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Three Lakes Academy is dedicated to building a partnership among the community,

parents, and school staff to assure each child the best educational environment, the best teaching practices, and the highest expectation for mastering skills and acquiring the knowledge to be successful in today’s world.
Susan Pann, Administrator

Civil Rights Compliance Officer

W17540 Main Street

Curtis, Michigan 49820

(906) 585-6631
THREE LAKES ACADEMY

TEACHER HANDBOOK

SCHOOL DAY

When students arrive at school they are to go to the multipurpose room.  Teachers will be in the cafeteria or hallway by 7:45, 8:45 on Wednesdays, or 8:05 if you don’t have lunch duty. If you need to make copies or speak to Mrs. Pann, it must be done beforehand.
Teachers may leave the building during their lunch or prep times for emergencies if they sign out in the office.

The students are officially dismissed at 3:30 p.m.  Teachers will help maintain orderly conduct at dismissal time. Staff is not to leave the building until buses and parents picking up children have left the grounds.
FACULTY MEETINGS:

Faculty meetings will be held each Wednesday morning at 8 a.m. as a part of the delayed start. There will be occasions that faculty meetings will have to be held directly after school; therefore the delayed start time may be used for lesson preparation. 
LESSON PLANS, RECORDS, EMERGENCY PROCEDURE FOLDER

Lesson plans must be turned in electronically at Planbook.com to the administrator by Monday morning each week. All copies must be made before school starts or during prep time. Staff must keep a record and copy of all correspondence sent home.  Phone conversations must be noted and filed.  An EMERGENCY FOLDER must be easily accessed for a substitute teacher. A copy of the folder needs to be on file in the administrative assistant’s office.  Keep the original with lesson plans.  
MEDICATION

Parents must follow very specific guidelines as found in the Parent/Student handbook and the School Board Policies.  All medications will be administered in the office.  Prescription medications must have doctor instructions as to dosage and times when the medication is to be administered. Over the counter medications must be delivered to the office by the child’s parent.  The administrative assistant and administrator may dispense the medication with written parent consent.  All medications will be recorded pertaining to time and date.   Teachers are not allowed to give out medications whether prescribed or over the counter.  Teachers not in compliance put themselves at risk legally.  Under such circumstances the school will not represent the teacher since it is in violation of the school policy. 
NOTES REQUIRED OF STUDENTS:

Students are required to have notes signed by parents for several situations.


Transportation Arrangements:  Students are required to bring a note from home if they are not 
riding the bus home or must ride a different bus.

After School Activities:  Students are required to bring a note from home if they are staying 

after school for special activities. (clubs, scouts, tutoring) If the note is not delivered to the office by the day of such club meeting, phone calls will not be made home requiring permission to stay.  It is up to the parent/child to give/get permission in a timely manner.

Transportation requests by phone are strongly discouraged.  When parents call in information 

regarding transportation arrangements office staff will contact 

the teacher and bus driver.  Teachers must take the responsibility to see that students 

receive this information.  Every effort by office personnel will be made regarding last minute phone calls changing pick up or delivery drop off.
ATTENDANCE POLICY:

Attendance records are kept by both the teacher and the office.  Please take care in keeping accurate records.  Do attendance daily. Students who arrive after 8:15 a.m. will report to the office before going to their classroom and be marked tardy by office staff.   Children who arrive at 10:00 or later or leave before 1:30 p.m. are counted absent ½ day. 
The Absence Policy includes progressive steps when it appears that excessive unexcused absences and tardiness are interfering with the child’s learning.

The two steps of the Attendance Policy are as follows for the school year:

5 absences in a quarter
A written notice sent to parents becomes part of the school record.


10+ absences  for the year         
Legal notice to parents/guardians of student non-attendance   
                                                                        by certified mail and referral to the Intermediate School District.  


  

                             Legal action through the Juvenile Court may be advised by the 






School, Intermediate School District, or Court.
The two steps of the tardiness policy are as follows:

Any student who arrives after 8:20 is considered tardy.
5 or more times tardy


Written notice to parents  
10 or more times tardy


Meeting with the school administrator to determine action plan to 






eliminate tardiness and makeup missed time.

