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[bookmark: _akd3kv8evafa]SECTION I – SCHOOL INFORMATION
[bookmark: _n09cksnf398w]
[bookmark: _wnqvawd5i6ft]Hillside Vision
All students will have the opportunity to excel academically and achieve their personal goals. 

[bookmark: _y29v7h99ozb0]Hillside Mission
Parents and staff will work as partners to maximize learning for all students.  


[bookmark: _o76iyiy1v5si]ONE LCPS  2027 Strategic Plan for Excellence


LCPS Vision - Every student will reach their full potential and achieve their dreams.  

LCPS Mission - Empowering all students to make meaningful contributions to the world.

LCPS Profile of a Graduate - The LCPS Profile of a Graduate describes the knowledge, skills, experiences, and attributes that each student must attain to be successful in college and/or the workforce and to be "life ready".  These skills are referred to as the 5Cs - Collaborator, Communicator, Contributor, Creator, and Critical Thinker. 

[bookmark: _2fvtvhiq4phn]STRATEGIC GOALS
Empowered Students - Students will be at the center of our work - valuing all students' hopes and dreams and preparing them to make meaningful contributions to the world.  

Exemplary Staff - LCPS teachers, administrators, and staff are the most important factor in helping our students after their parents; seeing that staff are esteemed, exemplary, supported, and accountable is vital to student success. 

Enriched Division - LCPS must be aligned around our core educational mission for students and strengthen trust, listen humbly, value differences, and remain steadfast in ensuring every student is prepared to make meaningful contributions to the world.

Engaged Community - Parents, families, and our community must be a support, guide, ally, and partner; there is no one more deeply invested in the success of students than their families.


[bookmark: _7qklowwzsf8]CORE VALUES
Holistic Support - Every student should have the support to feel safe, happy, and cared for in school.

Equity And Opportunity - All students and staff should have access to resources, programs, and support that enable a successful future.

Trust Through Listening - All students, staff, and community members should have regular opportunities to be heard in two-way conversations across the division.

Rigorous Teaching & Learning - All students should be challenged to reach their full potential in the classroom as part of a system that aspires to become the best performing district in the nation.

Individualized Success - All unique strengths, skills, and passions should be celebrated, encouraging diverse pathways that support readiness after graduation.

Continuous Improvement - A culture of continuous improvement should drive the fulfillment of our mission.


[bookmark: _oa6x1ojws9rh]LCPS COMMITMENT TO EQUITY
LCPS centers equity as one of its foundational core values. For our community, equity means being committed to providing a safe, supportive, inclusive, affirming, and respectful environment for each student and staff member that fosters success, growth, and academic rigor. The cultivation of this environment requires us to reject and condemn the use of hate speech, racial slurs, antisemitism, and any action or behavior that discriminates based on race, ethnicity, national origin, gender, orientation, gender expression, socio-economic status, religion, ability, or other cultural identities or expression. Such noninclusive speech, behavior, and actions do not reflect who we are as a learning community.

We embrace and value the unique identities, backgrounds, experiences, perspectives, and needs of each student and employee. Celebrating our diversity is important and helps define us as a school division.  

Demonstrating the courage to address inequities and remove barriers represents an integral part of our collective effort towards excellence in education. Equity is the vehicle that leads to greater access, opportunity, and equality so that each student is empowered to make meaningful contributions to the world.







[bookmark: _v1ja3fr3ay6t]-Building Hours (Normal Operation)

6:00 a.m.	The building opens

7:30 am	Workday Begins for all Instructional Staff

7:40 a.m.	All staff members should be on duty greeting students.
· Morning bell rings
· Students enter building and head to classrooms 

8:00 a.m.	Tardy bell rings signaling the beginning of the instructional day
	WHLS News Broadcast

8:05 a.m.	Specials Schedule Begins

2:40 p.m.	Afternoon dismissal warning bell signaling the end of the instructional day

2:45 p.m.	Dismissal begins via Live Dismissal Spreadsheet

3:00 p.m.	End of workday for teachers and teacher assistants

3:10 p.m.	Faculty meetings/Committee meetings (on select days)

10:00 p.m.	Building closes

Full Time Employee Contractual Workdays
Teachers		7.5 hours (7 hours plus 30 minute lunch)
Teacher Assistants 	7.5 hours (7 hours plus 30 minute lunch)
Counselors 		8 hours (7.5 hours plus 30 minute lunch)
Clerical Staff		8.5 hours (8 hours plus 30 minute lunch)
Custodial Staff Day	8.5 hours (8 hours plus 30 minute lunch)
Custodial Staff Night	8.0 hours (7.5 hours plus 30 minute lunch)



[bookmark: _cyov2jvxtd0c]Duty Assignments
	[bookmark: _okhdnco1o248]Duty Assignments 2023-24

	AM duty - All staff must be at assigned location by 7:40am

	PM duty - All staff must be at assigned location before 2:45pm

	*Assigned staff are responsible for making arrangements for someone to cover their duty when they are on leave.

	

	Duty Assignment
	AM
	Staff
	Description

	Classroom Doors/Hallway
	AM
	All Classroom Teachers
	Teachers greet students in the morning, monitor hallway safety.

	Lobby
	AM
	Shroff
	Open the front doors at 7:40am. Monitor student safety in the front hallway and lobby.

	Outside front doors/buses
	AM
	Barnes
	Supervise safety as students exit the buses and walk up to school and enter school. Close front entry doors at 8:00am.

	Gym
	AM
	Lindquist
	Open doors at 7:40am to signal the beginning of carpool. Monitor student safety and keep children moving through gym.

	Kiss and Go
	AM
	Michenko, Monkelien, Early, Scanlon
	Supervise student safety as students exit their vehicles and enter school through gym doors. Staff should open the car door after 5 seconds if the child does not exit the car promptly. Staff should stay on duty until the 8:00am bell or until the car line is finished.

	Crosswalk
	AM
	Tam
	Supervise parent and student safety crossing driveway, monitor buses entering driveway.

	Cafeteria
	AM
	Wiernik
	Monitor student safety and supervise students as they pick up breakfast.

	Music Nook
	AM
	Schmidt/Helsley
	Supervise student safety walking hallway during arrival.

	Student support
	AM
	Haidary
	Supervise students with IEP (k/1)

	Student support
	AM
	Dulansey
	Supervise students with IEP (k/1)

	Student support
	AM
	Vander-Voort
	Supervise students with IEP Program

	Student support
	AM
	Heath
	Supervise students with IEP (k/1)

	Student support
	AM
	Hasnat
	Supervise students with IEP (Program)

	Student support
	AM
	Segal
	Supervise students with IEP (Program)

	Student support
	AM
	TBD
	Supervise students with IEP (Program)

	Student support
	AM
	Bazi
	Supervise students with IEP (Program-ECSE)

	Student support
	AM
	Kaml
	Supervise students with IEP (Program-ECSE)

	
	
	
	

	Classroom Doors/Hallway
	PM
	All Classroom Teachers
	Teachers manage silent dismissal release

	Lobby/Library
	AM/PM
	Butler, Shroff
	AM - Monitor student safety in the front hallway and lobby.
PM - Supervise K students in the library.

