classrooms as the first step of discipline

- Be on time for all duties and find replacement when needed
- Follow PBIS plan for recess equipment

- Wear a vest and carry a fanny pack when on duty

- Spread out to cover playground when on duty (zones)

- Carry walkie talkies when on duty

- Send kids indoors (computer lab/library) with passes only when
necessary.

- Students have passes when out of the classroom
- Students are not in classrooms without a staff present

- Be tgegle for EVERY student, intervene when necessary and supervise as
neede

- Use east and north doors on main hallway to and from recess and lunch




Attendance- Student & Staff

- Certified-work 8hr day with standard hours of 8-4. Alert Heather via email
ASAP if you are flexing hours due to appts, etc.

- Classified- work assigned hours, alert Heather via email ASAP if you are
flexing hours due to appts, etc.

- Personal leave requested at least 3 days in advance
- Leave with no pay requested in writing to human resources department

- Fill out “leave request” when you are out of the building- in advance if you
know you’ll be gone or when you return. This is mandatory for all absences,
except pre-arranged school events & trainings.

- Use sub system to enter your own substitute teachers! We can now prearrange
them in the system.

- Prepare for a sub- Expected: Lesson plans, a way to get attendance to the
office by 10am & emergency procedures

- Student attendance done daily by 10am in Synergy

. Staff will be alerted via email or the white board of staff that are out of the
building

. Use our attendance interventions

. When leaving campus (between 8-4) each individual will sign out listing
CaNay and sign in upon return to building.




Russell Attendance Interventions

e e S

Yellow

Strategic Interventions for Identified Students
=Up to 10% of total days in school (both tardies
and days missed)

» Welcoming Letter to all families encouraging attendance and
explaining school attendance policy (absences & tardies) including
drop off and pick up times. Parents need to sign and return to
school.

» Staff reviews barriers to attendance.

» Teachers encourage attendance and build relationships with
families.

» Russell Office makes daily calls home when students have
unexcused absence (new law). Teacher follows up with family after
2nd consecutive absence (excused or unexcused) to check in about
missed work, providing homework, etc...

» Monitor Attendance Data monthly to track patterns. —
be rewaided for o6d & perfect atendance (awards, partis

Phone Call home by Classroom Teacher or Counselor.

Letter of Concern from Principal and Counselor stating School
Attendance Policy.

Parent Conference, using Attendance Intervention Monitoring Sheet to
determine appropriate plan of assist. Options include contract, check
in program, etc.

Students will be rewarded for improved attendance (clubs, award
assemblies)

Referral to Student Intervention Team

Individualized Attendance Incentive Plan (ex. Hot Cocoa Club)
Home Visit from Principal and Counselor

Letter of Concern from Superintendent

Meeting with Superintendent
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Professional Learning Communities

- Be actively involved in collaboration with your team members
follow team agreements

- Yearly review of team agreements
- Keep track of your notes and turn them in to Heather

- The focus of the the PLC should be to increase student
academic growth. The process should include looking at all
students and ensuring that all student subgroups are making
adequate growth.

- Data teams meet every 6 weeks to review data and setting
intervention groups. Data teams will evaluate our Common
Formative Assessments as well as attendance and behavior.
These meetings will include support staff and classroom
teachers.




Certified Teacher Specifics

. Refer to teacher standards and evaluation forms on district website

- Common core standards provide base for all unit and lesson
planning.
- Follow ethical educator expectations from TSPC.

- Follow due dates for goal setting, observation and end of the year
paperwork.

- Use of core instructional materials is mandatory during math and
ELA blocks including, Engage NY Math and Reach for Reading (K-5)
ECRI (K-2).

- Report cards are completed by assigned due dates.

» Personalized student comments are expected on the December and June
report cards. Family conferences in March can take the place of
individualized comments.

- If a student has significant learning, attendance, or behavior concerns
please write comments in all three terms in case the student moves during
the course of the school year or for tracking the following year.




District Requirements

- All employees will use the Safe Schools website to update the
following trainings on a yearly basis:

« Child Abuse (training & yearly refresher)

» Sexual Harassment (training & yearly refresher)

» Sexual Conduct

» Network Data Security

« Blood Borne Path (training & yearly refresher)

« Medication administration

All Grant applications will be approved by district

office. Do not apply without consent by Heather.

Any movies shown at school have to be G or PG.
PG13 are not allowed without parental and
administrative permission.




Title | - Sped - TAG - ELD Compliance

- Use your EA’s to support learning during the ELA Block or core content
subject instruction.

- Teach core content during the entire instructional block

- Follow literacy & math framework= core, small group and individual
instruction

- Use any additional EA support for core content support

- Direct instruction in reading and math occur daily using ENY Math and
Reach for Reading.

