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ADMINISTRATION

Superintendent - - Duane A. Denny
Principal - - Bill Naccarato

Elementary Principal - - Denille LePlatt

Transportation Director/Crisis Manager- -Darryl Abeyta

Business Manager - - Eric Davies

School Counselor - - Heidi Dasko

Activities/Athletic Director - - Josette Lutz

Facilities Manager- -Greg Garrison
District Secretary - - Tina East

JUNIOR AND SENIOR HIGH SCHOOL FACULTY

Art……………………………………………………………………………....Katheryne Bannon
Business Education/Technology Coordinator.......………………………………Brandee Gallegos
English………………………………………………………Charin Daugherty, Sally Noltemeyer
Guidance Counselor/Life Choices….………………………………………...............Heidi Dasko

Industrial Arts…………………………………………………………………………Roger Diller

Journalism………………………………………………………………………..
Mathematics……………………………………………………………..Ian Vicente, James Elliott
Physical Education K-12.………………………………………………...............Gene Langowski

Science………………………………………………………………………………Dianne Brown
Social Studies...…………………………………………………………................Lucus Augustin
Spanish/ELL……………………………………………...........................………...Laurel Douglas
Special Education K-12..……………………………………………………………...Mary Turner
Special Education Teacher Aide K-12/Title I………………………. Josette Lutz, Rachel Bullock
ELEMENTARY SCHOOL FACULTY

Preschool Teacher-Director…………………........……………………………..Kathy Ritz

GT Coordinator………………………………………………………………
Kindergarten ……………………………………………………….…....Denise Fernandez
Title I……………………………………………………………………….Denille LePlatt

Grade 1………………………………………………………………… Roxann Fernandez
Grade 2………………………………………………………………………Shirley Duran

Grade 3………………………………………………………………….Debora Menegatti
Grade 4……………………………………………………………………..Crystal Haught

Grade 5……………………………………………………………………...Rose Montoya

Grade 6………………………………………………………………………..Jamie Odum

SUPPOPRT STAFF

Librarian……………………………………………………………………..Brittany Hammel
Nurse…………………………………………………………………………….Cindy Abeyta

Activities/Athletic Director..………………………………………………............Josette Lutz
Custodians………………………………………...Michelle Garcia, Jerry Lucero, Joy Medina

Food Services..…………………………………………….Connie Mantelli, Roxanna Alfonso
The Primero School District makes every effort to keep this Faculty Handbook current. However, the policies, procedures, and administrative regulations contained within may not be the most recent. The Primero School Board and Administration may make occasional additions, deletions and modifications over the course of the year. Consequently, the most up-to-date addition, deletion or modification preempts all others. Please discuss questions you may have with your principal or the superintendent.
STAFF HOURS
All staff members shall be in the school building from 7:30 a.m. to 4:15 p.m. All teachers are required to be in their class room at least 10 minutes before class starts unless on assigned duty. Remember by being prompt you will reduce your discipline problems.
Elementary classes will have breakfast in the cafeteria at 7:30 and should be in the classroom and on task by 8:00 a.m. 

DISCIPLINE

A teacher is to demand discipline in his/her classroom at all times. It is always to the teacher’s benefit to handle his or her own discipline problems. If the teacher feels that it is necessary, he or she may send the student to the principal. If referral to the principal becomes too frequent, a meeting of all may be called to determine further action. Remember that you gain respect by handling your own discipline.

FACULTY SHOULD HAVE EXHAUSTED EVERY MEANS TO HANDLE DISCIPLINE PROBLEMS BEFORE INVOLVING ADMINISTRATION
STUDENT SUPERVISION

Teachers are legally responsible for all students assigned to their supervision. There are an increasing number of lawsuits being filed over students injured due to lack of supervision. TEACHERS ARE NOT TO LEAVE STUDENTS UNSUPERVISED AT ANYTIME.
NO  SODA POP OR ENERGY DRINKS WILL BE ALLOWED DURING SCHOOL HOURS FROM 7:45 A.M. TO 4:05 P.M.
STAFF DRESS AND APPEARANCE

Teachers and other staff members project an image to the community and to students about the professionalism of the district. During the workday and at all work-related activities, employees shall adhere to a professional standard of dress and shall be neat and clean in appearance. Examples of professional attire include, but are not limited to, collared shirts, dress slacks, ties, dresses and coordinated separates. The principal has the final authority to decide what professional attire is.

Appropriate athletic clothing may be worn when teaching or assisting with physical education classes, or when coaching athletic activities.

LESSON PLANS

Staff members will maintain lesson outlines and have them available for review by the administration in hard copy. Detailed lesson plans must be prepared for each period of each day that a teacher will be absent.

In addition, each teacher will submit a file to the office containing an emergency lesson plan covering a span of at least two days. These emergency lesson plans must be designed to allow use at any time during the school year.

SUBSTITUTE TEACHERS

As it is very difficult for us to get substitutes, we are asking for you to give our substitute teacher’s complete cooperation. Leave detailed lesson plans along with class list for attendance in your substitute folder on your desk.

LEAVES AND ABSENCES
Please do not just leave a voicemail or send an email. Keep calling until you reach an administrator. You may leave a message, but please keep checking back until you talk to a live person.

All employees must make a live call to an administrator if the absence will occur today (or tomorrow, if it is the night or weekend before the absence). If you cannot reach an administrator, please call Mrs. East. Please fill out proper forms the day your return and give them to the office when you have been absent. 

Teachers, cooks and aides: Call Bill Naccarato: 846-3431 (h) or 859 – 2143 (c) 

Administrators and staff who cannot reach Mr. Naccarato: Call Duane Denny at 859-2630
Custodians: Call Greg Garrison: 859-5338 (c) 

Bus Drivers: Call Darryl Abeyta: 868-2095 (h) or 859-0902 (c) 

Staff who cannot reach an administrator: Tina East: 859-1305 (Mrs. East will notify Mr. Naccarato)

Staff who cannot reach Tina, Bill, Duane or Greg: Call Eric Davies 868-2529 (h) or 859-4312 (c) 

The board policies define the various types of leaves available for certified staff members. If you know in advance you will be gone please fill out the paperwork in advance and submit it for approval by the superintendent before turning it in to the office. Please see sample Employee Leave Form.
INSTRUCTIONAL STAFF SICK LEAVE

Certified staff will be granted 13 day’s leave at the beginning of each year. These days will be cumulative to 90 days.  A teacher absent from work for reasons of illness will earn sick leave during his or her absence. The employee may be required to present a physician’s certificate as proof of illness.

Classified staff who work year round earns one day leave for every month worked i.e. 12 days.

LEGAL LEAVE

Employees will be excused for jury duty as follows:

1. All requests for jury duty exemption for reasons of undue hardship must originate with the employee and be negotiated by the employee and the court.

2. All requests for jury duty exemption for reasons that materially and adversely affect the public safety, health, welfare or interest of individuals must originate with the employee and be negotiated by the employee and the court.

3. If deemed advisable by the administration, the school district may issue a letter of support to the aid the employee’s petition for exemption from jury duty.