	Kiss and Go & Gym
	PM
	Mandak, Booth, Sharp, Helsley, Cali,
	Roles - 1 outside with radio calling in numbers from cars (using Channel 2), 1 receiving numbers on radio and types them into spreadsheet, 1 on microphone in gym reading family names and colors and monitoring cones, 1 monitoring in gym, 1 monitoring at exit door, 1 outside on sidewalk at cones monitoring entering cars. Assigned Counselor takes late students to the front office.

	Crosswalk
	PM
	TBD 5th grade TA
	Supervise parent and student safety.

	Corner outside Cafeteria
	PM
	Michenko
	Supervise student safety walking hallway during silent dismissal.

	Hallway corner outside room 26
	PM
	Acton
	Supervise student safety walking hallway during silent dismissal.

	Back hallway by Library doors
	PM
	Lindquist
	Supervise student safety walking hallway during silent dismissal.

	Bus Loop
	PM
	Haynie, Early
	Record bus numbers and daycare vans on silent dismissal form. Supervise student safety.

	Music Nook
	PM
	Barnes
	Supervise student safety walking hallway during silent dismissal.

	Student support
	PM
	Haidary
	Supervise students with IEP (k/1)

	Student support
	PM
	Dulansey
	Supervise students with IEP (k/1)

	Student support
	PM
	Vander-Voort
	Supervise students with IEP Program

	Student support
	PM
	Heath
	Supervise students with IEP (k/1)

	Student support
	PM
	Hasnat
	Supervise students with IEP (Program)

	Student support
	PM
	Segal
	Supervise students with IEP (Program)

	Student support
	PM
	TBD
	Supervise students with IEP (Program)







SECTION II – PROCEDURES
[bookmark: _exmyqg6a9q52]Accident Procedures
· Students - Teachers must report all accidents to the Health Clinic Specialist. Utilize the radio to inform the office if there is a need to send the Health Assistant to the accident location. If a child sustains a head injury, contact the health suite immediately. Do not move the child until directed to do so by the Health Clinic Assistant.
· Staff - Any staff member who is injured at work should notify the principal or assistant principal in order to complete an accident report and receive information on LCPS medical coverage. All employee accidents must be reported to Risk Management. Regardless of whether you believe you need immediate medical attention, you must complete the accident report in the event symptoms appear after the accident occurs.
[bookmark: _jqkb9o606uyz]Announcements
Morning announcements will broadcast through the closed circuit system immediately after the Minute of Silence, beginning promptly at 8:00 a.m. Please make sure that students are focused on the announcements, remain silent during our minute of silence, and participate or are silent during the pledge of allegiance and daily oath.
[bookmark: _c6qlqpina5e5]Attendance (Students)
Enter student attendance and tardies in Phoenix after the morning announcements. Send the attendance folder with any notes to the office. Students who arrive to class after 8:05 bell rings are tardy unless they have a breakfast pass or the office announces to hold attendance due to car line or bus delays. 
[bookmark: _1ibm8m716fqp]Blackboard ConnectED
The administration will regularly use this system to make announcements and reminders to the community via phone messages, email, and text. Messages can be generalized to the entire student- body, the staff, and/or to individual grade levels and classes.
[bookmark: _wmlv6qbbmc0q]Book Clubs
Please utilize the book club cover letter found on the staff drive that must be used when sending book club order forms home.
[bookmark: _60tfbp6f6ne]Bulletin Boards
Bulletin Boards should be changed regularly and reflect current examples of student work and daily instruction. 
[bookmark: _v7w5aq3g61la]Bus Transportation
Bus riders must return home on their assigned bus. Parents may not ask for a child to ride a different bus. Only students assigned to a bus by the Department of Transportation are permitted to ride the bus to and from school.
[bookmark: _gwcioxikbitv]Cafeteria
Teachers are expected to escort their students to the serving lines and/or their assigned tables. Remind your students to remain quiet once they enter the line. Teachers must make sure that all trash has been removed by the students from the tabletop and the floor. We appreciate everyone’s adherence to the assigned arrival and dismissal times to ensure that the daily lunch program runs smoothly.
[bookmark: _u5cqyzh4ltvg]Cell Phones
Staff and student cell phones should not interfere with classroom instruction and/or meetings. Cell phones should be silenced during the instructional day. 
[bookmark: _n1gsbdbmhv7y]Child Abuse and Neglect Reporting
All public school employees are required, by law, to report suspected child abuse and neglect to their immediate supervisors. Failure to report suspected Child Abuse and Neglect could result serious legal and disciplinary action taken against the employee. In LCPS, the school principal or designee is responsible for calling Child Protective Services.
[bookmark: _u9cicx8nmii]Common Planning Time: CLTs and Team Meeting
Each team has 50-minutes common planning every day for team planning and a minimum of one CLT meeting per week. 

Collaborative Learning Team (CLT) meetings will be held a minimum of once per week. CLT agendas will be developed using the Guiding Questions from 5 Focus Questions_PLC+ and will be shared with all CLT members expected to attend the meetings 48 hours in advance of each meeting. Teams will self-reflect and administration will provide feedback to teams using the CLT Monitoring, Reflection, and Feedback Tool. 
[bookmark: _bp6skr2vdcfv]Communication
We have several means for keeping in touch with parents. Phone calls and e-mail should be acknowledged or returned within 24 hours, within the work week. Responding to email over the weekend or holidays is optional. Staff are encouraged to preserve personal/family time during non-work days. However, staff should alert administration if an urgent issue comes to their attention during non-work hours. 

Staff should check Outlook Email at least twice daily. Do not discuss significant academic or behavior issues about children through email. 

FERPA and FOIA laws allow parents to request copies of any and all records involving their children to include email. Avoid exchanging emails with parents when they are upset about an issue. When in doubt use email to acknowledge that you have read the concern and to schedule a face-to-face meeting or phone call.

LCPS staff should always maintain a professional relationship with parents. 

DO NOT:
· Friend parents on Social Media.
· Post comments about parents, students, or the school on social media. 
· Text parents with your personal cell phone number.

Staff who choose to use email signatures should refer to new guidance from LCPS in Regulation 7560.2.  The regulation includes information about what may be included and what should NOT be included.  A sample signature is modeled in the document. 
[bookmark: _ksck3yfvhcuz]Co-teaching
We are continuing to move towards a universal co-teaching model to promote shared ownership of our student’s emotional, academic, and social needs. This mission is reflected in how we are sharing space, how we talk about students in CLTs, and how important it is for us to communicate. All individual members of co-teaching teams are asked to complete a self-reflection form, and then meet with their full co-teaching teams to identify roles and responsibilities, communication styles, and next steps. An artifact from the full team meeting will be essential as the year goes to refer back to, as it will be a tool our teams can use to celebrate successes and navigate issues that arise throughout the year. 
[bookmark: _cst5hdgop8np]Curriculum Maps
A full-year curriculum map should be developed by each team and shared with parents at Back- To-School Night. Nine-week overviews should be updated for each grade level’s website each quarter.
[bookmark: _lfmw7xwenak2]Delayed Openings
Listen to the local radio and television stations for official notification of delayed openings or school closings. The announcement will be made beginning at 5:00 a.m. If an announcement is not made, please assume that we are open according to the normal schedule. Please remind your students of this policy. Information will also be available on www.lcps.org.