If a child is well enough to be in school, he/she is expected to participate in all school activities including daily outdoor recess.  In some situations a note from a doctor or parent may be acceptable.

If a child must leave early, the student must have a written note to that effect, and parents are required to stop at the office to sign him/her out.  Please remind parents to check in at the office when they come to pick up their child.  Children are also expected to check in at the office when they return. 

Parents are asked to give at least two week’s advanced notice prior to extended absences such as family vacations.  Please inform the office if you receive such notification.  Teachers are expected to provide appropriate assignments for the days missed.   For shorter notice, we will attempt to work with families.  Some assignments may be given in advance and the child may make up others upon return to school.

STUDENT ACCIDENT OR ILLNESS AT SCHOOL:

If a student becomes ill while at school, he/she should be brought or sent to the office.  If a decision is made to send the child home, his/her parents will be notified by the office staff.  If the student goes home, the teacher will be notified. Staff will not call parents from the classroom regarding suspected illnesses.
Immediately report all student accidents to the office.  Accident forms need to be filled out by the adult in charge and/or the one(s) who observed the incident or to whom the incident was reported. A copy needs to be sent home by the teacher with the students involved as soon as possible.
EMPLOYEE ACCIDENTS:
Accidents do happen.  If you are involved in any kind of accident at school, please report it immediately to the office and complete an accident report.
MAILBOXES & E-MAIL:
A mailbox is provided for each staff member in the office.  Mailboxes should be checked daily.

COPY MACHINE:
A copy machine is available for staff use.  Staff member are not to use copy machines for personal or non-school materials without administrative approval. Please do not make ‘busy work’ exercises.  Make only the copies you need to complete daily/weekly lessons.
PHONE CALLS/MESSAGING:

Please limit your personal calls.  Conducting personal or nonschool business during school hours is discouraged. Texting/messaging or emailing personal business during school hours is prohibited (with the exception of lunch and prep) and will be noted in evaluation file should such usage occur. Exceptions do occur---close contact with a ‘high risk’ student’s parents.
PURCHASING SUPPLIES:

If you need classroom supplies or textbooks, you must complete a purchase order detailing information about the items you wish to purchase.  Such form is to be forwarded to the administrator for approval.  
In order to receive reimbursement for materials purchased, teachers need to check with the administrator before purchasing items.  Detailed receipts must be included when requesting reimbursement.  Use of school credit card is strongly discouraged.  If you use the credit card, detailed purchase forms need to be completed including source of funding and given to the finance director.  Please use a purchase order whenever possible.
AUDIO VISUAL MATERIALS
Audio visual materials shown in the class must be correlated with class curriculum objectives and approved by the administrator.
HOMEWORK

Teachers need to have a communication device for notifying parents when children are required to complete homework.  This may be through a homework folder, daily planner, text message, Illuminate, or email. 

“Homework” shall refer to those assignments to be prepared outside of school by the student or independently while in attendance at school.
A.  Homework should be a properly planned part of the curriculum to extend and reinforce the learning experience of the school.

B. Homework should help students learn by providing practice in the mastery of skills, experience in data gathering, integration of knowledge, and an opportunity to remediate learning problems.

C. Homework should help develop the student’s sense of responsibility by providing an opportunity for the exercise of independent work and judgment. 

D. The number, frequency, and degree of difficulty of homework assignments should be based on the ability and needs of the student and take into account other activities which make a legitimate claim on the student’s time.

E. As a valid educational tool, homework should be assigned with clear direction and its product carefully evaluated.

F. The school should recognize the role of parents by suggesting ways in which parents can assist the school in helping a student carry out assigned responsibilities.

G. Homework should always serve a valid learning purpose; it should never be used as a punitive measure.

REPORT CARD/PROGRESS REPORTS AND CA60’S
Student report cards are sent home four times each year. Please copy the report card and give the copy to the secretary before sending it home.  This is very helpful if a student loses his/her report card.  You must also make a copy of the final report card (including all comments) to be placed in the student’s CA60.  The CA60s must be completed by the teacher each semester and include testing data.