4. Employees serving on jury duty will be compensated by being paid the difference between their regular daily pay and the daily amount paid by the court for jury duty. 

5. Employees serving on jury duty will be considered engaged in civic service and no absence deduction of any type will be imposed.

BEREAVEMENT LEAVE

Employees will be allowed up to five days leave of absence with full pay for the death of a spouse, brother, sister, child, father, mother or mother or father of a spouse or a person whose relationship was that of a foster parent. Such leave will not be charged to sick leave.

In addition, travel time not to exceed five days in any other one year may be charged to sick leave when the travel requires absence during regular duty hours. The amount charged will be the time spent actually traveling.

INSTRUCTIONAL STAFF MATERNITY LEAVE

Leave for maternity purposes will be available to any employee who will become a parent. Such leave will be allowed during such period of the pregnancy and a reasonable time immediately following birth of the child as is medically necessary to safeguard the health of the mother and/or child.
EMPLOYEE INJURY ACCIDENTS
The designated supervisor of an employee injured in an accident while at work shall be responsible for the prompt, accurate completion of the Supervisor’s First Report of Employee Injury. In the absence of the designated supervisor, the principal or superintendent shall complete the report. Under no circumstances shall the injured employee be permitted to complete the injury report.

Injuries should be reported within 24 hours to immediate supervisor.

The school office staff shall be responsible for notifying emergency medical personnel and/or relatives when appropriate.

The superintendent shall be responsible for the completion and submission of required reports to the proper workers comp insurance.

The Supervisor’s First Report of Employee Injury form shall be available in the Administrative Office. Completed reports shall be kept on file in Mr. Davies office and in supplemental personnel file.
VISITOR INJURY ACCIDENTS
The employee first on the scene shall be responsible for the prompt, accurate completion of and injury report on a visitor or other person involved in an accident on school premises. The school office staff shall be responsible for notifying emergency medical personnel and the relative of employer of the injured person, when appropriate.

The procedure shall be the same as that used for students.

PAY DATES
The pay date for all staff will be on the last certified working day before the 15th and 30th of each month. During Christmas break and Spring break that falls on the 30th of the month payday will be the Thursday preceding the beginning of the break.

SALARY SCHEDULE INFORMATION

Salary schedule may be obtained from Mr. Davies
EVALUATION OF INSTRUCTIONAL STAFF

Instructional staff members will be evaluated by their supervisors each year in accordance with the following procedures.

1. Evaluation forms will be designed to reflect competency in performance based on existing job descriptions and state of Colorado teacher standards for each classification of staff positions.

2. Three evaluations will be completed annually on each probationary teacher. Teachers employed under continuing annual contracts will be evaluated twice each year.

3. Evaluation forms will be completed and must be signed by both evaluating administrator and the staff member being evaluated.

4. The final evaluation form completed each year will be placed in the permanent personnel folder of each staff member and retained for five years.

5. Any staff member has the right to attach any statement he may desire to any evaluation that becomes part of his personnel file.

6. If any staff member’s performance is considered unacceptable or sub-standard at the time of the evaluation, the staff member will be required to develop a remedial plan acceptable to the supervisor for resolving the problem areas. This plan will be reviewed in subsequent evaluation conferences.

See Observation Schedule on page….. 57
PURCHASING PROCEDURES
Staff members in the Primero School District have no authority to make any purchase in the name of the school district without a signed requisition. Insure that a current requisition form is used and that all vendor information is completed. The purpose for the purchase must be stated at the bottom of the form. Shipping and handling costs must be included. Allow a minimum of one week for a requisition to be processed. This time allowance is also applicable to Imprest and Activity Account funds.
ORDERING SUPPLIES

General offices supplies not stocked may be ordered by completing a requisition. The requisitions may be secured from the office manager. The superintendent must sign requisitions.

STAFF MEETINGS

Staff meetings will be held as deemed necessary by the Principal. Attendance is required. Please do not ask to be excused unless you have an emergency. If at any time you have something of interest to the staff in general, notify the Principal by the Monday before the scheduled meeting in order to be placed on the agenda.
Staff Meeting Schedule:

As needed.
Lunch Duties will be covered.
PERSONNEL POLICIES

The policies of the Board of Education are available in the Superintendent’s office. Please feel free to discuss any questions you might have concerning these policies with the superintendent.

HALL DUTY

All teachers are expected to assist in controlling students during school hours. Teachers are to be at the classroom doors during class changes.

FACULTY DUTIES

The faculty will be asked to do extracurricular duties such as:

1. Hall duty, noon duty and grounds duty
2. Gatekeepers or other official positions at home athletic events (see work schedule for your scheduled days)
3. Club sponsorship

4. Class sponsorship.

LUNCH DUTY

1. The lunch duty teacher will monitor the lunchroom while on duty. Students are not to remove food or drinks from the lunchroom.

2. When the elementary lunch duty teacher finishes eating, he or she will monitor the lunch room. The lunch playground duty teacher will monitor the playground after eating.

3. When high school duty teacher finishes eating, he or she will monitor the lunch room. 

4. If the teacher is going to be gone, his or her substitute for that day will take lunch duty. Make sure to show this in your plans.
ATHLETICS AND ACTIVITIES
Students of Primero Re-School District have the opportunity to participate in both academic and athletic extra-curricular activities.  Students must follow CHSAA and school rules and policies and be academically eligible to participate.  

Student Eligibility

Weekly eligibility will start the second week of each semester.  Eligibility lists need to be turned into the athletic director by 9:00 a.m. each Monday morning.  A student becomes deficient when their grade drops below a C average.  Any student failing one class will be considered on probation the first week.  If the failing status continues in any combination of classes for the second consecutive week, then the student will be considered ineligible until the next weekly progress check.

The three week progress report will be sent out to parents through the Guidance office throughout the year.

Coaches
Coaches will be required to possess a current first aid card, a small vehicle license, and have passed the annual CSHAA coaches test prior to the start of the school year.  Coaches will be required to follow all school policies regarding eligibility, practice, game, and trip protocol found in the District Student Activity Contract.

Coaches will be required to dress appropriately for athletic contest.  Be mindful that the example you set is a reflection of the school.  Levis will not be allowed.  Business casual dress is strongly recommended for all activities held indoors. 

Student Activity Contract
All students participating in extra-curricular activities will be required to follow the Board of Education approved Student Activity Contract.  Policies apply for both athletic and academic extra-curricular activities.  Student Contracts are available through the school athletic director.  All teachers, sponsors, and coaches need to be familiar with and enforce these policies throughout the school year.   
Staff Requirements
Staff may be assigned as many as three (3) athletic/activity duties for each school year.  Duties will include but not be limited to gate duty, line judging, time keeper, official scorer, and announcer.  Staff will serve once for the volleyball/football season, once for the basketball season, and once for the school hosted track meet.  An assignment list will be given out at the all-staff in-service at the start of each school year.  
ACTIVITIES CALENDAR

The activities calendar is in the Administration hallway. Please refer to this before scheduling any fundraisers or activities.