The following schedule/policy will be in effect for delayed openings:

Two-Hour Delay:
· Staff should report to work two hours later than normal
· School schedules will begin two hours into the daily schedule
· Lunch will begin as scheduled
· All field trips are canceled

All 12-month employees are expected to report to work unless there is a Code Red. Ten and 11 month employees follow the school closings for students or the announcements from the Public Information Office.
[bookmark: _5swb2n3ngb7g]Discipline/Response to Student Behaviors 
See SECTION IV- RESPONSE TO STUDENT BEHAVIOR. 	
[bookmark: _uxab3kzh9v0y]Dismissal
All students should be dismissed when their respective dismissal type is displayed on the Live Dismissal Spreadsheet. Grade level teams will determine dismissal duty assignments. Each grade level must have one teacher stay with the walkers each day.
[bookmark: _eygn3su5vn4n]Duties
All staff have an important role in greeting our students as they enter and exit our building for the school day. All AM duties start at 7:40AM, and all PM duties start at 2:45PM. If you are unable to cover your duty please coordinate with your colleagues to find coverage.
Duty Assignment Roster
[bookmark: _8e5h8ncxnax]Early Dismissal
Parents who wish to have their children dismissed early must submit a request in ParentVue or in writing. Teachers should send these notes to the office in the morning. Parents must come to the office to receive their children. Do not dismiss children from the classroom to parents or anyone standing at the door. Please direct the parent to the office to sign their child out of the building. When in doubt, please contact the office.
[bookmark: _6wiblbohjrly]Emergency Procedures
Please refer to the school’s Emergency Response Plan (ERP) which is located in your Hillside Emergency Bag. This folder is housed in the red cloth emergency bag and should be carried with you to specials, lunch and recess. It must also be carried outside during any fire drill or other emergency response procedure. You must keep an updated list of students who are in your class. 
[bookmark: _a830x8q39r6m]Emergency Classroom Coverage
Administration will make every attempt to find a substitute and not have to pull any staff members, however, on some occasions it is necessary to have internal classroom/student coverage when substitutes are not available or if they cancel at the last minute. 

Below is a list of staff members who may be pulled for emergency class coverage. Administration will notify staff if needed and will try to utilize staff on a rotating basis:

· On-site substitutes
· General Education Teaching Assistants
· Library Assistant
· Special Ed Assistants
· Gifted Teachers
· IFT
· Special Ed Case Managers
· As a last resort the affected class will be split between the other grade level classes*

Professional Development/LCPS meetings and training may need to be canceled if substitute coverage is not available.
[bookmark: _2maqvkpe537m]Epi-Pens
The VA General Assembly passed a requirement for all public schools to maintain at least two (2) doses of auto-injectable epinephrine to be administered by a school nurse or other employee of LCPS. These doses are not student-specific and are kept in a storage unit in the clinic directly above the light switches. The Epi-Pens will be administered to any student believed to be having an anaphylactic reaction on school premises during the academic day.

This anaphylaxis policy is NOT intended to replace student-specific orders or parent-provided individual medications. This policy does not extend to activities off school grounds including transportation to and from school, field trips, etc. or outside of the academic day.
[bookmark: _kivronz90rll]Evaluation 
Licensed Staff: Licensed Evaluation Handbook
Classified Staff: Classified Evaluation Handbook

Licenced staff and Classified Staff are evaluated formally or informally every year over the course of their employment. See the Evaluation Handbooks linked above  for details regarding the Evaluation rubrics and ratings. 

Informal and Formal Evaluations:
· Informal Evaluations - completed once per year during those years when a formal evaluation is not scheduled or necessary.
· Complete twice every three years after 1st three years of employment. 
· Formal Evaluations
· Formal Evaluations
· Completed once per year for 1st three years of employment.
· Completed once every three years after the 1st three years of employment and as needed. (Example: Y6, Y9, Y12, Y15, Y18, Y21,Y24, Y27, Y30)

Licensed Evaluation Due Dates:
· 8/24 to 9/15 - Evaluation process meeting
· 8/24 to 10/20 - Complete initial goal setting and conference with admin for approval
· 8/24 to 11/29 - Deadline for first formal evaluation
· 12/1 - Deadline to submit names to HRTD for possible EOY Ineffective Rating
· 2/23 - Deadline for mid-year conference and to complete mid-year section of the Goal Setting form in Performance Matters
· 4/7 - Deadline for second formal observation
· 4/12 - Deadline to submit overall ineffective ratings
· 5/22 - Deadline for EOY evaluation meetings and completion of EOY section of the Goal Setting form
· All Year - Walkthroughs and informal evaluations

Classified Evaluation Due Dates:
· 8/24 to 9/15 - Evaluation process meeting
· 4/12 - Deadline to submit overall unsatisfactory ratings
· 5/22 - Deadline for EOY evaluation meetings
[bookmark: _br3z8v7l399]Faculty Meetings
Please keep all Thursdays open for staff, committee meetings, and staff development activities. It is the responsibility of each grade level to share information with team members who miss meetings. Faculty, Professional Learning, and Committee meetings will be held on Thursday afternoons from 3:10 to 4:10. Meetings. Scheduled meetings will be noted in the Weekly Bulletin..
[bookmark: _yf9l2bnxd4z7]Fire Code for Schools and Classrooms
Fire Code for schools and classrooms as established in The Commonwealth of Virginia and LCPS Office of Safety and Security:

· Post emergency evacuation plans for fire, tornadoes, etc. on the right side of the wall at eye level. Next to the classroom door. (IFC 404.2)
· Maintain 18” of clearance between storage and sprinkler heads – 24” of clearance in non-sprinklered areas. (IFC 315.2.1)
· Do not fully cover classroom doors with flammable or combustible items (20% of Doorway Maximum.) Do not place flammable/combustible items over top of classroom doorways. Do not place heavy items on ledges over doorways (ie, wooden nameplates or sports team’s metal signs). (IFC 315.2.2 and VSFPC 807.4.3.2)
· Classroom door windows are only to be covered during lockdowns. (LCPS policy)
· Supplemental furniture (overstuffed chairs, couches, rugs, etc.) must have a manufacturer’s tag stating Fire Retardant/ Fire Resistant or approved by the California State Fire Marshal. (IFC 805.1.1.3)
· Artwork, name tags, etc. Can only be suspended from the ceiling directly over desks, tables, or in room corners, never over walkways, travel paths, or from sprinkler heads. This must be properly managed and not allowed to be excessive. (IFC 1028.5)
· Art drawers must be positioned at least 4 feet from classroom doors, Further if an exit door is blocked when drawers are open. (IFC 1028.3)
· Hallway art must maintain 2 ft. of clearance from the ceiling, 2ft of clearance from the floor, can only extend for a maximum of 8 ft. with a 4 ft. break before starting again. Make sure room numbers, fire alarm pull stations, fire extinguishers, and electrical outlets are not covered. (IFC 1028.5)
· Hallways/Exit ways must be kept clear of all storage including desks, chairs and tables. Unless first approved by The Fire Marshal. (IFC 1028.2)
· Do not suspend rope, cords or twine across classroom ceilings. (IFC 1028.2)
· Hanging items of any type in main Hallways/Exit ways are prohibited. Fireproofed banners and flags may be installed with prior approval from The Fire Marshal’s Office. (IFC 1028.4)
· Exit doors must be kept clear of obstructions at all times. (IFC 1028.3)
· Only approved heat lamps for aquariums that securely fasten to the top may be used, clip-on lights placed on screens are prohibited. (IFC 104.1)
· All extension cords are prohibited. Approved surge protectors may be used instead. Do not plug multiple surge protectors together to increase length. (VSFPC 110.1)
· Only commercially approved coffee makers are allowed and only in areas approved by the Principal. (VSFPC 110.1)
· Only microwave ovens are approved for use in schools. Toasters, toaster ovens, hot plates, crockpots, and steam kettles (for hot water) are prohibited. (VSFPC 110.1)
· The use of plug-in air fresheners is prohibited. (LCPS policy)
· The use of portable space heaters is prohibited unless equipped with a tip-over automatic shut-off device.  (VSFPC 110.1)
· All exterior doors are to be locked during school hours. Entry to school must be made through the main entrance doors using the Aiphone identifier system. (LCPS policy)
· Maintain 36” of clearance around all electrical panels and transformers. (VSFPC 605.3)
· Fire Doors are not permitted to be kept open by chocks. (VSFPC 703.2)
· Fire-rated ceiling tiles must be installed and replaced if missing or broken to maintain the rating of the ceiling structure. (VSFPC 703.1)
· Material Safety Data Sheets (MSDS) must be maintained on-premises and readily available. (VSFPC 407.2  and 5003.4)
· No Storage Permitted in the boiler, mechanical or electrical rooms (VSFPC 315.3.
· Only one strand of decorative lights is allowed per room not to exceed 40 ft in length. (LCPS Policy)
· A maximum of 4 lamps are allowed in classrooms.  (LCPS Policy)
[bookmark: _xg77i7cykbfy]Fire Drills
Children must be instructed on fire drill procedures on the opening day of school. Fire drills will be held weekly for the first 4 weeks of the school year. Subsequent fire drills will be held monthly. Teachers or specialists who are meeting with small groups are responsible for evacuation safety and accounting for those students. Teachers and students may enter the building only after receiving an all-clear signal from an administrator. A floor plan of the school with the fire drill route must be posted near every door in the building and included in teachers’ substitute folders.

Fire Drill Procedures:
1. When the alarm sounds, students are to stand, put their chair under the desk, and file out of the classroom silently to the nearest exit according to the evacuation plan.
2. Close windows and doors. 
3. Turn off lights. 
4. Take the red ERP bag with Student Accountability Forms to take attendance.
5. All staff and students must exit the building safely within 90 seconds of sounding the fire alarm.
6. Classes will walk silently in a single file line to the area outside designated on the evacuation plan and stand facing away from the building.
7. Teachers must take attendance and turn in a Student Accountability Form to the assigned staff collecting the forms.
[bookmark: _iubfl08ofxny]Field Trips
Field trip requests must be submitted and approved before reservations are booked with venues and the information is sent home to parents. Schedule your field trips early in the fall. Trip requests must be submitted electronically by the Financial Technician and dates are on a first come/first served basis. It is important the monies collected coincide with the actual cost of each trip. LCPS’s School Cash Online system is the only method for field trip payments. The online portal must be open before you send an announcement to parents.

Chaperones are encouraged and welcomed for field trips. Grade level teams must determine the number of chaperones needed for each trip and the procedures for selecting chaperones. Please assign your volunteers equitably to assure that as many parents as possible are given the opportunity to accompany their children throughout the year. Also, each grade level will only be permitted two busing field trips per year with transportation charges associated with the 2nd trip.

Field Trip Confirmation – A Field Trip Confirmation file is kept by the Financial Technician. The online field trip tracker will email you when a field trip is confirmed. Teachers must coordinate with the Health Clinic Specialist, so students’ medication and first aid are planned ahead of time. 

Field Trip Reminders:
· Bring copies of your Emergency Care Cards with you.
· Retrieve student medication from the Health Clinic Specialist no earlier than one day prior to the field trip.
· Students with meds must be accompanied by a Hillside staff member trained to administer medications. 
· Bring your cell phone.
· Arrange for chaperones, and make them aware of their primary responsibilities.
· If chaperones will be leading groups without your supervision, make sure that they know where you will be at all times.
· Carry a first aid kit on each bus.
[bookmark: _mjpypl4ks9sw]Food in the Classroom
LCPS has developed guidelines regarding the use of food in the classrooms and in celebration of student birthdays. These were developed to adhere with nutritional standards and to address issues regarding food allergies. See below for guidelines for food in the classroom.

· It is critical that teachers have a clear understanding of students’ allergies and medical care plans.
· Food items, including candy and popcorn, cannot be used as rewards or as classroom incentives.
· Students MAY NOT bring in treats to share with their classmates as a means of celebrating their birthdays. 
· Teachers must avoid including food with known allergens for their students in classroom activities. 
· Teachers must inform all parents, school administration, and the Health Clinic Specialist when food will be provided as part of a classroom activity using the template on page 21 of the LCPS Procedural Handbook for Supporting Students with Allergies, AND teachers must personally contact the parents of children with food allergies to inform them anytime food will be included in classroom activities.
· Teachers must make arrangements with the parents of students with food allergies for special considerations for their child to participate in classroom activities involving food. 
[bookmark: _gaodglno1vby]Health Clinic Room
Students should report to the health room with a pass from the teacher. Children will be assessed by the Health Clinic Specialist who will determine if it is safe for the child to return to class or if the child will be sent home for the day. If a child is suspected of having a fever or a contagious disease, contact the Health Clinic Specialist immediately.

When prescription and non-prescription medicines are to be administered at school, the parent must complete the necessary paperwork in the clinic. Medication may only be administered by the Health Clinic Specialist or designee. The paperwork and medication will be kept in the clinic. If a child brings medication to school, send it to the clinic immediately.
[bookmark: _4ioipmzcg0hy]Homework
Homework is an important aspect of the educational process and is a natural extension of the school day. Homework should be assigned in accordance with the guidelines outlined below. In all cases, work assigned for home study should supplement and reinforce work done in school. 

Homework should be assigned using the following guidelines:
· Any homework assigned to students must be something the students are able to complete successfully on their own in a reasonable amount of time. For elementary students in grades 1-3, students should spend no more than 30 minutes daily on homework. For students in grades 4- 5, students should spend no more than sixty (60) minutes daily on homework.  Refer to LCPS REGULATION: 5030-A-REG for additional information. 
· Homework should be reviewed or assessed, but not graded. Grading of homework can unfairly inflate grades. In addition, counting the non-return of homework as a zero can have irreversible consequences on a student’s grades.
· Projects may be graded at the discretion of the teacher and should include a means of assessing student learning other than the product itself such as an oral presentation or student conference.
· Students must receive written and verbal notification of homework assignments and the due dates. Written notification includes a daily display in the classroom or a weekly homework calendar.
· Homework should engage students in meaningful practice, extension, or challenge activities and projects.
· Review homework practices and evaluation standards as a team. Be consistent across your grade level.
[bookmark: _1iifpz86ofjj]Identification Badges
LCPS issued ID badges must be worn by all staff, at all times during the work day. For lost/damaged badges, staff should complete the replacement badge request in the LCPS Support Center in LCPSGo AND inform the principal after the badge replacement request has been submitted for approval. 
[bookmark: _op5x3znj636n]Leave
The workday for instructional staff, except counselors, begins at 7:30 a.m. and ends at 3:00 p.m. All staff members should call the school immediately if they anticipate being late. All staff must report leave in Oracle by the last day of the pay period.