Please keep the administrator and student’s parents informed of any student who is having difficulty with their class work.  Document all intervention strategies and be prepared to present at the next grade level child study meeting.  A mid-marking period communication with parents is strongly encouraged.  
PARENT-TEACHER CONFERENCES:

Parent-Teacher Conferences are important times to communicate with parents about their child’s progress in school.  Conferences will be scheduled during the first and third marking periods. Teachers will collaborate at a staff meeting to schedule conferences. Conference sign-up sheets will be sent no later than one week before conferences.  Another conference may be scheduled as needed after the second marking period.

LIBRARY:

Teachers are responsible for taking their classes to the library each week, taking their class to scheduled library sessions with the librarian and sending individual students to the library when staffed by a librarian. Teachers are allowed to plan/work during library time, but must stay in the library. Staff needs to encourage true use of the library as a valuable tool in the enhancement of education.
DISCIPLINE: 

School wide

School-wide student supervision and discipline is everyone’s responsibility.  Please remind students (regardless of whether or not they are in your class) of proper behavior wherever they are in or on school premises or at a school sponsored activity. Please refer to the Parent Student Handbook for more detail.
Classroom
Every teacher is expected to communicate with his/her students the classroom rules and consequences.
In school suspension may range from one hour to two school days. Should the suspension need be longer; a meeting will be scheduled with the student, parents, teacher and administrator.  In school suspension will be supervised by a staff member.  The student will complete daily classroom assignments while serving in school suspension. 
Disciplinary actions may include in school suspension or after school detention.  If an after school detention is necessary, complete a detention form and get the administrator’s approval.  Parents must be given twenty-four hour notice before any detention outside of school hours occurs.  If the student is absent the day the detention is to be served, s/he will serve it the first day back at school.

PHYSICAL PUNISHMENT

Physical punishment is strictly forbidden by law.  The only permissible reasons for use of CPI training with a student are when there is a threat of physical harm to self or other students or the need to confiscate dangerous weapons, but only by a certified staff member.
ELEMENTARY COUNSELING:
A school social worker meets with several students on an individual basis depending on the legal requirements of an IEP or other paperwork. Parents need to sign and return the permission slip (found in shared staff).
PLAYGROUND/RECESS:

Teachers are to walk their classes to the assigned exit when it is lunch/recess time.  They are also expected to walk their children in after recess.  

The teacher on duty will be on the playground with their students at all times.  Please be certain to exit and enter with students at the scheduled times when you have recess.  During recess your main role is one of supervision of students.  It is important that teachers familiarize themselves with the playground rules so they can enforce them.  One of the adults will supervise the older students, while the other adult will supervise the youngers.
All recesses will be supervised by the classroom or assigned teacher. Each classroom teacher is granted a 10 minute recess/snack period. Please enforce recess expectations according to the school’s behavior matrix. Circulate the recess area when you are the monitor.
Preschool needs to have recess separate from the rest of the students. 

Three Lakes Academy Community Volunteers
The TLACV sponsors fundraising, book fairs, assemblies, and many other events throughout the school year.  They also have done a great deal to provide many “extras” for classrooms.  Staff must be represented at each TLACV meeting.  The teacher representative is asked to advise the staff of the TLACV meeting discussions.

SCHOOL-WIDE LOCK DOWN PROCEDURES

A minimum of three drills in which the occupants are restricted to the interior of the building secured is required for each school year at a school that operates any of grades kindergarten to 12.  At least one drill before December 1st and at least one drill after January 1st.