FUND RAISING
All fund raising including summer fundraising must be approved in advance by Administration. No staff member may approve a fund raising activity that has not been approved by the Principal. No staff member may enter into contracts for placement of vending machines within the school or on school district property without the approval of the Principal. All contracts which obligate the school for fund raising responsibilities must be approved by the Principal. 
The students have two weeks for selling period. Check the activities calendar in the Administration hall for fundraising schedule.
Number of Fund Raisers Allowed

Seniors…………3

Juniors…………3

Sophomores……2

9th Grade……….1

8th Grade……….1

7th Grade……….1

Honor Society….2 (Pretzel Sales during finals)

Student Council…2 (Halloween and Valentines)

HALL PASSES

No student should be allowed in the halls during classes without a hall pass, nor should students be allowed to go to other classrooms they are not assigned to during that hour. Teachers should not send a student on an errand without a pass. This is a teacher responsibility.

STUDENTS RUNNING ERRANDS

At no time should a teacher allow a student to leave school grounds. This means to the store, his home, the teacher’s home, etc. When a teacher violates this, he/she is violating district policy and becomes vulnerable to a personal liability suit.

AUDIOVISUAL NEEDS

The librarian is responsible for coordinating the district’s audiovisual program. Please discuss your needs with her. Include her in your planning so that materials will be available when needed.

STUDENT INJURY/ACCIDENTS
The employee under whose supervision the accident occurred shall be responsible for the prompt, accurate completion of an accident injury report on a student. The school office staff shall be responsible for notification to emergency medical personnel, when appropriate and for notifying the parent(s) of an injured student.

Forms for reporting student accident injuries shall be available in the school office. A copy of the completed report shall be distributed promptly to both the principal and superintendent. A copy of reports of injuries that occur on district buses during transportation to and from school shall also be provided to the Transportation Director.
STAFF USE OF INTERNET ANDELECTRONIC COMMUNICATIONS
The Internet and electronic communications (email, chat rooms and other forms of electronic communication) have vast potential to support curriculum and learning. The Board of Education believes they should be used in schools as a learning resource to education and to inform.
The Board of Education supports the use of the Internet and electronic communications by staff to improve teaching and learning through interpersonal communication, access to information, research, training and collaboration, and dissemination of successful educational practices, methods and materials.

The Internet and electronic communications are fluid environments in which users may access materials and information from many sources. Staff members shall take responsibility for their own use of district computers and computer systems to avoid contact with material or information that violates this policy.

Blocking or filtering obscene, pornographic and harmful information.

To protect students from material and information that is obscene, child pornography or otherwise harmful to minors, as defined by the Board, software that blocks or filters such material and information has been installed on all district computers having Internet or electronic communications access. Blocking or filtering software may be disabled by the school administrator, as necessary for purposes of bona fide research or other educational projects being conducted by staff members over the age of 18.
No expectation of privacy

District computers and computer systems are owned by the district and are intended for educational purposes and district business at all times. Staff members shall have no expectation of privacy when using the Internet or electronic communications. The district reserves the right to monitor, inspect, copy, review and store (at any time and without prior notice) all usage of district computers and computer systems, including all Internet and electronic communications access and transmission/receipt of materials and information. All material and information accessed/received through district computers and computers systems shall remain the property of the school district.

Public records

Electronic communications sent and received by the district employees may be considered a public record subject to public disclosure or inspection under the Colorado Open Records Act. All employee electronic communications shall be monitored to ensure that all public electronic communication records are retained, archived and destroyed in accordance with applicable law. 

Unauthorized and unacceptable uses

Staff members shall use district computers and computer systems in a responsible, efficient, ethical and legal manner.

Because technology and ways of using technology are constantly evolving, every unacceptable use of district computers and computers systems cannot be specifically described in policy. Therefore, examples of unacceptable uses include, but are not limited to the following.
No staff member shall access, create, transmit, retransmit or forward material or information:
· That promotes violence or advocates destruction of property including, but not limited to access to information concerning the manufacturing of purchasing of destructive devices or weapons
· That is not related to district education objectives during instructional time.

· That contains pornographic, obscene or other sexually oriented materials, either as pictures or writings, that are intended to stimulate erotic feelings or appeal to prurient interests in nudity, sex or excretion

· That harasses, threatens, demeans, or promotes violence or hatred against another person or group of persons with regard to race, color, creed, sex, sexual orientation, relation, nation origin, ancestry, age, marital status, or disability

· For personal profit, financial gain, advertising, commercial transaction or political purposes

· That plagiarizes the work of another without express consent
· That uses inappropriate or profane language likely to be offensive to others in the school community

· That is knowingly false or could be construed as intending to purposely damage another person’s reputation

· In violation of any federal or state law, including but not limited to copyrighted material and material protected by trade secret

· That contains personal information about themselves or others, including information protected by confidentially laws

· Using another individual’s Internet or electronic communications account without written permission from that individual

· That impersonates another or transmits through an anonymous re-mailer

· That access fee services without specific permission from the system administrator

Students who have a completed ‘Internet Use Agreement’ turned into the office are the only students with Internet privileges. All other students are not permitted access. Teachers have the responsibility of verifying students requesting access to the Internet from their classrooms.

Unless a teacher is absolutely sure of the content of sites to be accessed in a presentation using the Internet, students not listed with the office are to be out of viewing or hearing range.

A student observed violating the terms of the ‘Internet Use Agreement’ is to be reported to the principal.

Teachers should remember the following when using the Internet:

· Do not reveal the personal address or phone number of students or colleagues.

· Electronic mail (email) is not guaranteed to be private. People who operate the system do have access to all mail.

· All communications and information accessible via the network should be assumed to be private property.

· Pursuant to state law, electronic mail sent or received by the board, the district, or the district’s employees may be considered to be a public record subject to disclosure or inspection under the Colorado Open Records Act.

LOCAL AREA NETWORK
The school wide network allows for buildings, classrooms, and offices to interconnect for the transfer of correspondence and data. In addition to other benefits this network provides, grades are centralized. Teachers are assigned a unique username and password to gain entry to the network. As a further security measure, an additional username and password is required to access each teacher’s electronic grade book. The teachers may change passwords.

 ATTENDANCE POLICY

Regular and timely attendance is an educational requirement of all classes at Primero School, and is the responsibility of the student and parents or guardians. Primero’s policies regarding student attendance are carried out with concern for the student and with the objective of helping to instill the importance of regular and timely school attendance. Primero students are expected to be on time and in attendance every day school is in session. All absences have a negative effect on instructional continuity, regardless of the cause of the absence or the attempts to make up the work missed. Primero students are expected to attend school from the first day through the last scheduled day; vacations during school days are discouraged.

Parents or guardians are urged to make every effort to schedule travel plans during times when school is not in session.

Please do not schedule extended spring breaks/vacations as this can also impact CSAP testing. CSAP testing for the 20010/2011 school year will be March 7-10.