All leave must also be reported in Oracle by the deadlines designated by the Financial Technician.

Staff should report ALL sick leave through the SmartFind Self-Reporting System as soon as they know they will need a substitute (own illness, family illness, doctor appointments, etc.)

Planned Personal and Professional Leave:
· When you know in advance that you will need a substitute for all or part of the day, fill out a Leave Request Form located in the box outside the AP office. 
· Staff are responsible for ensuring that any assigned duties are covered.
· Anytime you are not working/covering your typical job requirements it is considered leave. Staff must always fill out a Leave Request Form for ANY day they are out of the building or they are in the building regardless if they need coverage, including all professional development.
[bookmark: _6djxirym3tgh]Lesson Plans
The Virginia Department of Education Effective Lesson Planning Components include the following: 
· Standard of Learning
· Content Objective
· Assessment
· Cognitive Level
· Vocabulary
· Differentiation
· Supporting Resources
· Lesson Delivery
· Notes/Reflection.

Loudoun county teachers have significant latitude when choosing a lesson plan model. However, all daily lesson plans must include the following five elements:
· Objective/Learning Target
· Warm-up/Engagement
· Lesson/Activities
· Differentiation
· Assessment/Reflection
[bookmark: _b6kcmvrpdeni]Mail
All teachers are assigned a mailbox. Please check your mailbox at least twice a day. Outgoing mail should be placed in the mailbox outside the front doors. Postage is available for all official school mail correspondence.
[bookmark: _j95sp5cjwt2z]Money
Money collected from students must be counted upon receipt and sent to the office. Record the name of the student, the amount collected and the purpose for collecting the money. Do not store any money collected in your classroom overnight. Complete a blue Cash/Check Transmittal Form and attach it with the money and send it to the Financial Technician in the envelope that she provides by noon each day.
[bookmark: _i44ewln91d19]Moveable Mondays
Moveable Mondays will be used in all elementary schools to offset the disproportionate number of Mondays missed during the school year. As a Monday is missed, the Monday schedule is run on a subsequent day of the week. The advantage of this alternative is that the normal schedule is resumed the following week, which should decrease confusion among students, parents, and teachers. Moveable Monday dates can be found on the master calendar and in this document. 
[bookmark: _e2o9hxkf0uvu]Movies, Television, Online Videos, etc.
The viewing of movies and television during the school day should be limited and must directly correlate with instructional objectives taught that day. Below are the standards that we must live by when selecting viewing material.
· Videos shown during school hours must be rated G.
· Videos should be on the approved list from library services.  
· Do not show full length movies or videos. Only show video clips relevant to the lesson objective.
[bookmark: _7w9ph1xrixaj]New Student Screenings
Within 60 days of enrollment in public school, all children shall be screened in the following areas: 
· speech
· voice and language
· fine and gross motor
· vision and hearing. 
All students enrolled in grade 3 will be screened for vision by the clinic assistant and hearing defects by the speech therapist. Classroom teachers are responsible for the gross/fine motor screening for each student. Forms are located in the main office. Screening records must be recorded on the health card in the cumulative folders.
[bookmark: _trk4w9umgnrt]Parties
LCPS policy permits teachers to plan three class parties during the school year. See guidelines below for planning classroom parties:
· Plan parties with your grade level team.
· Teachers should be sensitive to the needs of students who will not be celebrating classroom parties due to religious or other reasons. Alternative accommodations should be provided for students who are prohibited from participating in parties.
· If food will be included, send home the Food in the Classroom letter to parents using the template on page 21 of the LCPS Procedural Handbook for Supporting Students with Allergies. 
· Accommodations must be made for children with food allergies to be able to participate in parties.
[bookmark: _st8gqudrbpll]PTO Meetings and Membership
The Hillside PTO provides significant monetary support to Hillside Elementary for materials of instruction, extra-curricular activities, professional development, mini grants, etc. It means a great deal to the PTO membership if all licensed staff show their support by joining the PTO. There is a reduced rate of $5.00 per year for staff members. Teachers are expected to attend at least one PTO meeting and to volunteer at one PTO-sponsored event each year. PTO meeting dates and activities can be found on the master calendar or the Hillside webpage.
[bookmark: _txyyvq23h0vg]Programs
Hillside has three self-contained programs for students with special education needs. Two Early childhood education (ECSE) classrooms and one Behavior Support Program (BSP). Each ECSE class is staffed with one teacher and one TA. Our BSP is staffed with one teacher and two TAs.  All schools have a BIT team, which are specially trained staff who provide support to students in emotional or physical crisis. 

New Action Items to Support Programs at Hillside: Behavior Support Form
The Behavior Support Form is a tool to document a need or situation that is consistently impacting instruction. This form will go directly to all Hillside Administrators and Program supports from Central Office. If immediate action needs to be taken, it will be resolved within 48 hours. If it is a need or a growing concern, it will be a line item on the admin team agenda. Admin team meets every Wednesday at 12:30pm. Behavior Support Form
[bookmark: _wnv55zeqcpj1]Recess
Daily recess must occur each day for grades K-5. Students in grades 1-5 shall receive 30 minutes per day of recess and kindergarten students shall receive 40 minutes per day of recess. Teachers are responsible for adhering to Regulation 5011-REG (Elementary Recess Weather Guidelines) with respect to temperature and air quality. 

Each grade level has dedicated recess time in the master schedule. For safety, teachers should adhere to the recess times in the master schedule to avoid multiple grade levels on the playground at the same time.  

Students must be closely supervised by staff at all times during recess. Staff must circulate among children and/or lead organized games. Staff must bring a walkie-talkie outside at all times.

Recess may not be taken away as a consequence. Administrators may use recess detention as a consequence if a child engages in inappropriate behavior during recess and has not responded to corrective action taken by the classroom teacher.
[bookmark: _mc0bm2rd97us]Purchasing Guidelines
All HLS purchase requests must adhere to the following guidelines:
· Complete the “Hillside Elementary School Funds Request Form” (duplicate form that is kept in the front office under the main counter).
· Complete the form in full including description and cost of item/s.
· If applicable, send an email to the bookkeeper with a link to the item/s you wish to purchase.
· The bookkeeper will review and submit this form to the principal for review and discussion of where to allocate expense.
· The bookkeeper will review items to determine if item/s need to be purchased through an LCPS required vendor.
· The duplicate (yellow copy) of the form will be returned to you for your records.
· ALL items purchased with HLS funds must be approved by admin, in advance, and processed by the bookkeeper following LCPS Procurement procedures.
Frequently Asked Questions (FAQ):
·  Can I just go ahead and purchase an item, then submit a funds request for reimbursement?
· NO. 
· All requests for items purchased or reimbursed with HLS funds must be approved in advance in writing. 
· A hypothetical conversation with admin about a possible purchase is not approval.
· You will be financially responsible for any purchase not submitted and approved through the Funds Request process.
· LCPS is a tax-exempt organization. The bookkeeper may need to apply for tax-exempt status with a vendor prior to purchase.  We cannot reimburse staff for sales tax.

