Deming High School 

Staff Handbook

2017-2018
[image: image1.wmf]
2017-2018
Marlene Padron- Principal

Adrian Apodaca- Assistant Principal

Gasper Lozano- Assistant Principal

Jeannette Cox- Assistant Principal
Bryan Simpson - TOSA
Bernie Chavez- Director of Activities and Athletics for DPS
This handbook is for your use, to keep up with information and responsibilities and is supplementary to the district handbook.  This includes a guideline of rules, regulations, procedures, and expectations that are of necessity and must be adhered to an attempt to run our school.  How we adhere to these guidelines will determine our effectiveness as a public institution.

This handbook is provided to you, the faculty of Deming High School, in an effort to facilitate the operation of this organization.  A great deal of effort has gone into its preparation.  Please make sure you become very familiar with its contents, for we will refer to these guidelines continuously throughout the 2017-2018 school year.
You may receive addendums to your faculty handbook during the year and they will be referred to as such for greater continuity.  When you receive addendums, please keep them for your reference. Constructive criticism with suggestions for improvement is highly encouraged.  Our doors are always open to all staff.  Communication is a two-way street for all at Deming High School.

We are looking forward to a great year!

Sincerely,
Administrative Squad

Marlene, Jeannette, Gasper and Adrian

	GUIDANCE DEPARTMENT

Edith Sanchez……… Senior Counselor
Heather Tharp ………Junior Counselor 
Joli Zumwalt………… Sophomore Counselor 
Yvonne Perales……Freshmen Counselor                                             


	Activities and Athletics for DPS

Kimberly Molina……………Athletic Secretary
Gloria Milo……………Activities Secretary

Jessica Leupold………….Trainer


	OFFICE/SECURITY STAFF
Iris Chavez……………………Receptionist
Sylvia Contreras………Administrative Office
Irma Harrison……………Administrative Office
Claudia Jacquez…………Copy Center/School Store
Luz Chavez……………Registrar
Patricia Carreon…..Guidance/Bilingual Clerk
Jodie Bookout…………………..Head Nurse
Mary Holguin…………..Administrative Office
Rachel Hernandez……………Attendance Office
David Monjaras ……………….Truant Officer

Tony Valdespino……………Nurse Assistant
Teresa Ortiz………Librarian and Media Specialist
Miguel Chavez…………….Security
Richard Gallosa…………..Security
Robert Gomez…………….Security

	DEPARTMENT CHAIRPERSONS- 

Language Arts – Grace  Flores

Mathematics –Rita Kwong
Science – Victor Castaneda
Social Studies – Liz Kriegel
Fine Arts – Jesse Kriegel
Health & Physical Education – Monica Parra
Career/Technical Education – Mary Anderson/Larry VonTress
Special Education – Gina McFaul
Foreign Language/Bilingual – Alfredo Reyes/Cynthia Williams




	Language Arts 
Department
Aguilar, Jordan

Flores, Grace
Hand, Walter
Piles, James

Moore, Angeli
Sanchez, Kimberly

Stimpson, Kellye 

Jones, Nelva

	Social Studies 
Department
Allison, Frank

Baker, Brian

Garney, William
Fierro, Teresa

Kriegel, Elizabeth
O’Dell, Anita

Selwyn, David

Sepulveda, John

Simmons, Danna
Vernicek, John
  
	Science Department
Castaneda, Victor

Digamon, Claver

Dorrance, Isaac
Escareno, Rito
Gamboa, Daniel

Hollis, Ashley

Rodriquez, Argelia
Wertz, Alice
Villescas, Jessica


	Math Department
Aquino, Gilbert
Barrion, Tiffany
Colomar, Cristina
Dalton, Reina

Duran, Erica 
Garcia, Francisco

Kwong, Rita
Manoy, Sheena
Roberts, Cheryl
Zamudio, Omar


	Bilingual/

FOREIGN Language 

Department
Hays, Kristy

Jaramillo, Katherine

Medrano, Ricardo
Reyes, Alfredo
Williams, Cindy
Huerta, Lourdes


	Fine Arts 
Department
Beraun, Sergio

Flores, Gerard

Gill, Jamie
Gulick, Adam
Kriegel, Jesse
Sanchez, Lucio
Villarreal, Sam

	Health & Physical 

Education 
Department
Alvarado, Juan
Cook, Shirley

Holguin, Fernando

Parra, Monica

JROTC DEPARTMENT

OPEN
Ramirez, Anthony
	Special Education 
Department                             
Allen Rochelle
Aquino, Rochelle

Belen, Reymundo
Libby, Stephen

McFaul, Gina

Gonzales, Johnathan
Saligan, Randy

Servicio, Frances
Simmons, Greg

Teeter, Phyllis




	EDUCATIONAL ASSISTANTS

	Special Education

Baeza, Laurie
Vidaca, Bea
Chavez, Imelda
Enciso, Anna

Holguin, Alma

Gaxiola, Eunice

Jurado, Ralph

Mendoza, Ariana

Ochoa, Lisa
Patterson, Amanda

Porras, Angelica 

Sanchez, Alfonso
Sainz, Alma
Santana, Cleo

	Special Education

Sotelo, Isabel

Teague, Dolores
Vidaca, Betty

Library/Digital Media Services
Ortiz, Teresa
Computer Lab
Almanza, Billy

Carbajal, Kassie
	Bilingual

Barrera, Luis

Jasso, Chris

Migrant

Carbajal, Annabelle
ISS Instructor

Thomas, Will
	Music

Allen, Susan
Security
Chavez, Miguel

Gallosa, Richard
Gomez, Robert


Deming High School FAQ’s

Q. How do I check my mail or send mail to another building?

A. Teacher mailboxes are located in the teachers’ lounge. Please check regularly. To send mail between schools or offices– take it to either front office with Iris Chavez. 

Q. How do I get technology help for computer items and phone issues?

A. Contact technology and make them aware of the problem. Do not move the item in question. Allow technology personnel to remove the item if needed.

Q. Can I connect my personal laptop to the school’s network?

A. If you are going to connect your personal laptop to the network you must have it checked out by the technology department for viruses prior to connection. The Technology Department is located on Florida St. southwest from Hofacket. Wireless – Both buildings have Wireless Access

Q. How do I request personal or professional leave time?

A. You will need to enter either one in the sub-finder system. Please note that if it is professional leave, you will need to enter a budget code which will normally be the name of the program or department that the professional leave is for. Also note, both need to be submitted at least 7 days prior to the leave taking place.

Q. Who do I call when I need a substitute?

A. You will need to create an absence via the district’s Sub Calling System. Ms. Harrison can assist you with this but will NOT submit the request for you. It is still best practice to notify your evaluator on their cell phone: Marlene Padron 575-494-0014, Jeannette Cox – 575-202-5567, Gasper Lozano 575-494-2181, Adrian Apodaca 575-544-1319.
Q. What do I do if I have room maintenance issues?

A.  Call or email Irma Harrison.

Q. How do I send a disruptive student out of the room?

A. For those things that cannot be handled in your classroom, send a completed discipline referral and the classroom contract with student to your building’s front office. You may call the front office to verify the student’s arrival. DO NOT leave your classroom with a student or leave a student in the hallway. Students must be supervised at all times. 

Q. Where do I make copies for my class? 

A. Copies can be made for you at the copy center, please try to submit copy requests the day before they are needed. Personal copies can be made at the copy center for 10 cents.

Q. What are teacher’s contracted hours?

A. Teachers are expected to be on campus and available from 8:15-3:45 unless you are scheduled for duty. 

Q. What if I have questions about the Infinite Campus grade book? 

A.    See TOSA.
Q. How do I know where to go in an emergency?

A.  Familiarize yourself with your emergency exits and procedures. 
Q. Where do I get printer paper or bulletin items?

A. Copy center.

Q. How do I sign up for the computer lab?

A. Teresa Ortiz or Sandra Almanza.
Q. What if I have questions about keys?

A. Contact Irma Harrison 
Q. How can I reserve AV equipment?

A. Contact Teresa Ortiz 
Q. When is payday?

A. The 15th and last day of each month. If these are not school days, you will be paid on the last school day prior to that date. Direct Deposit: The district will be emailing you your direct deposit stub. 

Q. How do I know when and where I am on duty?

A. The duty roster will be e-mailed to you at the beginning of the year. 
Q. Do I have to pay to attend DHS athletic activities?

A. Yes. You can buy an activities pass from the Mrs. Molina in Activities. 
Q. What do I do if I need to leave campus during the school day besides lunch?