NOTIFICATION OF ABSENCES BY PARENT TO SCHOOL

Parents/guardians have the responsibility to contact the office on the day of a student’s absence due to illness or emergency and on any subsequent day of illness. Please contact the office by 9:00 a.m. Parents/guardians should also notify the office at lease five days prior to the first day of a series of anticipated absences (see ARRANGING FOR WORK PRIOR TO AN ABSENCE). If the parent or guardian must be out of town, he or she is responsible for notifying the office in writing as to who will have the authority to excuse student absences. 

NOTIFICATION OF ABSENCES BY SCHOOL TO PARENT

School personnel are responsible for communicating with the home regarding unexcused student absences or excessive excused absences. When a student is absent from school and no contact has been received from parents or guardians, the office will make reasonable efforts to promptly inform parents of the absence by the automated phone system or personal phone call. 

EXCUSED ABSENCES

Students will be allowed a maximum of six absences per semester, per class.* The following are considered excused absences (with proper documentation): illness, death/emergency in the family, court or prior arrangement with Administration, and will not count toward the six absences. The office must be notified promptly and properly of all absences in order to be excused. Parents should contact the office at least five school days in advance of planned absences (see ARRANGING FOR WORK PRIOR TO AN ABSENCE). Absences due to major religious holidays will be excused and not count toward the six maximum. Starting with the 7th absence, credit will be lost. 

If the student misses 10 consecutive days of school, the district may drop them from enrollment.

Under extreme circumstances, the principal may excuse an absence occurring beyond the allowable ten absences. 

*An absence is any time missed from school, ranging from one class period to a full day.

UNEXCUSED ABSENCES
All absences beyond the allowable six will be unexcused, unless accompanied by verifiable documentation, such as court notice, health care provider note or verification of death in the family.

ATTENDANCE PROCEDURE

1. On the 3rd unexcused absence the parent will receive a phone call from the attendance officer and a follow-up letter stating that the student is close to losing credit for the class or classes in which the absences are occurring. 

2. On the 4th unexcused absence, the student will be placed on an attendance contract and will have a mandatory meeting with parents, counselor and principal. Notification will be given to the Las Animas County Truancy Judicial Program.

3. On the 6th unexcused absence, the Truancy Advocate assigned to the district will be notified and a letter regarding a possible truancy hearing will be sent home.

4. On the 7th unexcused absence beyond the six allowable absence rule, the student will lose credit in all classes for future absences. 

If the student loses credit for exceeding the six allowable absences rule, the parent(s) and student will be notified. After the parent(s) receives notification, they will have five days to file an appeal petition with the Superintendent. All decisions from the Superintendent are final. Failure to appeal within five school days constitutes a waiver of the right to an appeal.

Absences from school due to suspension will not be considered toward the six absence count. Class work missed during the suspension will be allowed to be made up.

ARRANGING FOR SCHOOL WORK PRIOR TO AN ABSENCE

Whether or not credit will be granted, students must attend school according to the Compulsory Attendance Law of Colorado.

If an absence of at least two days is planned, families should notify the office at least five school days in advance of the absence, and the student/parent should request work from the student’s teachers. Students must pick up their homework packets from their teachers on the day prior to their absence. Without such notice, students will have to wait until their return to school to receive missed work and materials. In any case, students much check with their teachers upon returning to school for any additional missed materials and/or to schedule make-ups. Students have two days for every absence to complete the assignments.

MISSED WORK

Students are responsible for all class work missed due to any absence, whether excused or unexcused. For all absences, students will have two days for every day missed to complete assignments, unless other arrangements are made with teachers. If a child is out of school for three or more days due to illness, the parent or guardian should request homework assignments from the teachers. You will have 24 hours to prepare the assignments.

SCHOOL RELATED ACTIVITIES

Involvement in school related activities causing a student to miss an occasional class will not be considered an absence. However, students are still responsible for work missed. 

TARDINESS

Students who arrive to class after 7:50 a.m., or who are late to any class during the school day, will be considered tardy regardless of the reason for arriving late, other than for medical reasons. A student who is 10 minutes tardy for any class will be considered unexcused absent from that class. 

4 unexcused tardies in a semester = 1 unexcused absence in the period of tardies
8 unexcused tardies in a semester = 1 additional unexcused absence in the period of tardies and the student will be placed on an attendance contract for the remainder of the semester.
The goal of the plan is to teach students to arrive to school on time and keep them in class, with the full participation of the student’s parents or guardians.

TRUANCY

According to state law, every child who has reached the age of 6 years and is under the age of 17 shall attend public school. It is the parent’s responsibility to see that the child complies with this law. The law provides that a legal petition must be filed when a student establishes a pattern of truancy. Students absent without the consent of a parent and the school administration are considered truant. Repeated truancy may be cause for interagency follow-up and legal action through the truancy court process. Students are truant if they: leave school for any reason without approved check out in the office (Primero School is a closed campus, and once the students are on school grounds they are required to stay unless signed out by a parent/guardian/written designee); are absent from school without parent and school administrative permission; are absent from individual classes without administrative permission; obtain a pass to go to a certain place and do not report; become ill and go home without authorization or stay in the restroom instead of reporting to the office; or come to school but do not attend classes.

Habitually Truant Students: The Attendance Officer and/or Truancy Advocate shall make reasonable efforts to notify the student and the parent or guardian to review and evaluate the reasons for the child’s absences. Appropriate consequences may be applied when there are repeated unexcused absences, including disciplinary measures, the imposition of academic sanctions, and/or the initiation of court proceedings to enforce the requirements of the Colorado School Attendance Law. Whenever a student’s educational progress becomes affected because of absence, the attendance officer shall notify and attempt to meet with the parent or guardian so that planning for remediation may occur. The plan will be at the Principal’s discretion.

EXTRACURRICULAR ACTIVITIES AND ACADEMECS

Students must attend school on the day of an extracurricular event, such as a sport, concert or play in order to attend or participate in that event. A student who is absent, regardless of the reason for the absence, may not participate in any extracurricular activities on that day unless approved by administration. The student must be in classes on the Thursday before a weekend activity in order to participate.

RELEASE DURING THE SCHOOL DAY

If a student must leave during the school day, the parent or guardian should meet the child at the office and sign their child out. For reasons of safety, students will not be released except to their parents or guardians or someone who has been designated in writing by the parents or guardians. If a student returns to school after being released, she/he must check in at the office and pick up a late pass before going to class.

FINAL EXAM ATTENDANCE POLICY

Rationale: Primero School teaches an academically rigorous, standards-based curriculum. Students are expected not to spend merely a certain number of days in each classroom, but also to master particular skills and content. Systematic assessment of student progress, therefore, is central to the curriculum as teachers need to know how much of the course material students have learned and retained throughout each year of study. One of the main reasons Primero plans finals (whether exams, projects or writing assignments) for the last week of each course is to determine the exit status of each child in the class. Teachers use the data from finals to better understand achievement, as well as to reflect on the effectiveness of their curriculum and instructions. Consequently, participation in finals is expected of all students. 


Policy: It is expected that all Primero students attend school during finals, which are usually scheduled during the last week of the school year. Please do not plan trips during this time. Nevertheless, if a student will miss one or more days of school during finals, written notification must be given to the office at least two weeks prior to the absence to allow teachers time to prepare appropriate final activities for that student. This may include taking the final early, taking another version of the final (such as one from previous years), or completing an alternate task at the teacher’s discretion. If such absences bring a student beyond the allowable six days in a semester or if the office is not notified within the appropriate time, the absence will be considered unexcused and no credit will be given.