·  If I receive pre-approval to make a purchase and get reimbursed, what is the process and when will I be reimbursed?
·  Instructional Purchases – Any instructional item purchased by an employee and pre-approved by admin, will be reimbursed through Oracle iExpense.  You will need to complete an iExpense reimbursement request through Oracle. Reimbursement may take up to 2-3 weeks.   Tax will not be reimbursed if charged.
·  Non-Instructional Purchases - Any non-instructional purchase by an employee may be reimbursed by check, with the bookkeeper when it is convenient for her to process the check.  Do not expect same-day reimbursement. Checks should be deposited into your account within 30 days.

· How do I ensure timely delivery of items needed for instruction?
·  Plan your purchases with at least 3 to 4 weeks lead time to take into account approval, ordering, shipping, and receiving.
· The bookkeeper will make every effort to order in a timely manner. The bookkeeper will send you an email with expected delivery date and will provide updates if shipment is delayed, back ordered or canceled. The following are factors that must be considered by the bookkeeper:
· Researching cost-effective alternatives
· Reviewing the LCPS bid list for pre-approved vendors
· Applying for tax-exempt status prior to placing your order
 
HELPFUL PURCHASING TIPS:
· Plan Ahead
·  Know your budget – If you have a line item in the Hillside School Operating Resource Budget, email the bookkeeper to receive an update to your allocated departmental budget.
· Do not purchase items without prior approval unless you are prepared to be financially responsible for the purchase.
· School Supply Vendors: Consider these vendors prior to looking at other vendors (remember that the price you see is not typically the price we pay)
· School Specialty (primary instructional supplies vendor)
· Amazon
· Office Depot
· Staples
[bookmark: _yampke54udfs]Report Cards/Report Card Comments
The administrators will review report cards quarterly. Comments should address student areas of strength and specific areas in which a child is struggling, if relevant. Report card comments should begin with a positive comment about the child and should be specific to that child.

Comments should directly identify the specific reasons why a student received a grade below a C, is not progressing towards mastery of standards, a student’s grades dropped two-or-more levels, or if the child received N’s for Characteristics that Affect Learning. 

Consult with the Special Education Dean or the Assistant Principal prior to making note of Adjusted Curriculum on the report card. This should be an extremely small number of students at Hillside. If you are uncertain, consult with the child’s case manager and an administrator.
Interim and Report Card Timelines for SY2024
Elementary Report Card Manuals (Hillside Staff Information Schoology Group)
[bookmark: _f3e71fm1rn9j]Retention
“No single intervention by schools is worse than retention. The major reason why retention is so harmful is that the child is subjected to the SAME curricula, often the SAME assignments, often the SAME form of teaching and what the child needs is DIFFERENT teaching – the first time did not work. It also sets a clear expectation of failure.”, (Hattie, John - YouTube Ted Talk, May 2023). Retention ranks 6th from the bottom of Hattie’s 2018 list of 252 factors that influence academic performance with a negative effect size of -0.32, meaning that it will likely do more harm than good to retain a child. 

Procedures for students who are not making progress in the grade level curriculum and are at risk of being retained:
· Complete the following before the end of the 1st quarter. 
· Complete all diagnostic assessments and analyze the data during a CLT meeting.
· Observe the child’s response to instruction.
· Attempt at least two strategies other than whole group instruction.
· If the child continues to struggle with accessing the curriculum, hold a conference with the parents and inform them that you are going to discuss the child’s academic progress during a CLT. 
· Complete a Request for Support in the MTSS Module.
· Schedule time during a grade level CLT to discuss the child and develop and intervention plan.
· Email the intervention plan to the parents. 
· Implement the plan with fidelity and conduct regular progress monitoring. 
· Complete the following before the end of the 2nd quarter:
· Hold a parent conference during the first semester to discuss student progress and interventions. 
· Schedule time during a CLT to discuss the child’s response to the intervention including an analysis of the progress monitoring data. 
· Document the response to intervention any changes to the intervention plan in the MTSS Module workflow and send an update to the parents through the module. 
· Schedule meeting with the principal to discuss retention and complete Light’s Retention Scale before the end of the 2nd quarter. 
· Continue to implement the intervention with fidelity and conduct progress monitoring. 
· Complete the following after steps above have been completed:
· Include retention comment in the 2nd report card if the student is deemed “Good Candidate for Retention” as per Light’s Retention Scale. 
· Develop and MTSS Intervention Plan during a CLT meeting 
· Implement interventions and keep progress monitoring records in the MTSS module.
· Schedule a retention meeting with the principal and parents to complete the Lights Retention Scale again and make a final determination for retention in May.
· Continue to implement the intervention with fidelity and conduct progress monitoring. 
[bookmark: _urzw42cths9i]Schoology Expectations
All Teachers Must Maintain a Schoology Course. Schoology is a learning management system that provides a consistent single point of entry for students for all instructional content and helps them keep organized and informed about assignments and upcoming assessments.  

All teachers MUST include the following in their Schoology course(s). 
· Teacher contact information
· Class Schedule
· Links to 9-Week Plans
· Dates for Summative Assessments
· Directions and Rubrics for Unit Projects
· Diagnostic Assessment Dates
· Parent Volunteer Opportunities
· Archived Grade Level or Class Newsletters
Teachers may include other information such as: 
· Assignments
· Discussion Boards
· Lessons Resources
· Digital Content
· Formative Assessments
· Feedback to Students
[bookmark: _wewbngok2v1m]Security
All staff members are responsible for maintaining building security. The following procedures have been established to insure the safety and well-being of the students and staff at Hillside.

1. All exterior doors must remain closed at all times.
2. Staff must check doors to ensure they are secure after a class enters or exits the building. Students must 	not be held accountable for door security.
3. No doors should be propped open with furniture, door stops, or rocks. It is against fire code regulations to prop open the doors to the hallways.
4. All classroom doors and offices must be locked whenever the rooms are unoccupied.
5. Staff members who have been issued keys should carry their keys at all times.
6. Students are not permitted in classrooms or offices without adult supervision.
[bookmark: _3azoadbcel21]Specials
All 2nd-5th grade homeroom classes will have one 50-minute Specials class per day.  All K and 1st grade classes will have one 50-minute Specials class per day with the exception of Counseling and Search which will be 25 minutes each for a combined specials block of 50 minutes every other week. Specialist Teachers are responsible for managing student behavior during Specials classes. 

Specialists will supervise students during a schoolwide assemblies that occur during a grade level’s normal specials time. 
[bookmark: _gyji8d4457u]Sub Plans
Teachers are required to use the Hillside Teacher Sub Plans template. It should be shared with the Financial Technician and Assistant Principal, the substitute teacher (if possible beforehand) and any teammates/staff who will be assisting the substitute teacher. The office cannot print lesson plans. Please do not call in sick and send lesson plans to office staff in the morning. Please set this up with a teammate. 