A. Sign out in the front office and contact your evaluator or an available administrator. 
2017-2018 REGULAR Bell Schedule

	Regular Schedule 
	Minutes
	Early Release 
	Minutes

	8:12             
	First Bell   
	
	8:12 
	First Bell
	

	8:20 – 9:17
	1st hour     
	57
	8:20 – 8:53
	1st hour
	33

	9:25 – 10:15 
	2nd hour     
	50
	9:01 – 9:30
	2nd hour
	29

	10:23  – 11:13
	3rd hour
	50
	9:38 – 10:07
	3rd hour
	29

	11:21 – 12:11
	4th hour
	50
	10:15 – 10:44
	4th hour
	29

	12:11 – 12:58
	Lunch
	47
	10:52 – 11:21
	5th hour
	29

	12:58 – 1:48
	5th hour
	50
	11:29 – 11:58
	6th hour
	29

	1:56 – 2:46
	6th hour
	50
	11:58 – 12:45
	Lunch
	47

	2:54 – 3:44
	7th hour
	50
	12:24 – 1:14
	7th hour
	29


Deming High School Expectations

Faculty/Teacher/Employee Expectations:

1. Be to work on time. 
2. Take allocated time for your lunch break.

3. Complete all tasks assigned to your position. Please ensure your work is quality and completed in a timely manner.

4. Please inform your evaluator and physically sign-out before leaving during the work day (with the exception of lunch); please do not ask a secretary to sign you out.

5. Attend all in-service trainings/early release trainings and please be on time.

6. Please do not be on your cell phone, for personal items, during the work day. If you are expecting a call, please take these calls before school, at lunch, or after school, unless it is an emergency.
  Teaching Expectations:

1. Teach bell to bell.

2. Enter attendance via the Infinite Campus Program within the first five minutes of every class hour, every day.

3. Have grades updated every Tuesday.

4. Attend and participate in all class meetings and activities that pertain to your sponsorship.

5. Attend and participate in all meetings that pertain to your Dept. PLC.

6. Consistently enforce school discipline in and out of the classroom at all times.
7. Teachers are expected to be outside their door during passing period to monitor the halls and to greet students as they walk into the classroom.
** All items listed are general expectations of all faculty and staff; from this point forward items will be dealt with on an individual basis.
DUTY TO REPORT

Employees are expected to present themselves for duty in accordance with the terms of his/her contract.  They are expected to perform faithfully and fully the duties of the position to which he or she is assigned. They are expected to be prompt, thorough, and conscientious.  They are expected to attend all applicable school meetings called by those empowered to do so.

The Deming Board of Education and Superintendent use a basic guideline of 8:15 a.m. - 3:45 p.m. as duty hours for licensed staff and 7:30 a.m. - 4:00 p.m. for administrators. This time frame is used only as a guide because the Board of Education and administrators promote strongly the philosophy of treating educators as professionals. Faculty and staff need to personally notify their evaluator and physically sign out at the front office before leaving the building during working hours.  
LEAVE

In the case of an unexpected absence, you will still be required to have the absence created in the Sub Finder System before 7:00 a.m. Also, it is best practice to notify your evaluator as well. Staff members are encouraged to make contact with their evaluator as soon as possible at the following numbers:

Administrator numbers:
Marlene Padron           575- 494-0014 (cell)
 Jeannette Cox

575-202-5567 (cell)
Adrian Apodaca           575-544-1319 (cell)
Gasper Lozano 
575-494-2181 (cell)
DHS SUB FINDER
Staff members must enter leave into Sub Finder via the internet. It is still best practice to text/call you evaluator to let them know you are out prior to 7 A.M. Sub plans will need to either be emailed to Irma Harrison or Lorenza Gray, or uploaded on the Sub Finder system. If you know you will be out for the following day, please go ahead and call the Sub Finder, for example: If you are ill on Wednesday and know you will be out the next day, notify your evaluator and go online or call the Sub Finder so the system can start finding a substitute. Irma, or your evaluators WILL NOT enter your information into Sub Finder unless it is an absolute emergency. It is your responsibility.
On the Sub Finder, you will notice that you can upload your plans (maximum of 3 uploads) and also leave specific notes to the sub such as: where to find items, where lesson plans are (if not uploaded), etc. If you call in your absence via phone, you can leave verbal directions for your class. You will also be able to select substitutes from the drop down list. The earlier you call in the more likely it is that you will get the sub you requested. 

If you are taking personal days, you must submit your absence in the Sub Finder system seven (7) days prior to taking leave. Personal leave that is taken in conjunction with holidays will need administrative approval. Each employee is granted four (4) days of personal leave per year, non-accumulative.  

If you are taking Professional Leave/Other Leave with Students/Jury Duty/Annual Leave, you are required to submit this in the Sub Finder systems seven (7) days prior to the leave. For any leave that require funds, you will need to enter the reason in the budget code area. For example, if you are taking leave for tennis, put tennis in the budget code, if you taking leave for cognitive coaching put cognitive coaching in the budget code. Coaches and sponsors must submit their leave dates into the Sub Finder system at least one week in advance of an event.
Leave request forms will only be used if you are taking professional leave or leave with students and the trip goes over the weekend. For example, if you are taking the basketball team to a tournament that will go from Thursday until Saturday, you will need to fill out a leave request form for all days.
If a teacher is out sick 3 consecutive days, he or she will need to bring a doctor’s note on the 4th day (the day they return). It does not matter if there is a weekend, 3 days is 3 days. If a faculty member misses 4 or more consecutive days they will need to fill out extended leave paperwork (FMLA) accompanied with a doctor’s; please see Mary Holguin.
Travel Reimbursement
If reimbursement for travel is requested, you will need to complete the green travel reimbursement from obtained from Sylvia Contreras. It will need to be signed by the principal and submitted to Central Office for payment.  If you are traveling with students and the school has paid for the transportation, meals, bus, etc. no reimbursement should be requested by the employee.

If you enter the information incorrectly or need to cancel a date on the Sub Finder System, you are responsible for correcting it. It is recommended that you use the Sub Finder system online whenever possible as it offers you the most choices and is the easiest to use.
TIME CARDS

Classified staff will submit time cards on the workday following the 15th and the last day of each month to Mrs. Sylvia Contreras. If time cards are not submitted on time, the employee will be asked to take their time card to Central Office or risk not being paid until the next pay cycle. 
SUBSTITUTE FOLDER

Have plans available for a substitute either through the Sub Finder system or emailed to Irma Harrison. 
It is a must that you have an alternative set of plans for a substitute to follow when you are absent.  Many times the regular lesson plans are difficult for a substitute to follow unless you have the opportunity to discuss them with the sub and give personal instructions.  See that instructions left for the substitute are clear and provide enough work to keep students on task.  There is nothing more frustrating for a substitute than to walk into a classroom with lessons that are not well prepared or not present.
In-service/Workdays/Early Release day/Field Trips

Faculty and staff: In-service, workdays, and early release days are considered regular staff days; please find day care for your children for all work days. DO NOT leave your children unsupervised in your classroom or area. Also, if you are planning on being a chaperone for your child’s school, you will need to request personal leave one week in advance from your evaluator.  Trips not directly sponsored by the school will require you to take personal leave.  
VISITORS

All visitors must check in. If you have a visitor to the campus that is a family member they will need to follow all check in/out procedures. Family members cannot be in your class during instructional time.  If they are having lunch with you it cannot be for longer than 30 minutes and it must be away from students. We reserve the right to refuse entry to people that do not follow procedures.
Check In/Out Procedures- All visitors at either DHS campus must have a valid ID and sign in at the front office.  We will take a picture of the visitor, scan their identification and then provide a paper badge for them to wear.  On the badge it tells you where the visitor is going.
For District employees that are in the building they will have a district ID.  If they are here frequently like some of our maintenance workers and technology support they will have a small orange circle attached to their badge.  District employees that are not in our buildings very often will continue to have a printed badge along with their district id.

The rationale for doing this is to ensure student and staff safety.  It is important that the front office knows who is on campus and what their reason is for being here.  If you encounter people in the building without identification please call for security or an administrator.  

PROFESSIONAL LEARNING COMMUNITIES
All teachers will participate in a Departmental Professional Learning Community that will meet during their prep time. This is a supportive team that will interact to share ideas, review data, solve problems, and discuss best practices for teaching and learning based on current student data. All teachers are expected to be an active member of the group by attending and contributing to the focus of the work of the group. 

CURRICULUM MAPPING/LESSON PLANS
All teachers will be utilizing pacing guides/curriculum maps. The mapping is based on unit planning of the content. Pacing guides/curriculum maps will eventually be uploaded to the Canvas system.
· Makeup Work (absences)

· Availability of Teacher (preparation periods, times, etc.)