PERFECT ATTENDANCE

Perfect attendance is defined by Primero School as not missing any school each semester and physically being in attendance every day each semester from 7:50 to 4:05 p.m. If a student has a medical appointment and a doctor’s note, the absence will be excused, however, the absence will be counted against their perfect attendance.
GRADING SYSTEM

Grades will be based on the following grading scale:



A
=
100-90



B
=
89-80



C
=
79-70



D
=
69-60



F
=
59 and below

Only numeric grades should be entered in the SDS grade book and progress report.
Teachers will enter a minimum of 2 grades per week into the online grade book.

PROGRESS REPORTS

Teachers are to call parents if a student drops a letter grade or more. In addition teachers are required to send a progress report for all students every 3 weeks (please see school calendar for the dates reports are due). The reports are due no later than 10:00 a.m. The office will mail student reports to parents at this time.

Class sponsor – athletic director – coach- should call parents if students are on the ineligible list. 

PRIMERO RE-2 SCHOOL DISTRICT CSAP REWARDS POLICY

The Primero Re-2 School District, in its attempt to encourage student effort and interest in assessment testing will provide to each graduating senior the following rewards providing they achieve the following standards of excellence in CSAP testing and on the ACT exam. 

A. Proficient or above on the 9th grade Reading, Writing, and Math tests. 

B. Proficient or above on the 10th grade Reading, Writing, Math and Science tests.

C. A score of 16 or above on the 11th grade ACT exam. 

1. Each senior qualifying will receive an honors diploma at graduation. 

2. Each senior qualifying will wear honor cords at graduation.

3. Each senior qualifying will receive a $500.00 scholarship from the Administration and Board of Education to be used as they choose following graduation. 

ELEMENTARY REWARDS POLICY FOR PROFICIENT OR ABOVE ON NWEA AND CSAP TESTING

1. Pizza celebration, cake.

2. Movie in the library

3. Gift certificates

COLORADO SCHOOL ATTENDANCE LAW, C.R.S. 22-33-104

Every child who has attained the age of seven years and is under the age of 17 years except as provided by this section, will attend public school.

EMERGENCY CLOSURES

The following procedure will be used if it becomes necessary to close school early for emergency or safety reasons.

1. An announcement will be made over the intercom system.

2. An AlertNow message will be transmitted to all parents of students.

3. Someone will remain at the school until all students have departed the school grounds.

RADIOS

There are two handheld radios in the front office. Secondary teachers who take their classes outside of the school building will be expected to take a radio with them. Teachers are expected to keep the radio within hearing distance at all times. The volume must be kept at an audible level.

Radio Protocol

1. The on-duty teacher will pick up a radio in the front office in the morning and return it to the office before they leave in the afternoon.

2. Listen for two beeps before you talk. Otherwise part of your message will not be heard.

3. Identify yourself. Transmissions begin with Unit identification. (Example: Mrs. Smith to Mr. White)

4. The receiving unit will acknowledge the transmission. (Example: Mr. White. Go ahead Mrs. Smith)
5. Limit conversations to specific details. Avoid personal comments.

DISASTER PROTOCOL

	 
	
	
	
	


Crisis Team

Administrative Assigned Roles
Mr. Denny – Command, Public Relations Coordinator, Staff and Student Supervisor

Mr. Naccarato – Assembly Area, Trip Supervisor

Mrs. LePlatt – Elementary Safe Area Coordinator

Mr. Davies – Secondary Safe Area Coordinator
Facilities and Grounds

Mr. Garrison – Incident Assessor Safety Supervisor

Mr. Abeyta – Command Post, Buses, Crisis Manager

F.E.M.A. requires that the crisis response team be listed with three (3) people. This is in the event that someone becomes injured, locked in or killed.

A school wide crisis management plan has been set up for protection for all school personnel and students in the event of an emergency situation. A complete copy of this plan with detailed instructions can be found hanging by each classroom door.
Crisis Protocol

In the event of a crisis notification will come from the office, a school administrator or the fire alarm. Listen to instructions on the type of crisis, method of evacuation, and which rendezvous/safe area to relocate to.

School Codes

· CODE – “RED” – LOCKDOWN – (Intruder, Drugs, Assault) 

a. Designated Safe Area – Classroom

b. OUTSIDE lockdown procedure – Assemble students and move them to their “Predetermined Safe Area”.
· CODE – “BLUE” – SEVERE WEATHER – (Blizzard, High Wind, Tornado, Heavy Snow, Hail)

a. Designated Safe Area – Classroom

b. If instructed move to Designated Safe Area – Hallways

· CODE – “BLACK” – EMERGENCY EVACUATION (Bomb Threat, Chemical/Hazmat)

      a. Designated Safe Area – Load buses (You will be dismissed by the office)

· CODE – “ORANGE” – FIRE
a. Designated Safe Area
CODE – “GREEN” –WASTE WATER PLANT SHUTDOWN WASTE WATER
a. Designated Safe Area – Classroom

Classroom Protocol

Each classroom needs to be arranged in such a way to provide a “SAFE AREA” for the students to protect against a possible “Internal” or “External” threat. This can be two (2) separate or one (1) designated area. This “SAFE AREA” will be the area students will relocate to in the event of a LOCKDOWN.

Lockdown Procedure
Practice with your students so they are familiar with the procedure to follow in your classroom in the event you may not be present (absent, plan period, injury).

· Close classroom door. (Your door should always be locked!)

· Lock windows and keep blinds open if it is an internal threat. (Notification will come from the office.)

· Lock windows and close blinds if it is an external threat. (Notification will come from the office.)

· Move students to the SAFE area of the classroom and have them remain QUIET.

· Check grade book and account for all students.

· If someone in your room is injured place one RED CROSS sign on the window facing out and slide the other sign under the door.

· Wait for appropriate administrative direction and continue with lesson if instruction to do so.

· DO NOT allow any student/person to leave or enter the room

· SOME CLASSES WILL BE IN LOCKDOWN FOR A LONG TIME.
      Make sure that your students are aware and remain quiet.

LOCKDOWN PROCEDURE – LUNCHTIME (CAFETERIA)

“SAFE AREA” – Food storage room located behind the kitchen or bus barn

In the event of a threat in another part of the building and where it is safer to remain in the cafeteria, all persons will be directed to “LOCKDOWN” in that room. A School Official will announce “LOCKDOWN” over the P.A. system.

WHAT TO DO
1. Remain calm and consider personal and student safety first. Your actions will provide trust and calmness in an extremely tense situation.

2. Al entrances will be secured by Administration or designee and access by unauthorized persons denied.
3. Staff will be directed to secure the room and have students be quiet and stay away from all doors and windows.

4. Lock windows and keep blinds open if it is an internal threat. (Notification will come from the office.)
5. Lock windows and close blinds if it is an external threat. (Notification will come from the office.)