All drills shall include security measures that are appropriate to an emergency such as the release of a hazardous material or the presence of an armed individual on or near the premises.  The drill shall be conducted in coordination with the local emergency management coordinator and consistent with applicable Federal, State, and local emergency operations plans.  The drills are to be scheduled with a reasonable spacing interval between them.  At least one drill is to be done during a lunch, recess period, or at another time when a significant number of the students are gathered but not in the classroom.
If a lock down is necessary, all classroom doors are to be locked and all shades drawn.  For outside intruder, children will crouch down near windows and out of sight. For inside intruder, children will crouch down on wall near classroom door and out of sight. For security reasons, all classroom doors must be covered and locked at all times.  The boots should be dropped in the doors as well. Children will be kept in the classrooms until authorities dismiss. Other strategies are discussed in the Emergency Preparedness Policy.
FIRE DRILL REGULATIONS AND FIRE SAFETY  
Fire drill procedures and a floor plan designating the exit route must be posted in each classroom.  Exit routes need to be discussed with students as well as a gathering place outside the school.  Class lists must be carried out by the teacher.  Attendance is to be taken as soon as students are at the designated area. In accordance with state law, fire drills are to be conducted periodically with a reasonable spacing interval between each drill. A minimum of six drills is required for Three Lakes Academy grades kindergarten to 7th.  Three drills shall be held before December 1, and two shall be held the remainder of the school year.
Please review the fire procedures with your students several times during the year.  Also, be certain to review with your students the fire procedures for the multi-purpose room, library, bathrooms and any outside areas.

When the fire alarm sounds (long continuous bell), please be certain to close your classroom windows and doors before exiting with your class.

TORNADO ALERTS:

Specific areas are designated as Tornado Cover Areas and each class is assigned to one.  Please go directly to the assigned area in the event of a tornado warning (short bell blasts).  Children are to sit on their knees facing the lockers and cover head/neck with hands.  Stress to your students the importance of remaining quiet, as changes might occur during the alert. A minimum of two tornado safety drills is required at Three Lakes Academy every year.  These drills are for the purpose of preventing injuries caused by severe weather. One drill must be done in the month of March.
WORKSHOPS/CONFERENCES:

Requests to attend workshops and conferences should be limited to subject matter pertinent to a current school goal.  Teachers should complete a conference request form.  All information about the nature, purpose, benefit and expenses should be filled in completely.  The form then should be submitted to the administrator accompanied by a flier about the conference. Mileage will be paid when staff carpools with three or more individuals in a car. Those choosing to drive by themselves or meet up with other staff will do so at their own expense.  
CORRESPONDENCE HOME:
Regular communication with parents is vitally important since we want to build positive relationships and teamwork between school and home.  Teachers will develop a weekly newsletter and/or send regular letters home to parents of their students to tell about what is going on in the classroom, what the class is studying, share information about upcoming tests, field trips, etc. Positive communication (phone calls, notes, or text message) are encouraged. 

When communicating with families, it is better to be proactive.  If a student has an accident report or pink slip, it is better to contact parents before they contact you.  If the student isn’t reliable to take the form, a phone call is necessary. Pink slips may be sent home with siblings when appropriate. 

Copies of all correspondence sent home, however, should also be shared with the administrator.
Contact the office/administrator first before calling any parent regarding any medical concerns or discipline issues.
TEACHER ABSENCES:

In the event that you must be absent from school for an illness, please text Rachel (906)281-3889 or e-mail rbommarito@eupschools.org ,  preferably the night before you will be out.  In the event of prearranged absences, fill out a sub request in AESOP.  To request a particular substitute teacher, make that desire known to the administrator/assistant.

MAINTENANCE:

Please monitor your room regularly to help keep it neat and safe.  If you have specific maintenance needs in your classroom, please let the custodian know via a note in his mailbox, or phone message.