· Lab fees (if applicable)

TEACHER EVALUATION PROCESS

DHS Teachers: All teachers fall under the New Teacher Evaluation Process outlined in the website: nmped.org and Deming Public Schools Human Resources Division.
Classroom Observations are formally scored two to three times per school year. Observers are school leaders trained and certified in the Oasys Observation Protocol. Guided by a rubric that describes teacher effectiveness at varying levels, observers have an objective set of criteria to evaluate teachers. Feedback is provided by the observer, to the teacher, to improve, expand or fine tune instruction.
All teachers are mandated to create a Professional Development Plan (PDP) by the 40th day of the year; Friday, September 30, 2017. This document details what professional development the teacher will be responsible for completing by the spring of 2018. The topic, level, and scope of the PDP should reflect the teacher’s level, years of service, etc. During the school year the teacher is responsible for collecting artifacts to support his/her successful completion of the PDP. 

As a part of the mentoring program mandated by the state, all first, second, and third year teachers are required to video tape a lesson and complete a conference with the building TOSA. This video may be utilized by the teacher to help them dialogue during the evaluation conference with their administrator. 

All teachers (after his/her third year) go on an evaluation cycle in which the administrator utilizes a formative evaluation document for two years and a summative document every third year in the cycle. These teachers are still required to successfully complete a PDP and write his/her personal reflection.  All teachers need to maintain classroom artifacts of their PDP.
STAFF DRESS CODE

Throughout the district we are making every effort to present a professional daily appearance to students, parents and community in all of our schools.  Teachers are allowed to wear jeans on Friday. Teachers are encouraged to wear Wildcat colors and gear on game days. Teachers may not wear hats in the classroom.
It is our goal to set a good example for our students.  Your cooperation in this effort to present a professional appearance daily is appreciated throughout the Deming Community.
THE PLEDGE

The pledge will be recited daily by all students and staff. All students and staff will stand for the pledge. Students that do not wish to recite the pledge must provide written documentation from a parent or guardian. Again, the pledge will be recited every day and all students will stand for the pledge.
CLASSROOM MANAGEMENT

Teachers are employed to teach and students are in class to learn.  Teaching or learning cannot take place unless the teacher has complete control of students in her/his class; therefore, teachers must maintain a high level of classroom management in the classroom in order to carry out their assignment. Each teacher will be provided with 3 discipline referral forms at the beginning of each semester, in the event that you need additional referral forms, contact your evaluator.  

Post all of your rules and regulations in your classroom, and be sure students understand your rules.  It is the teacher’s responsibility to enforce student dress code policies.  Refer to the student handbook (excerpt below) for discipline and dress code policies.

No policy can be made to fit all situations.  The procedures below are those we will follow.  Remember, THE BUSY AND INTERESTED STUDENT WILL BE LESS APT TO CAUSE PROBLEMS; THEREFORE, THE BEST ANSWER TO DISCIPLINE IS AN ENGAGING AND ACTIVE LESSON AND POSITIVE ENVIRONMENT.  

Please do not assign students to sit in the hallways unsupervised either for discipline or for test make-up.

SUPERVISION OF STUDENTS/HALL PASSES

Hall passes are with individual teachers. Under no condition is a teacher to send a student from his or her classroom without a destination, whom to see, a purpose, and the hall pass.  Do not allow students to leave your classroom to go to another classroom to work on assignments for another class or to visit.  One student per hall pass, please! 
HALLWAY CONTROL

All teachers are to assist in hallway supervision during class changes.  Teachers are expected to be at their classroom door until the tardy bell rings to monitor and greet students. Your presence will encourage students to conduct themselves appropriately, and you should urge them to move along so they can get to their next class on time.  This includes lunch and after school dismissal.

Teachers will be expected to take any action necessary, within district policy, to correct disruptive student conduct at any time.  If the action taken is ineffective, please report the incident and student(s) by name to the office as soon as possible.  Hallway control is everyone’s responsibility.
STUDENT CHECKOUT PROCEDURE

Deming High School observes open campus at lunch only for students who meet specific indicators. Students may check out by having a parent or legal guardian who is listed as a contact in their student information sign them out; the following must be included on the checkout list: relationship, date, and time.  All students must have parent permission in order to check out.  Faculty and staff may not authorize a student checkout.  
IN SCHOOL SUSPENSION
To continue our students’ educational successes the following are the procedures and guidelines while attending ISS.

1. Students are assigned to ISS through the discipline referral process by administration.

2. Students that are assigned will need the following material from teachers.

· Daily lessons for that student (Handouts, worksheets etc.)

· Textbooks located in the ISS room

3. Students will only be allowed to leave ISS if cleared through administration.
4. Students will surrender cell phones to the ISS monitor.

5. Students will email their teachers, asking for work to be assigned. This is the student’s responsibility. 

6. Teachers will not send students to ISS to test; that will be completed in the classroom.
COMPUTER LAB USAGE
Carbajal, Kassandra Cabrera, Angel
Lab Managers are responsible for the management of the computer labs and will assist the teacher in using the lab and in following lab requirements and procedures.  To use the labs, contact the lab manager and reserve your time.  It is best to call a week in advance so that there is sufficient time to make sure that all students who will be using a computer have their forms turned in.

If the entire class reports to the lab, teachers are responsible for teaching students in the lab and for monitoring the student’s progress and use of the lab.  Teachers are responsible for assuring that lab equipment and supplies are not defaced, abused, or used inappropriately by his/her students during his/her classes’ assigned lab time.  Although the lab manager will help the teacher in monitoring student use of the lab, the teacher should not expect the lab manager to take responsibility for the class or their behavior.  The teacher should not leave the lab expecting the lab manager to attend to his/her class while the teacher accomplishes some other task outside the lab room.  The teacher and lab manager should work together to see that students are successful in the lab.  

If students need to complete research or projects the lab manager will need to approve their entrance into the lab.  If approved, please send the student or students (up to five) to the lab with a note.
COMPUTER AND INTERNET USE POLICIES

· Students need to have a signed computer/internet use form on file. Students who have not turned in a computer/internet use form will not be allowed on the computers in the labs.  No exceptions!

· Food, drinks and gum are not allowed in the computer labs.

· Students may not be left alone while in the computer labs.

PEP RALLIES AND ASSEMBLIES

It is mandatory that all staff must attend pep rallies and assemblies.  If your prep period was purchased by the District you still need to attend all pep rallies and assemblies.
Faculty and staff, please assist in escorting all students to and from the assembly area.  Help with control at school assemblies, please sit in the bleachers with the students, and assist with crowd control.  Your participation is valued by our students.

VOLUNTEERS

All volunteers paid/unpaid must first get prior approval with personnel and the building principal.  Volunteers must meet all District criteria to work within the schools.
MAIL
Staff mailboxes are located in the main campus teacher’s lounge and the Hofacket campus teacher’s lounge.  Staff members are expected to check mailboxes at least once a day. Failure to do so may result in not receiving messages, bulletins, and announcements or receiving notices too late for proper action.  Non-emergency messages to staff members will be placed in mailboxes instead of interrupting class.

Students are not to be sent to pick up teacher’s mail; mail must be picked up by the teacher.

Central office utilizes a metering machine for school mail.  Drop school related mail into the “Central Office” box in the main campus or Hofacket campus front office.  School mail is delivered to central office at 2:00 p.m. daily. Large quantities of outgoing mail requiring postage must have administrator approval.

COPY MACHINES/SUPPLY REQUISITIONS

Jacquez, Claudia  
Copy machines are located in the main campus. The Copy Center staff will run all staff copies.  Please give the Copy Center staff enough time to complete large orders and do not send students to deliver or pick up copies.
Items normally kept on hand at DHS (such as pencils, staples, chalk, etc.) may be requisitioned from the Copy Centers by completing and submitting a supply request form. Please anticipate your supply needs a day or two in advance to allow ample time for your order to be filled.  Supply orders will be placed in your mailbox or delivered to your room.
ANNOUNCEMENTS

 Iris Chaves 

Teachers needing to make announcements can email Iris Chavez or fill out the announcement form located in her office. Please note that announcements for the following day need to be submitted before 3:00 pm of the current day.  All announcements must be emailed of filled out by an authorized teacher, sponsor, coach, and approved by an administrator.
ATTENDANCE
Rachel Hernandez
Staff will be responsible for entering attendance into the networked computer system Infinite Campus on a daily basis.  We are requiring that staff members enter attendance during the first ten minutes of each class period.  It will be your responsibility to maintain all records through the Infinite Campus Software System.  It is important that you maintain accurate records.  
Substitutes: Leave a copy of your rosters for your substitute. In the case of an emergency, a secretary will print your rosters for you. 
Coaches and Sponsors: Lists of students excused for activity/athletic events must be submitted to the attendance clerk at Hofacket campus, and Activity/Athletic office, at least three (3) days prior to the event. 
We will be monitoring attendance from the attendance office.  We are required to continue the five and ten day attendance referrals to the J.P.P.O.’s office.  Please notify the attendance office when a student reaches three, five, and ten consecutive absences in your class.  Attendance referrals will be given to all teachers. 