Teachers must include the following lists of information in a visible place in their classroom for a substitute:

· Student dismissal plans to include lists of bus assignments, walkers, car riders, CASA students 	and daycare van riders
· Room Helpers
· Up to Date Seating Chart
· Reading Groups
· Accommodations for Special Ed and 504 students
· Student Health Care Plans and food allergies
· Classroom procedures (morning routines, lunch counts, cafeteria, lining up, etc)
[bookmark: _udjm3yexinvs]Supervision (and Instruction)
Public school educators have two primary responsibilities:
1. Provide adequate adult supervision to ensure the safety and well-being of all students.
2. Provide quality education in a calm, orderly environment where teachers and children can learn.

Maintaining a positive learning environment is the responsibility of all stakeholders: administrators, teachers, support staff, parents, and students.
[bookmark: _psxgemw6t4kc]Technology Use During the Instructional Day
It is the responsibility of the teacher to assign meaningful digital content that is purposeful and explicit and to provide supervision of student devices during use.  There should not be “freetime” use of technology without specific playlists assigned by the teacher.

If there is reasonable belief that a device is/was being used to access inappropriate content, the pertinent device should be immediately secured (for example, placed on a desk with no further student or teacher physical contact) and the appropriate administrator notified. 
[bookmark: _jf6fqmxmom4x]Visitors
All visitors to LCPS schools during hours when students are present enter through a  controlled entry. Visitors must show a picture ID on camera before being allowed admittance. Once inside the building, visitors to Hillside must report directly to the office and receive a visitor's badge.

Teachers observing unauthorized persons in the building should:
1. Remind the visitor to check-in at the office and receive a visitor's badge. It is the responsibility of each of us to assure the safety of our school.
2. Notify the office.

If a class or grade level is expecting a large number of visitors for a certain activity, the team leader must notify the office staff with the date and expected time of arrival of the guests
[bookmark: _vvli7f5p0lak]Webpages
It is the responsibility of each teacher to ensure that his/her webpage is continuously kept up-to- date. It is the responsibility of the grade level team lead to ensure that their grade level has current 9-week plans posted on their grade level webpage. The IFT will help monitor all webpages throughout the year. 
[bookmark: _ci85b7x7n0bm]Weekly Bulletin/Master Calendar
A weekly staff bulletin will be emailed to staff. A master calendar will be maintained in Outlook. The principal and designated staff members will have the authority to edit the master calendar. All events added to the Master Calendar must have the approval of the principal. Any staff member who would like to contribute to the weekly bulletin should submit their request to the Principal by email before Friday of the previous week


[bookmark: _929sztaokxh2]SECTION III- PARENT/TEACHER RELATIONS
[bookmark: _7axqyu9nndbs]Classroom Visitors and Volunteers
Parents must obtain permission from school administration to visit or observe a classroom. Teachers are responsible for scheduling parent volunteers for their classroom. All visitors and volunteers must sign in at the main office and obtain a visitor’s pass. All staff members must be vigilant in reminding visitors to sign in at the main office regardless of their familiarity. Classroom visitors may not interfere with the teaching and learning process.
[bookmark: _fo9d7a9hfwon]Parent Communication
Communication with parents should occur on a regular basis. Grade level teams will develop parents' newsletters to be sent home monthly or more frequently as needed which include a summary of upcoming school-wide events, units of instruction, major assessments and projects, and grade level events. 
[bookmark: _r0k6k5j79n8o]Parent Teacher Conferences
It is the teacher’s responsibility to schedule conferences with all parents at least once during the first semester, when children are consistently performing below grade-level expectations, and whenever a child’s performance in class changes significantly. Teachers must make every effort to have a conference with the parents of students at risk of receiving a failing grade in reading or math before final quarterly grades are calculated. To ensure and effective conference, the teacher should:

· Plan an informal setting
· Provide for uninterrupted privacy.
· Begin the conference with a positive approach.
· Present all points in an honest, sincere and tactful manner.
· Interpret the child’s grade on his report card, differentiating between his effort and his achievement grade.
· Be a good listener.
· Recognize that parents have a contribution to make.
· Maintain a professional attitude that will assure parents of the confidential treatment of all information.
· Do not share information about other students or teachers.
· Give the parents some specific suggestions that will help them help their child practice work at home.
· Close the conference definitively, but tactfully, by a few summarizing remarks encouraging future conferences.
· Make sure a plan for further effective communication is in place.

SECTION IV- RESPONSE TO STUDENT BEHAVIOR
The maintenance of school and classroom discipline is the responsibility of the teacher. The school administration as well as the teachers are charged with the responsibility of maintaining a safe and orderly environment that is conducive to teaching and learning. The principal and assistant principal will maintain a presence by routinely visiting classrooms to support positive classroom management.

Each grade level will develop clearly defined classroom management plans in alignment with PBIS to include: classroom rules, consequences and rewards. The classroom rules, consequences and/or rewards should be developed with student participation.

Each grade level will develop lessons and activities based on the schoolwide PBIS programming to provide students with opportunities to practice the behavior expectations through writing, drawing, role play, etc. Teachers will model and reinforce appropriate behaviors daily and provide students with ample positive reinforcement for following the rules. Teachers should be extremely generous with positive reinforcement at the beginning of the school year. The children should be given a few days to practice the rules and acclimate themselves before negative reinforcement is used to correct inappropriate behaviors. A written copy of the grade level classroom management plan will be submitted to the principal by the end of the first week of school.

When utilizing a “clipboard” system for monitoring student behavior, be sure to design your system so that positive behaviors are monitored and reinforced as well as negative behaviors. Daily rewards should be included in this type of system.

Revisit the behavioral expectations after long holidays or breaks in the school year. Students should always be given the opportunity to correct their behavior. Teachers should use a “win- win” approach to dealing with confrontational students.

Administrators, support staff, specialists, and the school counselor will reinforce grade level expectations when visiting classrooms or working with the students.

All staff members will use a variety of strategies to assist the students in maintaining appropriate behavior before administering a consequence. These strategies should include, but are not limited to the following:

· Modeling a calm, orderly environment
· Clearly stated expectations for student behavior and academic performance
· Differentiated instruction
· Student-centered activities
· Positive feedback
· Eye contact
· Checking for comprehension by making the student restate the direction or question
· Saying student’s name before giving a direction or asking a question
· Breaking task into chunks
· Proximity
· Non-verbal cues
· Wait time
· Alternative seating
· Instructional modifications and accommodations
· Peer buddy
· Redirection
· Humor
· Group Celebrations

The following strategies are recommended to avoid escalating inappropriate behaviors with difficult students:

· Acknowledge and address your students’ needs whenever possible.
· Delay giving negative consequences when a child is upset.
· Avoid the use of unintended public humiliation. Place yourself in the child’s shoes.
· Discuss your expectations privately with the student.
· Guide the student to make positive decisions.
· Provide the student with real choices that allow them to “save face” and maintain their dignity.
· Set high expectations that are child-centered, promote positive social interactions, and focus on academic success.
· Demonstrate that you value your students.
· Communicate regularly with parents and discuss that communication with the student in a positive manner.
· Provide students with multiple opportunities for success.
· Help children to affirm their responsibilities and role in your classroom.
· Assess your students’ academic progress on a regular basis to raise their level of concern and 		provide diagnostic data for adjusting pacing.
· Reward academic success.
· Involve all students in the classroom routine.