6. Mr. Naccarato or his designee will assign and direct staff to escort students in the “SAFE AREA” class by class or group by group.

7. Listen to the instructions that are given by Mr. Naccarato or his designee. You may be asked to:

· Help students get down under tables or move to different locations in the cafeteria

· Move to an assigned table and take charge of a group or class.

· Asked to help flip the tables to provide cover.

· Escort groups of students to the kitchen or food storage area. (SAFE AREA)

8. Fill the back of the room first by lining assigned class up in between the storage shelves. Remember that students are to get down and sit as close as possible. 

9. Slide and display “Red Cross Card” under the door in hallway if necessary.

10. Staff will be assigned to account for all students in writing and immediately report any student not accounted for to School Officials.

11. Remain in “LOCKDOWN” until otherwise directed by School Officials or Emergency Personnel.
INTRUDER/THREAT – In Cafeteria
WHAT TO DO
In the event that a threat should occur in the cafeteria during lunch or an assembly the following procedure will be implemented.
1. Students and staff will be directed to evacuate the room and building as quickly as possible and go to the “SAFE AREA” at the bus barn

2. School officials will assign staff to take roll and account for students.

COMMUNITY CENTER PROTOCOL

WHAT TO DO

1. Notification will be by either radio alert, phone call or the fire alarm.  Notification may come from law enforcement, administration, or support staff.

2. In the event of a CODE RED (lockdown) all students and staff need to hide in a safe concealed area.  Stay away from all windows.  All exit doors should always be locked from the outside.

3. In the event of a CODE ORANGE (Fire) students and staff are to evacuate the building through the FRONT (south) doors and report to the bus barn (safe area) and wait for further directions.  The SIDE (north) doors are to be used as an emergency exit.

4. In the event of a CODE BLACK (Evacuation) students and staff will proceed to the bus barn and load into a bus for immediate evacuation.  Use the same exit doors that as if it were a code ORANGE.

5. ALL DOORS AND WINDOWS TO THE RESIDENCES NEED TO BE CLOSED. 
WASTE WATER SHUTDOWN

WHAT TO DO
1. Notification will be made by Mr. Garrison, Facilities Manager to Evacuation Coordinator, Mr. Abeyta.

2. Mr. Abeyta will notify The Public Relations Coordinator, Mrs. Dasko, who will inform the school Administration of the need to evacuate the school.

3. Mrs. Dasko and the School Administration will set a time that buses will depart on their routes to take students home.

4. Mr. Naccarato will inform staff to call parents and let them know that school is being dismissed early, the approximate time the buses will leave the school, and the times they should arrive at their drop-off points.

5. At the same time, Mrs. East will use the Alert Now to inform parents of school dismissal.

6. Mr. Denny will bring all students who have driven to school in and coordinate their dismissal.  These students will also be responsible to taking their brothers and sisters with them.  These students will NOT be allowed to leave until their parents have been contacted and are aware that they are leaving school early.

7. Mrs. Dasko will coordinate with the State Offices to get the proper protocol to follow in each situation.  Mrs. Dasko will be responsible for updating the CORE team and the Administration of the direction the State Offices want to follow.

8. Ms. Gallegos will coordinate with Mr. Garrison to reprogram and bring the Waste Water System back on line.

TRANSPORTATION

Primero Re-2 School District provides free transportation to those students living within the district boundaries.  At present there are SIX routes, three going east of the school and three going to the west.  A designated pick up point for those out of district students coming to our school from Trinidad is located west of Cokedale.  

Student Transport

The Board of Education of Primero Re-2 School District is authorized but not required to furnish student transportation to and from school.  Students should respect the privilege, which can be lost through misconduct on the bus.

Students will be assigned to their appropriate route prior to or at the start of school.  Students will need approval by the principal and transportation director to switch buses or ride a different route. 

A student locator list can be found in the administrative office.  List will include student name, route, and contact phone number

School Transportation Discipline
Students will treat their time riding the bus the same way as being in a classroom.  School discipline policies will also apply and be enforced on the buses.  Any infraction will be dealt with by the principal.

FIRST OFFENSE:  The bus driver will write up the student.  The student will meet with the Principal and receive a verbal and written warning.  The parents will be notified. 

SECOND OFFENSE:  The student will be written up by the bus driver.  This will result in an automatic ONE-WEEK SUSPENSION FROM THE BUS.  
THIRD OFFENSE:  The bus driver will write up the student.  The student will lose their bus privileges for THE REMAINDER OF THE SEMESTER.  
FOURTH OFFENSE:  The student will be written up by the bus driver. The student will lose bus privileges for one calendar year. A meeting with the parent, student, transportation director and principal must occur before the student is allowed to ride the bus again after one year.  A revised behavior plan will be in force.
Activity Trips

Activity and athletic trips must all be approved before a bus and driver will be assigned.  No extra-curricular activity trip can be scheduled Monday through Wednesday.  Trips on Thursday must be after school.  

Sponsors and coaches are asked to fill out a transportation form and have it approved by the principal first, then the financial manager, and finally the transportation director.  Athletic trips including summer camps need to be approved by the athletic director before the form is sent to the principal.  

Transportation request forms need to be filled out NO later than three weeks before the scheduled activity.  Transportation request forms are available in the principal’s office.  

Small Vehicle Drivers

School vehicles can only be driven by staff possessing approved CDOT and school certification.  Opportunities to attain this certification will be available to staff at the start of the school year and after Christmas break.  Certification will need to be renewed annually.  Certification will include 2 hours of in-service, passing an annual written and performance test, and a motor vehicle record check.  Additional requirements will be necessary for coaches and regular route drivers.

Drug Testing Policy
All employees of Primero Re-2 School District are subject to random drug testing.  Each year the district will provide ALL employees with information regarding the process used for testing.  Testing will take place FOUR times a year.   Newly hired employees will be required to take a pre-employment test.   

MISCELLANEOUS REMINDERS

ROOMS
Keep rooms locked and windows closed and locked when not in use. Be very cautious about keys, purses, valuables, grade books, tests, answer sheets, etc. The custodians will do the heavy cleaning. If you have special requests pertaining to cleaning, or if your area is not being kept clean, please notify the Facilities Manager.

MAINTENANCE REQUESTS/WORK ORDERS

District and building maintenance requests/work order forms are on page 52. Please make a copy of this form, fill it out and leave it in the Facilities Manager’s mail box. 

PHONES
Teachers and students will not be called from class to answer telephone calls unless in an emergency. All incoming calls (unless an emergency) will be sent to voicemail during class time. Students will not be allowed to use classroom phones except in an emergency. Please do not send students to the office to use the phone except in an emergency. Students may use the phone in the office between classes only unless it is an emergency. The phone in the staff lounge is for the benefit of teachers and is not for student use. 