ATTENDANCE PROCEDURES
· Please enter attendance at the beginning of the class (this is very important when we are trying to locate a student or trying to determine if the student is present or absent). 

· Mark all students absent when they are not physically in your class; remember the office will be making the changes on the students that are on field trips, sport activities, suspension, ISS, etc.

· It is important that we keep accurate attendance records and your assistance is greatly appreciated.

· Remember if a student has a staggered attendance profile and is referred to the JPO and the case is processed to the court, you will be subpoenaed to attend court on that referral, (the case will be dismissed, after you testify)     

Attendance the first day of school:
· Please enter attendance on the computer (Infinite Campus), starting the first day of school. 
CLASS ROOM TELEPHONE USE

Personnel who have not been assigned long distance access must have administrative approval.  Numbers will then be dialed by a front office secretary and MUST BE LOGGED BY THE PERSON MAKING THE CALL.

Students are not to use classroom telephones for personal calls; they may use the student designated phone located in either front office. The district is able to track inappropriate use of telephones.  Teachers will be held accountable for any inappropriate use. 

SHORT CYCLE EXAMS AND THE PARCC 
Faculty and staff: please encourage our students to do their best on all exams. We need to have the best data possible, in order to make the best decisions for our school and students. We, as a staff, can make a difference with our students concerning their attitudes toward testing! Students will be taking the math, science and language arts portions of the short cycle with their math, science and language arts teachers.  
MID-TERM/FINAL EXAMINATION SCHEDULE/EOC
A schedule for testing year will be announced prior to the conclusion of the school year. Please adhere to all testing schedules for student and teacher continuity.  All students will take mid-terms at the end of first semester and final exams at the end of the year.
GRADES/GRADING PROGRAM
All grades will need to be kept current and available to the administration, when requested, using Infinite Campus Program.
You are responsible for your grades.  Neat, concise, and accurate records need to be kept. Hard copies of grades are turned in at the end of the school year and remain with the school for a period of five years. Teachers: Please make sure your name is written on your grade sheets when you turn them in to Luz Chavez at the main campus registrar’s office.
There should be a minimum of two grades recorded every week.  During each grading period, a minimum of one examination or unit exam is required.  Organized, well-documented grades distributed throughout the year are very helpful in settling controversies over grades.  Instances in which a student fails a course because she or he did not complete required work such as term themes, outside reading, poetry memorization and term reports should be indicated on her/his book records. When entering grades, please specify the date and assignment description for each assignment recorded.  

Teachers will use the Infinite Campus Program to keep track of student grades. Please make sure that grades are kept current. All report card grades will need to be entered as letter grades on the Infinite Campus Program. NO ONE OTHER THAN THE TEACHER SHOULD HAVE ACCESS TO RECORDED GRADES AND ATTENDANCE. HARD COPIES OF GRADES AND ATTENDANCE SHOULD BE SECURE AT ALL TIMES.
	Grading Scale

	97-100
	A+

	93-96
	A

	90-92
	A-

	87-89
	B+

	83-86
	B

	80-82
	B-

	77-79
	C+

	73-76
	C

	70-72
	C-

	67-69
	D+

	63-66
	D

	60-62
	D-

	0 -59
	F​


STANDARD PROGRESS REPORTS

Registrar Main Campus – Chavez, Luz
Progress reports will be printed and given to the student and parent contact, by the teacher, for any student having a cumulative grade below a “C”; whether this is one, three, or 5 weeks into the grading period. The teacher will review student grades in Advisory with each student. 

Standard progress reports will be mailed home at three-week intervals between regular grading periods from the front office.  Please make sure that all grades are kept current in the Infinite Campus Program.  Notifying parents and mailing progress reports home follows our district policy.  Progress report due dates can be found below and a reminder will be sent out by the registrar. 
SENIORS: Teachers are also responsible for notifying the senior counselor six weeks before the end of the first or second semester of any seniors in their classes that are in danger of failing or are failing.
The teacher is ultimately responsible for ensuring that parents/guardians have been notified of their students’ progress.
Parent notification per Central Office:

All faculty and staff need to contact parents within 48 hours of being notified or message left from a parent. Exceptions would include if a staff member is gone on personal, sick, or professional leave. Once the teacher returns the parent phone call would need to be returned as soon as possible. 

COMPUTING SEMESTER GRADES
Computing Semester Grades
Each semester will have two grading periods and a mid-term or final. The formula for calculating the semester grade is as follows: Add the percent grade for each grading period and multiply that sum by three (3) then add the mid-term or final and divide by seven (7). 

This means that for each semester the grading periods are worth three-sevenths and the mid-term or final is worth one-seventh of the semester grade.
For example: (1st + 2nd) x 3 + (mid-term or final)/7=Semester Grade

Computing Final Course Grades :The final course grade will be the average of the two semester grades. 

For example: (1st Sem + 2nd Sem)/2=Final Course Grade
2017-2018 PROGRESS REPORT/REPORT CARD SCHEDULE

Progress Reports must be entered as number grades and updated in Infinite Campus by 4:00 PM on the following dates:

	September 8th 

	November 2nd 

	February 5th  

	April 6th   

	May 4th 


Report Cards must be entered as letter grades and a hard copy of all grades must be turned in on the following dates:
	1st Grading Period Ends
	October 5th 

	Grades due by 4:00 p.m.
	October 7th  

	
	

	2nd Grading Period Ends
	December 22nd   

	Grades due by 4:00 p.m.
	December 22nd   

	
	

	3rd Grading Period Ends
	March 9th  

	Grades due by 4:00 p.m.
	March 11th 

	
	

	4th Grading Period Ends 
	May 24th   

	Grades due by 12:00 p.m.
	May 25th 


GRADES AND GRADE SHEETS/VERIFICATION SHEETS

Registrar Main Campus – Chavez, Luz
Each teacher will be responsible for submitting accurate grades for all students enrolled in their classes.  A schedule will be e-mailed at the end of each grading period listing dates and times when grades and verification sheets are due.  Corrections to the verification sheets must be made in red ink.  Report cards will be issued every six weeks.  Courses will equal a full credit at the end of each semester.
STUDENT ASSISTANCE TEAM
SAT TEAM Coordinator – Isabel Self
Mission Statement
The objective of SAT is to provide support to students having an ongoing difficulty in school, whether for academic, social or emotional difficulties. The model is designed to intervene with students experiencing difficulties in school who may require either additional services or assessments. The intention of the model is to assist student success by creating a positive learning environment with support systems for the student and for the teacher.

Collaboration is an integral and dynamic force that creates a shared responsibility for all students. The collaboration will occur among: campus personnel, district support systems, students, parents and/or community members. The intention of the SAT model is to create problem solving, to implement and track strategies, to share in decision-making, to provide staff with support, and to document this entire process. This process may or may not lead to a referral to special programs such as Section 504, special education, or support health services. The documentation becomes part of any future referral should the need arise.

SAT
STUDENT ASSISTANCE TEAM CAMPUS PROCEDURES
SAT Team Personnel

The SAT team is composed of individuals who have first-hand knowledge of the student and who have professional knowledge that allows them to help with appropriate resources or interventions.

· Student’s Classroom Teachers (teacher initiating referral must attend)

· Student

· SAT Coordinator

· Campus administrator or designee

· Grade-level Counselor

· Specialists – may include school nurse, social workers, bilingual representative, instructional leaders, or other personnel with knowledge of the student and/or concern

· Parents – invited to SAT meetings

SAT meetings are face-to-face brainstorming sessions to create interventions to help not only students who are having issues but also their teachers.  Email blurbs are not part of the SAT meeting.  They are part of documentation and data collection only.

SAT Referral Process

The teacher fills out the referral form (Parts A-D) and attaches any documentation listed at the bottom of the form.  Part E is filled out if behavior is a concern.  The referral and attached documentation is given to the Campus SAT Team Coordinator who schedules a SAT Team meeting.

Alternative instructional strategies/interventions to assist the student should be tried and parent contact should be made before a SAT Team referral is initiated by a teacher.  **Interventions and communication with parents need to take place in a timely manner in response to teacher concerns.  Document your early interventions.**

If the student is unsuccessful despite normal classroom interventions and solicitation of parent support, a SAT Team referral should be considered. 