[bookmark: _xnj472qknch8]Tiered Behavior Chart
[image: ]
	Definition
	Examples
	Suggested Interventions
	Procedures

	Behaviors that:
*Do not follow class/school expectations
*Minor expectation violations
*Do not significantly violate rights of others
*Not chronic
	*Refusing to follow classroom behavior expectation/PBIS
*Talking at inappropriate times
*Cafeteria: not following routines, noise level, out of seat, food etiquette
*Student disagreement
*Disrespectful
*Arguing
*Work refusal
	*Reminders of expected behaviors
*Nonverbal cue
*Offer choices
*Verbal warning
*Student conference
*Determine possible reason(s) for negative behaviors

	1. Inform student of the expectation that was violated
2. Describe, model, practice expected behavior (reteach)
3. Contact parent only if necessary


[image: ]
	Definition
	Examples
	Suggested Interventions
	Procedures

	Behaviors that:
*Significantly violate the rights of others
*Cause others harm
*Chronic (3 or more) Tier I behaviors
	*Arguing with teacher/talking back (including cafeteria hostesses)
*Continued inappropriate language
*Disrupting instruction
*Insubordination
*Cheating/lying/stealing
*Cafeteria: not following routines, noise level, out of seat, food etiquette
	*In-class modified seating for that student/proximity control
*Individual Behavior Plan if chronic
*Student/teacher/parent  conference
*Visual reminders of expected behaviors
*Consult Special Education Teacher for accommodation ideas
*Referral to School Counselor if chronic
	1. Inform student of the expectation that was violated
2. Describe, model, practice expected behavior (reteach)
3. Student completes a Think Sheet and teacher contacts parent
4. Complete Classroom Report section of Behavior Incident Form (optional)
5. Counselors and administration are available if necessary.


[image: ]
	Definition
	Examples
	Suggested Interventions
	Procedures

	Behaviors that:
*Violate LCPS Student’s Rights and Responsibilities
*Violate VA state policies or laws
*Require Administrative involvement
	*See list in LCPS Student’s Rights and Responsibilities
*Suspected Title IX violations
*Physical violence
*Weapons (or look alike ones)
*Destruction of school property
*Severe verbal aggression-threats, harassment, racial or sexual slurs
*Repetitive behaviors from Tier 2
	*Refer to the Office with Behavior Incident Form completed
	1.Inform student of the expectation that was violated
2.Complete Office Referral section of Behavior Incident Form.
3.Send the student to the office with a completed Behavior Incident Form or send the form to the office if administration and/or student is not immediately available.



[bookmark: _c0p7bc6wooc3]SECTION V – THE INTERVENTION/MTSS PROCESS
[bookmark: _ywa47jtoercx]CLT Meetings and the MTSS Module
Beginning Fall of 2023, all LCPS schools will use the Phoenix MTSS Module to document students' interventions during Collaborative Learning Team meetings. CLT teams will use the decision making trees in the MTSS library to determine which students may qualify for interventions. The MTSS Module will also be used as a data warehouse for progress monitoring data and as a communication tool to share intervention plans and progress towards mastering intervention goals with families. Intervention plans can be developed in the areas of Literacy, Mathematics, Behavior, or Social-Emotional/Mental Health. 
[bookmark: _qveg7jd71rcy]Process for Discussing a Student During a CLT Meeting
Step Zero: Core Instruction, Differentiation, Accommodations, Gathering Evidence, Parent Communication
· Implement CORE curriculum with fidelity. 
· Provide consistent differentiation and accommodations.
· Administer diagnostic assessments. 
· Administer formative and summative classroom assessments. 
· Review assessment data during CLTs using the MTSS Decision-Making Trees linked below. 
· Implement  a minimum of two strategies for supporting the student’s needs. 
· Observe student performance and gather evidence, work samples, and response to accommodations consistently over a period of time (at least 3 to 6 weeks). 
· Develop a list of talking points to summarize your concerns and observations. 
· Schedule a conference with the parent. 

Step One: Request For Support in Phoenix
· Complete a Request for Support in TeacherVue. (pp4-10 in MTSS Module Manual)
· Select the student from the search field. 
· Select the Criteria for the Request for Support. 
· Document parent communication. (Notification is required. A conference is  preferred.)
· Select Primary Reason for the Request for Support (Behavior, Social-emotional/Mental Health, Literacy, or Math)
· Add Additional Comments (Use be professional language. This is part of the  permanent student record.) Additional comments may include: 
· Personnel needed at CLT Meeting
· Summary of Strategies Attempted
· Differentiation and Accommodations Attempted
· Date of Parent Contact/Conference or attempts
· Impact of Behavior or Learning Deficit
· Administration reviews Requests for Support and determines next steps. 

Step Two: CLT Meeting/MTSS Intervention Plan
· If the Request for Support is “Accepted” by Admin, schedule a time to discuss the student with the CLT Team. 
· Invite necessary staff to the CLT Meeting. Provide at least one-week notification. 
· Use Student Intervention Discussion Guidance Protocol to discuss initial concerns at a CLT Meeting. 
· Develop an MTSS Intervention Plan using the MTSS Module, if warranted. 
· Notify the parent using the Email feature in the MTSS Module. (Include all staff assigned to the plan. Do not email group plans.)

Step Three: Implementation, Progress Monitoring, MTSS Intervention Plan Status
· Implement the Intervention Plan
· Enter Progress Monitoring Data in the MTSS Module.
· Schedule follow-up discussion during a CL, at least on a quarterly basis, using Student Intervention Discussion Guidance Protocol (Follow-up Discussion) to document the status of the MTSS Plan. 

[bookmark: _6qtsa1airwij]MTSS Library and MTSS Module Resources:
· K-2 Reading Decision Tree
· 3-5 Reading Decision Tree
· K-12 Math Decision Tree
· Pyramid of Strategies and Interventions
· Quick Guide: Required vs Optional Features
· Accommodations vs Interventions Guide
· Identifying students, example 2
· Check in Check out VS Mentor
· LCPS Guidance for Math Intervention
· Student Intervention Discussion Guidance Protocol
· MTSS Module Interventions and Decisions
[bookmark: _uoweoen1o7al] Referral Review Team
· This team is led by an administrative designee and consists of a school psychologist, educational diagnostician, classroom teacher, and other appropriate staff members.  
· RRT is held to discuss a student who is suspected of having a disability that prevents the individual from accessing the curriculum.  This may be initiated by the Intervention Team or a parent request.
· If a parent alerts a staff member that they suspect their child has a disability or requires a 504 plan, please alert the Dean or Assistant Principal immediately as this starts a 10-day timeline for setting up a meeting.
· Please be sure you have discussed the academic or behavioral concern with the parents or guardians already.  There should be data collection to show what strategies, accommodations and/or interventions have already been implemented.  
· Submit the referral form to the Dean or Assistant Principal for review.  
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