- EA’s should be within sight and sound when working with students
- EA’s and Support staff are there to support not supplant instruction

- Progress monitor when students are below benchmark and to prove
interventions are working

- Students will be added to formal & informal interventions depending
on the need (SPED, EA’s, teacher)

- Teacher reads IEP’s, attend meetings and apply modifications and
accommodations as stated on IEP

- TAG students have an up to date plan and instruction is differentiated
to meet goals - parents have a copy




Instructional Block Agreements

- Sacred time on M, T,W,Th,F - There should be very limited interruptions for
teaching ELA & math

- The teacher and EA collaborate on instruction where appropriate
- The teachers plan ways to use the EA’s with instruction of students.

- Master schedule is followed... teaching literacy, math and writing during the
designated blocks

- Title dollars to lower our student to adult ratio for direct instruction during
core instruction

- We evaluate which method (push in or pull out) is best in each instructional
situation

- Specialists are available to support instruction

- Susan will notify staff when an EA is absent

- 30 minutes of direct instruction. Can be chunked into mini-lessons
- Balance of whole, small and individual instruction




Multi-Tiered Systems of Support

Why? It’s the law. There are students who struggle but do not have an IEP or
identified disability. MTSS is a structure that supports these students.

80% Team (School-wide data team)

- Ongoing to assess all students and address any concerns about core instruction.
How do we improve our core?

Look at benchmark data in reading, math, behavior & attendance

« Members: Teachers, Principal, Counselor, Coach, School Psych, SPED. ELL & Title teachers.
20% Team (yellow & red zone)

Every 6 weeks to assess our intervention students and review whether specific

intervention strategies are working.

Look at benchmark data in reading, math, behavior & attendance

* Members: Teachers, Principal, Counselor, Coach, School Psych, SPED. ELL & Title teachers.
ITeam:

- The goal is to create an individualized intervention to support teachers in the
instruction of all students.

- To document interventions and student growth.

Focus on attendance, behavior, academics
¢ Members: All building specialists and administration.




Assessment

- Follow rules for administering Smarter Balanced assessment
(agreement signed)

- DIBELS Reading & Math administered fall, winter, and spring by Title
team

- District and state required Work Samples completed and imputed
into database by deadlines

- Common Formative Assessments as indicated by PLC work are
administered and reported back by dates agreed upon.

- Feedback to our students about their progress is communicated-
they know their targets and individual goals.

- Parents are communicated with regularly in regards to their students
progress.




Teacher Prep

» Prep time per contract is 90 minutes per week & 120 minutes on
alternating weeks during the student contact day, in blocks of thirty (30)
minutes or more.

» Each class will receive 30 minutes on M, T, Th, Fri. With additional 30
minute blocks of music weekly.

» 30 minutes of common time will be designated for facilitated PLC on
Thursdays, except if there is a lack of prep as outlined by the contract.

» If a sub is unable to be located, the class will be cancelled for the day
and will not be rescheduled unless your prep is under the 90 minute
mark. Office will notify staff of cancellation as soon as we know. We will
make every attempt to find a sub.

» If you miss your scheduled prep due to a field trip or being out of the
building it will not be rescheduled.




Field Trips
- Fill out the request for funds and put in the
PTV basket

- Organize bus through transportation

. Get a list of cold lunches needed to kitchen at
least 1 week in advance

- Get the field trip medication request to district
nurse 2 weeks in advance

- Inform all staff of your absence

- Put your field trip on our “Russell Staff” Google
Calendar

- All chaperones must pass the background
check two weeks before the off-site trip

- If you are going off-site you must have adults
in a ratio of 5-1 for safety




Purchasing Agreements

- Due to limited general funds, the annual
teacher allotment will be $100. We can not
reimburse with cash or check. Everything must
be purchased through a purchase order
through Susan. If it cannot be purchased by
purchase order it cannot be ordered.

- If you need additional school supplies for
students inquire in the office so that we can
access local agencies and resources to fill the
need.

- If you need additional supplies (tape, post it
notes, etc.) let Susan know so that they can be
ordered.




What funds do we have?

- General: everything needed to run our school minus salaries.

- Capital: any left over general fund dollars- has to be used on
furniture, playground or tech (frozen)

- Title I: Federal instructional improvement (staff & follows the

title plan SIP)
- Title ll: Federal staff development (aligned to SIP)
- Title lll: Federal ELD program improvement (aligned to SIP)

- Student body: Donations, some grants.

- ODE Focus School: Specifically for training that will lead to
increased student achievement. Not for supplies or core
curriculum.




Technology- Students & Staff

- Technology use in PSD: Website to use with students for internet
safety. Please show at beginning of the year.

- All 4/5 students must have an Acceptable Use Policy (AUP) on file.
The form is on the Technology Use in PSD site to share with your
students.

- Familiarize yourself with, and know the district’s policy around
technology.

- Use Safe Schools for our employee user agreements.

- All K-5 students will have a weekly computer time to learn the
basics of using a computer as well as keyboarding.
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