Parent referrals should be forwarded immediately to the SAT Team Coordinator.  A SAT Team meeting should be scheduled to decide the response to the referral.

Gifted referrals require one SAT meeting.  Students are still being identified at our level for the program.   Please take the time to consider SAT for these special students as well.  

This process may or may not lead to a referral to any special programs such as Section 504 or special education. The documentation of this process does becomes part of any future referral should the need arise.
*** All FERPA regulations must be followed by teachers and staff.
TEXTBOOKS

Main Campus- Harrison, Irma -Holguin, Mary
Books, which, through a student’s negligence, have been damaged beyond use, will be considered lost as far as charges are concerned.  Damaged textbooks will be charged according to the extent of the damage.  Parents and students will sign the Infinite Campus print out acknowledging their responsibility to pay for lost or damaged items. Teachers must turn in any charges to Sylvia Contreras at the main campus. Teachers will need to have all books entered into the system by October 1st.
Teachers are strongly encouraged to conduct periodic textbook checks.  Missing or vandalized books are to be reported to Beatrice Armendariz at the main campus; the book will be included on the Fees and Fines list.
All students will take their student book check in/out form to each class to have it completed by their teacher, have it signed by a parent, and then returned to their advisory teacher.
TEXTBOOK INVENTORY

A textbook inventory will be conducted at the end of each semester.  Accurate records must be maintained on all textbooks. The chairperson for each department will receive an inventory after the first reports are compiled.  The department chairperson will maintain an inventory of all textbooks not on the State Adopted List. TEXTBOOK INVENTORY IS EXTREMELY IMPORTANT.  YOU ARE RESPONSIBLE FOR TEXTBOOKS IN YOUR CLASSROOM.  THE BOOK DEPOSITORY FOR UNUSED BOOKS IS LOCATED IN THE BASEMENT.  PLEASE DO NOT PLACE ANY BOOKS OR MATERIALS IN THE BASEMENT WITHOUT CLEARING THIS REQUEST WITH MRS. HARRISON.

How to enter book fines into the Infinite Campus Program
Training will be provided for this procedure. 
 

INVENTORY

Main Campus-Harrison, Irma Front Office 
Staff should secure approval from an administrator to remove or transfer items from their classroom.  A form may be obtained from the assigned building secretary at each campus to record the removal or transfer of items. Periodic spot checks of inventory for which you are responsible may be made during the year.  PLEASE DO NOT TRANSFER OR REMOVE INVENTORY WITHOUT PRIOR ADMINISTRATOR APPROVAL.
KEYS

Main Campus-Harrison, Irma Front Office 
In accepting school keys you are totally responsible for their complete replacement if they are lost or stolen.  Once you sign for your keys and they are no longer in your physical possession then any re-keying within the building, to include key replacement and labor, will be charged to you.  
Building keys are issued with administrator approval by assigned front office staff.  All building keys in your possession must be listed on key inventory sheets in the front office.  DO NOT DUPLICATE KEYS.  Employees will be responsible for the cost of re-keying locks if keys are lost.  Keys must be checked in at the end of the school year.  Do not lend your keys to anyone. Do not give your keys to students for any reason.

TECHNOLOGY 

This is a reminder to everyone that sending jokes, inspirational messages, personal pictures and junk mail to all employees using the dpsstaff@demingps.org email account is against Board Policy “476 – Use of Computers”

Also, using the district network (or email system) to promote a business or sell any personal item is against State Regulations and should not be practiced.  Utilizing the network resources in this way also causes high traffic volume and can reduce its availability for educational/business related activity.

Have a great 2016-2017 school year!  Please feel free to call the Technology Center at 543-1099 if you need assistance.

· Technology Inventory: Will only be completed via paper form if a teacher is leaving the school/district. Technology inventory has been updated through the Technology Department. 

· Removal or Receipt of Technology: To keep track of technology equipment notify Shane Coker, Main Campus, of any removals or receipts of equipment that takes place inside your rooms.  This is the teachers’ responsibility. 

· Unwanted Inventory: To have unwanted technology removed contact your department chair.  You will need to have the item description (type and model), the serial number and tell whether or not the item is working. DO NOT place in a storage room or another classroom without notifying your department chair or technology.    
· Technology Problems: For problems with any of the technology, such as not working properly or not working at all you can send an e-mail to the computer lab aide for in house help. Technology Problems: For problems with any of the technology, such as not working properly or not working at all you can send an e-mail to the computer lab aide for in house help.

FROM TECHNOLOGY

The sharing of inspirational/funny messages is allowed as long as there is no foul language or derogatory remarks against any person or persons.  If you choose to forward these types of messages, you may not send them to the entire district, but only to those employees who you KNOW will want to receive the message.  If you receive messages of this type and do not want to, you must inform the sender, asking him or her to leave you out of future emails of this type.

Emails advertising products or services offered from any private business CANNOT be sent via district email.  There is a Federal Law that states no government equipment or system can be used to promote or profit a private business.  Emails advertising personal items for sale, or rent, garage sales, etc. are also not allowed.

Because of our low bandwidth we would greatly appreciate that no large emails with pictures or videos are forwarded to the entire district as a whole using the dpsstaff@demingps.org group list.  This causes a strain on our network and other services are greatly affected.  

Faculty and staff: please empty your e-mail phone messages or they could be emptied for you.  We have limited space and recommend that you delete e-mails and phone messages on a daily basis.
WORK ORDERS

Irma Herrera 
Repair and maintenance requests must be submitted either by email.  Please list any repairs or maintenance requests, which cannot be taken care of by building custodians on the email.  Ms. Herrera will get approval and they will then be forwarded to the Central Office Maintenance department. Please note that work requiring the maintenance department will be completed in a priority manner.
HOW TO REQUISITION/ORDER
Main Campus – Contreras, Sylvia- Secretary
The following procedure is to be followed when ordering books or supplies.  (NEVER ORDER OR PURCHASE ANYTHING WITHOUT FIRST OBTAINING A PURCHASE REQUISITION, FAILURE TO DO SO WILL RESULT IN THE EMPLOYEE PAYING FOR THE ITEM(S) PERSONALLY)

· Obtain the proper form from the front office.  List all books or supplies needed on this form.                                                                                                                                                                                                                                                                                                                                                                      

· All athletic or activity supplies must be requisitioned through the activities office.

· All requests for any purchase charged to the school operational budget must be approved by the department chairperson prior to submittal to the front office.

· Return form to Sylvia Contreras for approval and then to central office.

· All purchases must have full authorization and approval by administration.

FACULTY PARKING

Designated areas are reserved for staff parking east, south, and west of the main building and the Hofacket building parking lot.  Parking stickers will be issued for identification purposes and must be displayed at all times.  Please display your parking sticker given to you on the rear view mirror in your vehicle.  This will avoid difficulty in identifying authorized vehicles parked in teacher parking areas.  Please avoid parking in the semi-circle in front of the main campus or in the designated administrative parking spots in front of Hofacket campus or on the side of the main campus gym.
“School Health Services” Information for DPS Staff

Prescription and Over the Counter Medication Policy

DPS has neither the responsibility nor authority to administer medication at school. If a prescribed/over the counter (OTC) medication needs to be administered during school hours, parent/guardian will need to visit the School Nurse’s office and complete the required paperwork. Deming Public Schools does have a Student Medication Policy which states “All medications require signed parental and/or healthcare provider consent before they can be administered in school.”  Only authorized personnel may administer prescription or over- the-counter medication to a student.  All staff should refer the student / parent to the School Nurse’s office for any questions or concerns related to medication administration and health issues. To ensure safety at school, all student medication needs to be turned in to the School Nurse’s office.   Medications ordered for after-school program hours, on school field trips, and other short term school events should be given by designated school personnel who have received the district-approved training by a School Nurse.  

Emergency Medical Authorization 

The PED has required that an “Emergency Medical Authorization” form be distributed to each student annually at the beginning of the school year.  The purpose of this form is to establish prior parental authorization for the transport and treatment of a student in a medical emergency when the parent(s) /guardian(s) cannot be reached.  It also contains essential health history information on each student which will accompany the student on any medical emergency transportation.  When a student turns in this Emergency Medical Authorization form to you, please return it to the School Nurse as soon as possible.  It is a vital part of DPS Emergency Plan.  

School Emergencies

In the event of an emergency in the school setting, if another staff person besides the School Nurse calls 911, please notify Administration and the School Nurse in your building to inform them about the situation.  

Confidentiality & Student Health Information 

School Nurses and Health Assistants are required by law (FERPA & HIPAA), to maintain the confidentiality of student health records.  In the school setting, the issue of “need to know” arises when other school personnel need to know confidential information in order to provide appropriate educational services beneficial to the student.  Confidential student health information may be given to you on a “need to know” basis only. 