CELL PHONES
For students: Cell phones, MP3 players, IPOD’s and other electronic devices will not be allowed during school hours. The first time the students uses any of these devices during school, it will be taken away and returned at the end of the day. The second time the parent will be called to meet with the principal and pick up the electronic device/cell phone. Cell phones shall not be allowed into a locker-room or bathroom. If a student brings a cell phone into the locker room or bathroom their phone shall be confiscated and a parent called to pick the cell phone up at the Principal’s office. The student may lose the privilege of having a cell phone on school property. If pictures of self or other students in moments of undress were taken in either the locker room or bathroom, the law enforcement shall be notified.
Staff use of cell phones will be limited to planning time and lunch. If you must use a cell phone, please limit use to non-public areas of the building away from students (i.e., empty classroom, office, etc.). As good role models we must model the desired behavior of no electronic devices on in the building. After school use and availability of a cell phone during outside duty is permitted.
DUPLICATING EQUIPMENT
There is a copy machine in the staff lounge/workroom for staff usage. Please limit usage of the copy machine in the office as it is for administrative use. Please do not let students use the copy machine in the staff lounge/workroom unsupervised. 

STAFF WORKROOM/LOUNGE
The staff workroom/lounge is available for the staff’s convenience. Please do not allow students in the lounge at any time for any reason such as; to use the telephone, pop machine or copy machine.

The refrigerator in the staff lounge will be cleaned out every Thursday evening. Leftover food will be discarded at that time, including any containers left behind. Please do not leave food in the refrigerator for extended periods.

STUDENT DISMISSAL FROM THE CLASS

Teachers should not keep students in class, causing them to be late for their next class, nor call them out of another teacher’s class. Students may not get another student excused from class. The only exception is an office aide who has a properly signed administrative request. Please do not dismiss students before the bell. 

STUDENT ILLNESS AND ACCIDENTS

If a student in your class becomes ill, send a reliable student with him/her to the office. If the illness is such that the student requires the restroom, send a reliable student to the restroom with the student who is ill and then call the office or send a student. Do not move a seriously injured person. If a student is injured, call or send someone to the office to tell them what you need. 
MAIL BOXES

Each teacher will be assigned a mailbox in the office area. It should be checked as often as possible for messages and correspondence. Your mail is in the box below your name.

COUNSELING OFFICE
Please call Mrs. Dasko before sending students to her office as she may be busy with someone else. She will schedule appointments with students.

OUTGOING MAIL
Outgoing mail can be left in the box next to the postage meter machine to be picked up by the delivery person. Give school related correspondence to the secretary to be stamped.

E-MAIL

Each teacher will be provided an e-mail address. Interschool and intra-school correspondence can be sent vial e-mail. Please check e-mail often. Eligibility reports will be sent via e-mail.

KEYS
All staff may be issued a building key and a key that will allow access to their classroom and the teachers’ workroom after building hours. However, access to the main office area will not be available after building hours. Teachers are responsible for keys issued to them. Keys should not be loaned to those not employed at Primero school. Teachers are not to loan keys to students or to community persons. Anyone issued keys may be held responsible for replacement costs due to loss of keys, or loaning of keys. A key contract must be signed for all keys issued.
STUDENT HANDBOOKS

All teachers will be issued a student handbook. You should read it completely and be familiar with its contents and cover it in detail with your first period class on the first day of school. First period teachers must collect required parent/student signature forms and submit them to the guidance office for record keeping. Keep a record to assure all students have turned in forms. Inform the administration of any student who refuses to comply.

MOVIES

At the high school level G and PG rated movies are acceptable, but PG-13 (depending on content) and R rated movies are controversial and require administrative approval and parental permission (see Movie Permission Form on page 32). Instructors should review all materials for age appropriateness and curriculum relatedness. Teachers should be aware of copyright laws. Teachers will make and alternative learning experience available to students whose parents will not allow them to view the movie.

HOMEWORK

Homework assignments should be an outgrowth of classroom assignments and not busy work or punishment. Homework should be graded.

FIRE DRILLS

Fire drills will be held as needed. Each staff member will instruct students on fire and evacuation procedures in their room. Every classroom must have a fire drill plan placed in a prominent location.
HEALTH SERVICES

Drugs, pills, or medicine of any type will not be given to any student by a staff member. Refer all students complaining of illness or injury to the office.

Health records will be maintained by the school nurse and kept in the student’s cumulative record folder. The sight and hearing of all students in kindergarten, first, second, third, fifth, seventh, and ninth grades or students in comparable age groups referred for testing will be tested during the school year by the school nurse as required by law.
Vision screenings will be planned and administered by the school nurse. The school district will participate in programs to encourage good dental health.

DISCIPLINE, BULLYING AND SAFE SCHOOL POLICY
THE FOLLOWING OFFENSES WILL RESULT IN AUTOMATIC SUSPENSION PENDING AN EXPULSION HEARING: 
b. Possession or use of any illegal drug, drug paraphernalia or alcohol on school property or at school sponsored events. 

c. *Physical Attack (Assault) on a school employee anywhere or a Physical Attack (Assault) on a student on school property or at a school sponsored activity. 

*All incidents of Physical Attacks will be referred to the Las Animas County Sheriff’s Office for possible criminal charges and prosecution.

d. Weapons or explosives on school property or at school sponsored 

activities. 

d. Vandalism on a school employee’s property or the willful destruction or vandalism of school property. 

 e.
Sexual harassment. 

Transfer or out of district open enrollment students with a disciplinary history may be placed on a discipline contract/behavior plan at the time of enrollment in the Primero Re-2 School District.  Students currently on suspension or expelled, or for whom an expulsion is pending, from another school (public or private, in state or out of state), will not be allowed to enroll in the Primero School District until the suspension/expulsion period has been completed.  

a. The Administration will develop a Behavioral/Attendance Contract/Plan for a student when it is determined that the student has been disruptive at any time in a school year, based on the incident reports on file. 

b. Any incidents involving behavior on school buses will be classified as a Major Offense or Minor Offense. (Please see PUPIL TRANSPORTATION RULES pg 20) 

Out of district students who have an Individual Education Plan (IEP) will have their IEP reviewed with the IEP team to determine if the programming and/or resources exist in the district to meet the student’s needs.  Such students may be admitted on a probationary basis and if the IEP team decides that the needs cannot be serviced at Primero, the student would have to return to his/her home district.  Out of district students who move into the Primero District become our students.

Out of district enrollees must re-apply annually.  
Types of Offenses

II. Major Offenses include, but are not limited to:

a. Abusive Language/Inappropriate Language/Profanity. (Verbal messages that include swearing, name calling or use of words in an inappropriate way.)

b. Extortion

c. Arson. (Student plans and/or participates in malicious burning of property.)

d. Bomb Threat/False Alarm. (Student delivers a message of possible explosive materials being on-campus, near campus and/or pending explosion.)

e. Use/Possession of Combustibles. (Student is in possession of substances/objects readily capable of causing bodily harm and/or property damage, i.e., matches, lighters, fireworks, gasoline, lighter fluid)

f. *Fighting/Physical Aggression (Actions involving serious physical contact where injury may occur, i.e., hitting, punching, hitting with an object, kicking, hair pulling, scratching, etc.)

g. Forgery/Theft (may be referred to law enforcement) (Student is in possession of having passed on or being responsible for removing someone else’s property or has signed a persons name without that person’s permission.)

h. *Harassment (including sexual harassment)/Bullying (Student delivers disrespectful messages (verbal or gestured) to another person that includes threats and intimidation, obscene gestures, pictures, or written noted. Disrespectful messages include negative comments based on race, religion, gender, age and/or national origin; sustained or intense verbal attacks based on ethnic origin, disabilities or other personal matters.)