A minimal level of classroom maintenance is expected of students and teachers.  Students should put their chairs on their desks or stack them to facilitate after school room cleaning.  In addition, students must pick up paper, pencils, books, etc., on the floor each afternoon before dismissal.
When using microwaves or staff refrigerator, you must keep them clean.  Every Friday the refrigerator will be emptied and leftovers discarded. 
DRESS AND GROOMING:


Teachers are expected to present themselves in a manner that reflects their roles as professionals. The same rules apply to our staff as the students.  No low cut, tight tops or blue jeans (blue Jeans are acceptable on Fridays) and shorts/skirts should be worn no higher than two inches above the knee. The same professional dress is required of all staff members.  Teachers are watched carefully by students and community members. 
FIELD TRIPS:

Teachers may plan field trips in conjunction with classroom instruction.  The instruction should relate directly to what will be learned on the field trip, and content material should be previewed before the trip.  Appropriate follow up activities are also expected.  Field trips must have prior approval of the building administrator.  A description of the field trip and its purpose relative to the curriculum must be submitted along with a transportation request form.

See the administrative assistant for the first aid kit to be taken on each field trip as well as any student medication required, including inhalers and epi-pens.

Chaperones must be informed very specifically about the teacher’s expectations of them during the trip (eg. Will they take a group?  How many?  May students change groups?   When/where will the groups meet for lunch?  What system will be used for restroom visits?).  Teachers are responsible for ensuring the appropriate behavior of chaperones on the field trips.  Chaperones must be over 21 years of age.  

Students are encouraged to ride the bus on field trips, but arrangements can be made to allow parents to transport their own children.

SPECIAL EDUCATION SERVICES:

Students may be referred for special education services only after a comprehensive, well documented child study to meet the child’s needs in other ways.  The child’s study team (SAT team) will review steps that need to be followed, and/or suggest possible referrals. Student Assistance Team meetings need to occur the last Wednesday of every month. Please bring a maximum of 2 students per month to SAT meetings.
If the pre-referral process of evaluating and meeting the student’s needs proves unsuccessful, a special education referral may be filed.  This referral will result in a more thorough evaluation of the student’s abilities, and will be followed by an Individualized Educational Planning Committee (IEPC) meeting.  The IEPC meeting will include the parents, teacher, evaluators, special education teacher, and the principal.  This team will examine the testing results, determine the child’s eligibility for special education services, and develop a plan to meet the needs of the student.

All students will spend a large portion of their day in general education classes, even if they are found to be eligible to receive special education services.

TITLE I
Although we have staff members who work specifically under the program “Title I”, all teachers should act as Title I teachers.  That is, all teachers are responsible for the successful learning and achievement of all children in their classrooms.  When a child is having difficulty with a particular skill or concept, the teacher must adapt, provide re-teaching, and work to find a way to help that child develop that skill/concept.

PARAPROFESSIONALS

Education paraprofessionals are for support only.  They may work with individuals or small groups, but the teacher must do the teaching.  The parapros may then help review, remind, or re-teach as needed.  The teacher must be careful to remain very aware of the child’s skills, progress, and difficulties, however, and not to “turn over” the teaching of the lower achieving students to the parapro.  As you remain aware of what difficulties a child is having, you can better direct the classroom parapro in methods that may help the child get past the learning obstacle.

Parapros will be scheduled into classrooms according to need.  You may need to give instruction in specific techniques you would like the parapro to use.  Please take the time to “train” the person working on your classroom team.
If at any time you are dissatisfied with the quality of help you are receiving, please review your expectations with the parapro, and if you do not observe adequate improvement, please discuss it with the administrator.  The stronger we can make our entire team involved in learning, the more we can help our students’ progress.

Teachers will be consulted in evaluations for the parapros as they are the main supervisors throughout the day.  Please remember that volunteers are not the same as parapros.
VOLUNTEERS

Volunteers are an integral part of our school community.  Please remember to be friendly and thank the volunteers whenever you see them.  If a volunteer is scheduled with a particular classroom, refrain from using them.  Please remember that sharing student information with volunteers is a violation of FERPA.  Do not violate FERPA.  
SCHOOL IMPROVEMENT TEAM:

The school improvement team will consist of at least two teachers, the administrator, one parent, a community member, student, and a support staff representative to evaluate our current school program, develop plans for improvement, and document our progress toward achievement of our goals.  All teachers are welcome to be a part of the School improvement Team.  Meetings will be at least quarterly.  Results of the meetings will be presented to the Board of Education.
MI MODEL CURRICULUM:

Students will be learning techniques for life and health skills such as how to solve social problems, resolve conflict, etc.  The subjects covered are part of our MI Model curriculum.  MI Model should be followed closely.  It is required that we teach it.
LUNCH
Students are allowed 20 minutes to eat lunch and will have a 20 minute recess.  (All teachers should help monitor their classes when dropped off for lunch.) Lunches are separated by gender. Each week, the lunch order is boys go to recess first and girls go to lunch. Students are required to go outside during their recess time. 
PROMOTION/RETENTION:

Many factors will be examined when the question of promotion or retention is considered.  Among them are the following:  student achievement, performance on standardized achievement tests, teacher observation of social behavior and work habits, age of student and input from parents.

During a midyear conference, a preliminary discussion of the possibility of retaining a student will be held.  It is not necessary to reach a final conclusion at that time, and alternatives will be developed.

A second conference will be held with the parent during March or April.  If the alternatives previously tried do not work, a formal conference will be scheduled with the administrator, teacher, parents and other personnel associated with the child to arrive a final decision.  If parents do not attend this conference, a decision will be reached and parents will be notified. 
If parents are in disagreement with the final decision an appeal may be made to the Board of Education.

STUDENT RECOGNITION:

Recognizing students for their efforts, their citizenship, and their achievements both small and large is an imperative part of the school program.  The feeling students receive and earn for their efforts greatly impacts their success in life and, as a staff, we should emphasize this aspect with equal vigor as academic instruction. 
Teachers are also expected to have various ways within their classrooms to positively recognize and reward students.  We must always remember that large achievements are made up of many small ones, and we must reinforce and recognize those small successes if we want students to attain larger ones.  Reinforcement may take a variety of forms such as stickers for good papers, display of excellent work, prizes, ribbons, positive notes home and/or to the principal, etc.
FORMS
Accident Report

Discipline referral

Leave of Absence form

Pre arranged substitute

Request for trip and bus use

Behavior Matrix

Teacher Evaluation Form

School Cardiac Emergency Response

School Cardiac Emergency Response Plan

In the event a building occupant (student, staff, visitor) collapses on school property, the following steps should be taken:

1) Call 911

a. Confirm location/status of patient 

b. Staff member shall be assigned task to direct emergency crews to the location of cardiac incident.

2) If building has an AED, AED should be taken to location where needed.

a. Pre-Assigned trained staff will be responsible for obtaining and responding with AED

b. Building Alert System will announce a “Cardiac Event-(Cite Location)”.  All students will clear all hallways until an “All Clear” is announced.

c. If event has taken place in a classroom, the classroom occupants will be moved to a pre-designated staging area.

3) Assess the victim; airway, breathing and circulation*.

4) Initiate CPR, if needed, while AED is brought to the scene.

5) Upon arrival, place AED near the victims head, close to the AED Operator.

6) Prepare to use AED.

a. Make sure power is ON.

b. Bare and prepare chest for AED use.

c. Attach AED to the victim, considering appropriate use of pediatric or adult pads.

d. Stop CPR while the device analyzes the heart rhythm.

e. Follow the device prompts for further action.  If a shock is indicated, be sure all rescuers and bystanders are “Clear’ before the shock is administered.

f. If no shock is indicated, follow prompts to reassess and continue CPR.

7) Upon arrival, EMS shall take charge of the situation.

a. Provide victim information: name, age, known medical problems, emergency contact information** and time of incident.

b. Provide information as to current condition and number of shocks administered.

      8) 
      Contact Administration

*If the patient has suffered any trauma or a fall, the patient should not be moved unless the scene is unsafe.

**Prior to EMS arrival, someone in the administrative office should get the patient’s emergency contact information from the file.

The Building’s AED equipment will follow manufacturer prescribed maintenance procedures and document maintenance actions.  Records of maintenance will be maintained in the School Office.

The Building Response Team will consist of building staff trained in both CPR and AED use.  Staff will conduct annual training sessions and drills; records will be maintained of those training sessions in the School Office.