LIBRARY/A-V EQUIPMENT
Teresa Ortiz
Some A-V equipment will be assigned to department chairs or classrooms.  The DHS Librarian will furnish the department heads with a list of A-V equipment.  At the end of the year all equipment will be turned in to the library.  Equipment repairs, exchanges, etc. should all be arranged through the Librarian.  Please place A-V equipment request with the librarian.

Our main building and Hofacket building libraries are open for individual and group use by students and faculty before and after school.  Library materials are catalogued according to the Dewey Decimal System.  The classroom teacher scheduled in the library is required to stay with his or her class.  Students from other classrooms should not be allowed to go to the library while classes are in session.  Every teacher who wants a regularly scheduled library time will receive it.   Any teacher may sign up to take a class to the library at his or her convenience as time permits.  One week is the maximum time block in sequence to allow better access for all teachers.

Students may pay library fines before school, at noontime, after school, and between classes.  Teachers are strongly encouraged to review this policy with students.  Fines must be paid on books returned to the library after deadline dates.  Students holding overdue books will have limited library privileges until such materials are returned and fines are paid.

Teachers are to take their hall passes with them to the library for their students to use.  The library is not used as a place for students to visit their friends.  The library should be used primarily for the areas listed below:

1. Check books out or in.

2. Use resource materials.

3. Read magazines, newspapers, periodicals.

4. Study hall with teacher/librarian approval.

Follow the guidelines below in allowing students to go to the library:

1. Allow no more than two students from a classroom to go to the library unless you clear it with the librarian to send more.  This does not apply to classes, which are scheduled to use the library under the supervision of their teachers. The teacher is required to stay with the class in the library at all times.

2. Do not send students to the library unless they have specific assignments from your class.

ACTIVITY FUNDS

                                                     Main Campus, Chavez, Bernie, Activity Director

The Director of Activities/Athletics will have administrative responsibility for all student activity funds.  This office is located in front of the main gym in the main campus.  Prior approval must be secured for all expenditures against activity funds.

Sponsors and coaches are responsible for reviewing the cash balance in their particular accounts.  Each sponsor/coach is responsible for keeping a record of all deposits and disbursements in his/her account.  Check with activities office to be sure accounts are correct.

Money collected for any group will be deposited through the activities office.  Students who collect funds for any activity must give receipt to the person from whom the money is collected, unless something is given to that person such as a ticket, candy, etc.  The sponsor must always give the student a receipt for money, which she or he turns in to the sponsor.  Monies will not be kept in classrooms for any reason.  All monies received must be turned in on a daily basis.  Deposits are made daily. All monies need to be counted by new people. A receipt must be given at the time of counting. Sponsors are directed not to sign any blank forms.
*Exception: Booster Club monies should be turned in to the respective booster club treasurer as received.  Avoid handling booster club monies.  

Sponsors/coaches are responsible for making the fact clear that NO STUDENT IS TO MAKE PURCHASES OR MAKE FINANCIAL OBLIGATIONS FOR ANY SCHOOL ACTIVITY.  All expenditures for activities, clubs and classes must have prior approval and be made by a requisition.  Sponsors and coaches must verify bills received and purchase orders will be sent along with the invoice to central office for payment.  All invoices received by a club, class or activity must be brought to the office immediately.  It is the responsibility of the sponsor to see that these requirements are met promptly.

Students are not to be sent during class time to pick up purchases.

Fundraisers: Organizations/teams are allowed two fundraisers per year. These fundraisers must have prior approval from Mr. Mike Ellis, our Director of Activities and Athletics. There are fundraiser approval forms available in the activities office.

General Money Handling Procedures for Activities:

· All clubs, organizations, and activities will follow school policies regarding monies. 

· No money will be kept in any classroom, office, or closet area on campus.

· All money will be deposited at the Activities office by the instructor or assistant daily, if collected. 

· Any time money is collected from students; a receipt will be immediately produced and issued to the student. Student money will be counted in front of the student.

· Any fundraising money from events will be counted by a minimum of 2 people. Before and after the event. 

· Each club will provide a daily ledger that identifies the student, receipt number, date, and the amount they turned in. 

· Activities can exchange all coins for bills, if needed.

· All fines and fees will be handled using the same process.

Band/Choir/Other Booster Procedures:

· Money will be collected only on Wednesdays. 

· The monies collected will then be deposited immediately with Activities. Once deposited a booster representative can then collect the funds and take them to the bank.

· Money is then taken to the bank and deposited in the night deposit box.

The Person that turns in the money does not have a key to the Deposit Bag.
EF TOURS/OTHER TRIPS NOT AFFILIATED WITH THE SCHOOL OR DISTRICT

Faculty and staff: Any work days that are missed for these types of trips must be taken as personal days. We cannot sell items at school to raise money to fund any faculty/staff individual trips, since these are not school sanctioned events. This is against the NM procurement code. These types of trips cannot be announced or advertised through the school site email. For all EF tour trips (or other tours), a letter will be signed by all parents, students, and staff traveling on the trip.  The letter will alleviate the district and the school from being responsible for any issues that arise on these excursions.  ALL trips whether school sanctioned or not need to be approved by Mrs. Padron.
ACTIVITY/ATHLETIC TRIPS - FIELD TRIPS
Main Campus – Chavez, Bernie, Activities Director

· All activity/athletic or field trips must have prior administrator approval.  Leave request forms must be submitted to the front office at least one week in advance and vehicle request forms must be submitted to the activities office.

· Parent permission forms are required for all trips.

· A list of all students traveling must be submitted three days prior to departure - one copy to attendance, one copy to activities, and one copy in the vehicle.

· If students are required to pay for meals or other expenses on the trip, parents must be notified.

· All permission forms must state that the trip is a school-sponsored trip and all school rules apply.

· Male and female students are not to be in each other’s motel rooms for any reason.  There are no exceptions.  Sponsors may call group meetings for informative and administrative requests with all students present as long as a sponsor is present. The meeting must be conducted in a central location, not in the sponsors’ room.
· All expenses for trips are to be paid by school purchase order or credit card unless prior approval is obtained.

· Sponsors/coaches for students must be of the same sex as the students on the trip.

· Sponsors/coaches must make arrangements for transportation and confirm transportation 48 hours before the trip.

· Money collected prior to a trip must be deposited daily.  Do not hold checks.

· Problems, difficulties, delays or any situations that are not part of the scheduled trip/game are to be reported to the school administration no later than the first school day after the trip.

DANCES/BANQUETS

Coaches/Sponsors will inform the High School Administration if a dance will be part of their banquet prior to scheduling the dance.
Field trip information from Transportation:  
Staff: you must submit an itinerary and student list for all field trips, even those that are local.  Buses will not be scheduled without this information.

The Transportation Department would like to also inform you of the state statue regarding maximum driving and on-duty time that all staff must adhere to when planning field trips;

(2)     Maximum driving time: The following maximum driving and on-duty time shall apply to drivers of school-sponsored activity vehicles:

(a)     A driver operating a motor vehicle for the purpose of transporting students to or from a school sponsored activity shall not have more than 10 hours total driving time, or more than 8 hours continuous driving time. A driver shall not be permitted to be on-duty a total of more than 15 hours in a 24-hour period.

(b)     The following conditions shall be met in order for a driver to be considered "off duty":

(i)     The driver is relieved of duty and all responsibility for the care and custody of the vehicle, its accessories, or any cargo or passengers.

(ii)     The duration of the driver's relief from duty is a specified, adequate period of time to allow the driver to rest and to pursue activities of his/her choosing off the premises where the vehicle is situated.

SCHOOL SPONSORED ABSENCES FOR STUDENTS

A written list with the date of the activity along with the names of the students must be submitted three days prior to departure.  The list is to be turned in to Mrs. Contreras in the Attendance Office at Hofacket campus. If a student did not attend the activity, notify Mrs. Contreras so that the school sponsored absence can be changed.  This must be done in a timely manner so that attendance letters are accurate.

SCHOOL VEHICLES

All staff must attend mandatory training prior to using a school vehicle.

The maximum allowed speed limit for a school vehicle with student passengers is 65 mph on an interstate highway and 55 mph on rural highways.  However, weather, road conditions, traffic, light conditions, and the posted speed limit may require that the vehicle be driven at a lower rate of speed. Please obtain vehicle request forms from either front office or the activities.
CLASS ORGANIZATIONS

All clubs, organizations and groups that are in place at DHS must have criteria on file with the Activities Office how they are rewarding seniors with CORDS at graduation.  No organization is allowed to use Sashes because every senior is getting a class sash to wear at graduation.  If you do not have your information on file your seniors will not be allowed to wear cords at graduation.  The purchasing of Cords is the sole responsibility of each organization, the Activities Office and DHS are not responsible for any funds needed to purchase cords. Our head sponsors positions come with a stipend and the head sponsor will remain with their class for all four years. 
STUDENT SENATE - Deming High School’s Student Senate is the most prominent school organization, heading many different events and projects. The purpose of Student Senate is to promote school pride, develop teamwork and leadership skills, and to develop pride and commitment to the local community. Student Senate members are the student body leaders of Deming High School and with members representing each class, they are the voice of the students. They participate in and organize school activities, support teachers and students, and facilitate good relations and communication between the student body and the school administration.

FRESHMEN CLASS – This class has very limited activities during the school year. The size of the group makes it difficult to have activities. Also, it is generally felt that some activities should be reserved for the students during their junior and senior year. This class will begin fundraising for their sophomore, junior, and senior year.    

SOPHOMORE CLASS - This class has very limited activities during the school year.   The size of the group makes it difficult and some activities should be reserved for students during their junior and senior year.  Sophomores are prom servers (Help set up prom, serve during prom, help break down prom) (Help set up and clean up the bon fire for homecoming.  It is the responsibility of the sophomore class to decorate for graduation. The class will be in charge of getting the senior class number display prepared for graduating ready as well. Two large floral displays will be placed where the seniors enter the field; this is the responsibility of the sophomore class. Sophomores help decorate at prom and are also servers.  They also have to set up and clean up the bonfire activities.  

JUNIOR CLASS - This is a busy group with one paid sponsor increment added to oversee junior class activities.  Careful organization, as well as class supervision, is necessary for this group.  The main purpose for all fundraising activities during the junior year is the Junior/Senior Prom.  Juniors have fund raising activities to raise money for prom so they will have to work football games.  

SENIOR CLASS - The senior class should elect its executive committee early in the year.  This committee serves to select choices for the class motto, colors, the class flower will be in the form of a pin (a floral display item only, seniors will not be receiving flowers at graduation), class song, etc. for the entire class to vote on for graduation.  All graduates will receive a senior sash, for this is covered in the purchase of their gown. The top ten students receive a plaque, not flowers. The principal will provide the class officers with the general program for graduation early in the school year.

All organizations will adhere to their specific constitution, the student senate constitution, and the rules and policies set forth by the school and the school board.

CLASS SPONSORS

If you are assigned a sponsorship of any group, GET INVOLVED.  Sponsors must attend class meetings and supervise.  Start fundraising early in the school year to avoid last minute rush before funds are needed.
Each group of class sponsors from the previous year will continue to sponsor that same class the following year, when applicable.  For example: Last year’s junior sponsors meet with this year’s seniors; last year’s sophomores meet with this year’s juniors, etc.  Teachers assigned to student council will rotate to freshmen and fall into a regular pattern each year. Teachers assigned to seniors will be free the following year, when applicable.
Sponsors must serve not only as a sponsor, but must also see that all of the obligations of the club or group are carried out.  It is not enough to simply remind the students that certain things are to be done.  High school pupils are young adults, but yet in the developing stage, and more often than not, they must be encouraged frequently to see that things are done.  All sponsors are required to attend all class activities.


The Head sponsor will divide sponsorship responsibilities in order to alleviate the number of hours being spent as sponsors.  Also, those sponsors not being paid an increment will be asked to attend all class meetings, assist with fundraising, class plans, and attend any activities the class sponsors. 
Please see end of handbook for 2017-2018 sponsorship assignments.
Department Head Expectations

1. Conduct department meetings. 
· This will include regular department meetings as needed, early release department meetings, etc. 

2. Keep track of books for the department by maintaining a record of which books are assigned to each teacher. In other words, he/she would keep an overall inventory of department books. The inventory does not have to be done by the department head, but he/she will maintain the records. 

3. Assist the leadership team with insuring that department members are following and enforcing policy in their classrooms. 

4. Other duties as assigned.

Use release time to:

(a) Visit classes within their department and act in an advisory capacity to the principal

(b) Model teaching if requested
(c)Department chairs will be evaluated by administration on a yearly basis 
Lead Teacher Expectations
Role: 

 Departments with lead teachers will serve the instructional needs of all teachers. They will serve as a mentor for their department in implementing best practices to increase student success. This is a non-evaluative role with a growth mindset for all teachers while building capacity. They must participate on a regular basis in the direct instruction of students and serve as faculty for professional development activities. Also, lead teachers are responsible for assisting in the development of standards-based curriculum and assessment opportunities, research-based instructional methods, aligning of materials and resources to curriculum outcomes; they are responsible for weekly classroom observations in support of teacher growth.
Lead teachers are dedicated to the improvement of the teaching profession and be able to provide constructive criticism, helpful solutions and transparency to other teachers without alienating or discouraging them. They promote lifelong learning and create positive learning environments. They possess good observational and analytical skills and be able to offer fresh, creative solutions in difficult situations. Instructional leaders will participate in their own professional development in preparation for the upcoming school year during the month of July. 
DUTIES & RESPONSIBILITIES:

· Instructional support for all teacher

· Lead collaborative planning based on student assessment data

· Lead the development and implementation of common and formative assessments in core content areas (high quality, high rigor)
· Report and consult regularly with school's principal and assistant principals about the process not the staff
DUTY 

All staff will have duties as assigned. All teachers are required to be outside of their classrooms during passing periods. It is the responsibility of all staff to be aware and to report any negative behavior observed in the hallways. Before school duty begins at 7:50 a.m. to 8:12 a.m., and afternoon duty begins at 3:44 p.m. to 4:05 p.m. Regular duties will be assigned in a schedule, but the administration reserves the right to implement an emergency schedule as the need arises. If you cannot be at your duty station, it is your responsibility to find someone to cover for you. Changes must be reported to the principal. If you have a substitute, it is your responsibility to inform him/her of your duties (in your sub plans).

If you are unsure about any of your responsibilities for your duty station, please see an administrator for clarification.  Our number one priority is staff and student safety. If at any time you become suspicious or have difficulty with a student or parent/visitor contact the administration immediately.  
Lunch Detention –
Students are to report to lunch detention on their own, where they will sign in.  

· Restroom privileges will be allowed only at the monitor’s strict discretion.  A special detention pass will be provided.

· Students will not be allowed to go to another teacher’s room to do any type of work while in detention unless it has been cleared through a principal.

· Detention has a special purpose and will only be as effective as we make it.

· A special form and roster will be provided for your information while students are in detention.  
STANDARD FIRE DRILL/CODE DRILL SIGNALS

Standard drill signals to evacuate will be heard over the P.A./bell system as an alarm tone or as a verbal directive over the P.A. system.  Escort students out of the building in an orderly manner without rushing, pushing, or crowding.   If you are on PREP, you must exit the building with everyone else. The signal to return to the building will be a long continuous sounding of the buzzer. Students should be instructed in the use of the alternate routes and consideration should be given to the evacuation points, far enough away from the building for safety and clear of any paths that emergency vehicles may take during their response, including parking lots.  Instructors need to have a student roster and reporting forms available should they not be allowed back into the building. Drill information must be submitted into Infinite Campus immediately, once you return to your classroom.
FIRE DRILLS
Fire drills are to be held on an average of once each month after the first month of school.  During the first month of school there will be a fire drill once each week.  The object of the fire drill is to teach students to evacuate the building quickly, quietly, and in an orderly manner.  Students should learn the various fire drill signals and learn to follow fire drill instructions in emergency situations.  Mark the primary exit route in red and secondary exit route in blue on the building plan provided and go over it in class with students, then post it and a copy of the procedures on your bulletin board where all can see.  Please see your department chairperson on evaluating administrator for questions.  Each classroom teacher is to turn in a record of students who took part in fire drill procedures. 

 Fire drill forms are now located in Infinite Campus. Drill information must be submitted into Infinite Campus immediately, once you return to your classroom. ROLL MUST BE TAKEN BY THE TEACHER WHEN STUDENTS ARE OUTSIDE AND WHEN STUDENTS RETURN TO CLASS.  STUDENTS WHO LEAVE DURING THESE PROCEDURES MUST BE REPORTED IMMEDIATELY. Please see an administrator if you have further questions on where or how to submit drill information.
DEMING PUBLIC SCHOOLS 

FIRE DRILL & CODE DRILL SCHEDULE 

The following schedule and procedures will be used by the school sites to conduct drills.  Each school site will be responsible to insure that the drills are conducted and reported to the Risk Management Office and Superintendents Office throughout the school year.  Credit for the drills will be given to school sites when reported and a Progress Report filed with the Superintendent’s Office at the end of each quarter during the school year. The Drill Reports will be submitted via E-mail to benny.jasso@demingps.org and kim.hernandez@demingps.org. 

As Pursuant to New Mexico Administrative Code 6.30.2 NMAC
TITLE 6 PRIMARY AND SECONDARY EDUCATION CHAPTER 30 EDUCATIONAL STANDARDS - GENERAL REQUIREMENTS PART 2-STANDARDS FOR EXCELLENCE

6.30.2.10 PROCEDURAL REQUIREMENTS
M. Emergency drills and practiced evacuations.

(1)     Emergency drills shall be conducted in each public school and private school in the state, including in each charter school, as follows:

(a)     at least once per week during the first four weeks of the school year and at least once per month during the remainder of the school year;

                              (b)     two of these drills shall be shelter-in-place drills;

                              (c)     one of these drills shall be an evacuation drill;

(d)     nine of these drills shall be fire drills, with one fire drill required each week during the first four      weeks of school;

(e)     in locations where a fire department is maintained, a member of the fire department shall be requested to be in attendance during the emergency drills for the purpose of giving instruction and constructive criticism;

(f)     it shall be the responsibility of the person in charge of a school to carry out the provisions related to emergency drills.
Updated by DPS Risk Management Office August 2013
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Deming Public Schools

Classroom & Office Safety Procedures

DPS Handbook 

In buildings with fire sprinklers, combustible materials should have a minimum of 18” of clearance from the level of the sprinkler head deflector. In buildings without fire sprinklers, code requires combustible materials to have a 24” clearance from the ceiling.

Combustible materials posted on the doors should not exceed 5% of the door surface. Combustible materials on the walls should not exceed 20% coverage of each wall surface. Painting wall surfaces to provide background contrasts is preferred to using paper or other combustible materials. 

Materials used for window coverings, decorations or furnishings must be fire resistant or must be properly treated with an approved fire resistant chemical.   Documentation of approved treatments (including chemical, method and date of treatment) must be available in the school site office.

Extension cords may only be used for portable equipment and must be removed after each use. The use of power strips is recommended, and they must be plugged directly to an outlet, not connected in a series to an extension cord or another power strip (Piggy-Backing).

Power and data cords should be segregated to avoid signal interference, and both should be routed away from walkways or may be placed within cord covers to prevent tripping and cord damage hazards.  Do not pile materials on top of power cords because heating may occur and cause a fire.  

All chemicals that are labeled as “Flammable” should be kept away from all heat and electrical sources, in controlled storage and out of the reach of children. These specifically include whiteboard cleaners, white-out, hand sanitizers, furniture polish and spray paint. Please note that Hand Sanitizers contain up to 70% ethyl alcohol.

All chemicals that are labeled as toxic or display warnings like “Keep Out of the Reach of Children” or “Hazard to Humans and Domestic Animals” should be kept in controlled storage, out of the reach of children. These specifically include; antibacterial soaps, wipes and room deodorizers.

The words “out of the reach of children” mean in cabinets that are inaccessible to children. “Inaccessible” means in an instructor’s desk or file cabinet drawer or in cabinets too high for students to reach or in secured cabinets/rooms that are latched (earliest grades) or locked (later grades).

Televisions on mobile carts should be anchored to prevent fall-on hazards.
Teaching materials and boxes should be properly stored on pallets, shelves and cabinets and organized so as not to invite unwanted bugs and animals to occupy them.

Microwave ovens and coffee makers should not be used in individual classrooms because they present burn and scalding hazards to students when accidently tipped or spilled. Coffee makers that are left “ON” also present fire hazards when left unattended for extended periods of time.

For the winter months only portable heaters that are equipped with safety tilt mechanisms will be allowed in classrooms and or offices.  Any heaters found not in compliance will be removed from service immediately.  The units should be operated away from all combustible materials.  












Candle warmers, candles with wicks and open flame equipment are not allowed in classrooms or offices.
EVACUATION MAPS
Evacuation maps for each room should show a primary exit route (in Red) and a secondary exit route (in Blue).

Exit doors and pathways to and from them (exit aisles) should not be blocked, reduced or impeded in anyway. The width of all points along exit aisles should be at least as wide as the exit door(s).  Both primary and secondary exits must be kept clear and accessible at all times.  Classrooms with windows to be used as secondary exits should be marked with a sign (“Emergency Exit”) and be kept clear and accessible at all times.  

Storage must comply with height limitations, be neat, stable and not block fire or emergency equipment/devices including; fire strobes, pull stations, risers, sprinklers, extinguishers and emergency lights or means of egress pathways.

Created by the DPS Safety Office 6-10-09

In cooperation with Frank Taylor – Poms & Associates

VIDEOS
Video equipment should be used for educational purposes only and must be documented within your lesson plans. Videos shown to students must be relevant to subject matter and appropriate for student viewing.  We must adhere to all copyright laws.  Videos related to sex ed., including HIV, must be submitted to and approved by the District Health Education Curriculum Committee before they can be viewed in the classroom.   All videos found in the on-line campus library does not need prior approval, but may require parent permission.  Although administration sees audio/visual aids as an integral part of instruction, we discourage excessive use of videos in the classroom. Videos must relate to content area and should relevant, and documented in teacher lesson plans.  
CLASSROOM CELEBRATIONS

Classroom celebrations, parties, etc. must be approved by your evaluator a week in advance.  
REPORTING POSSIBLE SEXUAL MISCONDUCT

All accusations of possible sexual misconduct by a school employee must be reported to an administrator.  Names must be given so that an investigation can be conducted.

Prompt and thorough investigation of information suggesting misconduct by employees provides a measure of deterrence, helping to protect the welfare of students.  In addition, not all charges of misconduct against an employee are true and verifiable; therefore, prompt and thorough investigation of such information additionally protects innocent employees who may otherwise be the victims of wrongful accusations or rumors.
SEXUAL HARASSMENT IN SCHOOLS

1. Never use sexually explicit language or tell jokes of that nature in the presence of students.

2. Never display sexually explicit or pornographic pictures/materials on school property and never show such materials to students.

3. Avoid engaging in excessively personal conversations, both in person and on the phone, with students.

4. Avoid sending personal letters, cards, e-mails, text messages or gifts to students.

5. Avoid commenting on the physical appearance, including manner of dress and specific physical attributes of students.

6. Avoid to the greatest extent possible physical contact with or touching of students.

7. Avoid giving students rides home.

8. Avoid off-school property, one-on-one meetings along with students, particularly in a home.

9. Never plan or take un-chaperoned overnight school trips with students and, on properly chaperoned trips, exercise the highest degree of caution and propriety regarding interaction with students.

10. Never date students under any circumstances.  Issues of power differential, consent and credibility make such relationships untenable with any level of educational institution.

Adopted from 2008 School Law Conference, Cuddy Law Firm
Administrative Team

	Marlene Padron, Principal

· 90-Day Plan 
· Assistant Principals

· TOSA

· Special Student Services Department

· Bilingual Department

· Foreign Language Department

· Bilingual EAs

· Reengagement Center

· Educational Assistants

· In-School Suspension
· Homebound program 

· Learning Center- Dual Credit 

· Computer ER

· Truancy

· Accountability and Assessment
· Graduation
· Alternative School transfers

	Gasper Lozano, Assistant Principal

· 90-Day Plan

· English Department  

· Career Technical Department

· Custodial Department 
· Carl Perkins 

· GRADS 

· Pearson
· Building maintenance

· Graduation


	Jeannette Cox, Assistant Principal

· 90-Day Plan  
· Social Studies Department 
· Fine Arts Department

· Physical Education Department
· JROTC

· Graduation

· Canvas

· Secretaries/Office Staff

· Charter School transfers

	Adrian Apodaca, Assistant Principal

· 90-Day Plan  

· Math Department 

· Science Department
· ACT test prep 

· Graduation 

· Counselors 
· Counselor Secretary
· Registrar

· School data analysis

· Graduation


	Bryan Simpson, TOSA

· 90-Day Plan

· SPED Department

· SPED Facilitator/Social Worker

· Dual Credit – Learning Center

· Nurses

· EA Trainings

· Infinite Campus assistance

· New Teacher Induction Program

· Dossier Mentoring

· Video Conf. for 1st, 2nd, and 3rd year teachers

· Classroom Observations of all 1st & 2nd year teachers

· Other duties as assigned by Mrs. Padron

	Isabel Self, Gifted Teacher
·  Facilitate SATs

· Support Teacher Instruction for Gifted students
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