*All incidents of bullying that do not cease immediately upon notification by school officials will be referred to the Las Animas County Sheriff’s Office for possible criminal charges.

i. Inappropriate Location/Out of Bounds area (Student is in an area that is outside of school boundaries as defined by school.)

j. Property Damage/Vandalism (Student participates in an activity that results in destruction or disfigurement of property.)

k. Skip class/Truancy

l. Technology Violation (Student engages in inappropriate use of cell phone, pager, music/video players, camera and/or computer as defined by school.)

m. *Use/Possession of Drugs/Alcohol

n. Use/Possession of Tobacco

o. *Use/Possession of Weapons

p. Immoral Conduct on school property or at school sponsored activities

q. Swearing at a teacher

r. Reckless Driving (may be referred to law enforcement)
s. Gang related activity (may be referred to law enforcement)
t. Blatant disrespect to staff.

*All incidents of fighting with bodily injury, continuous harassment, and all weapons or alcohol/drug violations will be reported to the Las Animas County Sheriff’s Department. Any incident may be referred to law enforcement if school officials believe the nature of the offence is serious and/or potentially criminal.

Please see the Code of Conduct starting on page 43 for further details
The Board of Education supports a secure school climate conducive to teaching and learning that is free from threat, harassment and any type of bullying.  The purpose of this policy is to promote consistency of approach to help create a climate in which all types of bullying are regarded as unacceptable. 

Bullying is defined as any written or verbal expression, physical act or gesture, or pattern thereof that is intended to cause distress upon one or more students in the school environment.  For purposes of this policy, the school environment includes school buildings, grounds, vehicles, bus stops and all school sponsored activities and events. 

A student who engages in any act of bullying is subject to appropriate disciplinary action including suspension, expulsion and/or referral to law enforcement authorities.  The severity and pattern, if any, of the bullying behavior shall be taken into consideration when disciplinary decisions are made.

The administration has developed a comprehensive program to address the bullying at all school levels.  This program is aimed at accomplishing the following goals: 

1. Sending a clear message to students, staff, parents and community members that bullying will not be tolerated. 

2. To train staff and students in taking pro-active steps to prevent bullying from occurring.  All students are encouraged to sign the non-violence pledge displayed in the school cafeteria.  This pledge also states that a student will never bring a weapon to school.

3. To implement procedures for immediate intervention, investigation and confrontation of students engaged in bullying behavior.

4. To initiate efforts to change the behavior of students in bullying behaviors through re-education of acceptable behavior, discussions, counseling and appropriate consequences. 

5. To foster a productive partnership with parents and community members in order to help maintain a bully free environment.

6. To support victims of bullying by means of individual and peer counseling. 

Major offenses will result in at least the following disciplinary action, and include, but are not limited to:

a. 1st major offense:  3 days out of school suspension (OSS). A parent conference with a school administrator is required before the student may return to school.  If the work missed is not completed in the allotted amount of time, 3 days, a grade of “0” will be given for those assignments, unless the assignment was intended to take longer than 3 days for all students.  While suspended from school, a student may not attend or participate in any school sponsored activities. 

b. 2ne major offense: 5 days out of school suspension (OSS). A parent conference with a school administrator is required before the student may return to school while suspended from school; a student may not attend or participate in any school-sponsored activities.

c. 3rd major offence: 9 days out-of-school suspension (OSS). A parent conference with a school administrator is required before the student may return to school. No work missed will be allowed to be made up; a grade of “0” will be given for those assignments. While suspended from school, a student may not attend or participate in any school sponsored activities.

d. 4th major offense: The student will be suspended for 10 days pending an expulsion hearing with the Board of Education. While on suspension from school a student may not attend or participate in any school-sponsored activities.

e. Students with Disabilities who have an Individual Education Plan (IEP) will not be suspended in or out-of-school for more than 10 days in a school year without having a manifestation determination by the IEP team.

Any violation of the Colorado Criminal Code will result in the school informing the appropriate law enforcement agency of the violations. The school administration will have the option to increase or decrease the punishment in extreme cases.  Any situation not covered by the disciplinary policy will be at the discretion of the administrator.  The administrator will notify the parents of any disciplinary action. 

MINOR OFFENSES include but are not limited to: 

a. Disobedience/defiance/disrespect/noncompliance (Student engages in brief or

      low-intensity failure to respond to adult requests.)

b. Careless driving/parking
c. Loitering on school property in a vehicle

d. Inappropriate Display of Affection (Student engages in inappropriate verbal and/or physical gestures/contact, of a sexual nature to another student/adult, either consensual or nonconsensual as defined by the school.)
e. Disruptive conduct (Behavior causing an interruption in a class or activity. Disruption includes sustained loud talk, yelling or screaming; noise with materials; horseplay or roughhousing; and/or sustained out-of-seat behavior.)
f. Inappropriate Language (Student engages in low intensity instance of inappropriate language.)
g. Throwing of any objects with the potential of injuring someone. 
h. Violation of the School/District Code of Conduct, classroom rules, or other school regulations or rules.
i. Physical contact/Physical Aggression (Student engages in non-serious, but inappropriate physical contact.)
j. Dress Code Violation (Student wears clothing that does not fit within the dress code guidelines practiced by the school/district.)
k. Property Misuse (Student engages in low-intensity misuse of property).
l. Technology Violation
m. Tardy
n. Lying/Cheating
Minor offenses will result in the following disciplinary action: 

a. 1st minor offense: Verbal warning. Call to parents.
b. 2nd minor offense:  1 day out of school suspension (OSS).  All work will be made up. 

c. 3rd minor offense:  3 days out of school suspension (OSS).  All work will be made up. 

d. 4th minor offense = 2nd major offense:  5 days out of school suspension (OSS).  A parent conference with a school administrator is required before the student may return to school.  While suspended from school, a student may not attend or participate in any school sponsored activities and will not be allowed bus privileges.

e. 5th minor offense = 3rd major offense:  9 days out-of-school suspension (OSS).  A parent conference with a school administrator is required before the student may return to school.  No work missed will be allowed to be made up; a grade of “0” will be given for those assignments.  While suspended from school, a student may not attend or participate in any school sponsored activities. 

f. 6th minor offense:  the student will be suspended for 10 days pending an expulsion hearing with the Board of Education.  While suspended from school, a student may not attend or participate in any school sponsored activities. 

Any violation of the Colorado Criminal Code will result in the school informing the appropriate law enforcement agency of the violations.  

The school administration will have the option to increase or decrease the consequences in any cases.  Any situation not covered by the discipline policy will be at the discretion of the administrator.  The administrator will notify the parents/guardians of any disciplinary action.  Students with disabilities who have Individual Education Plans (Imps) will not be suspended for more than 10 days per school year without a manifestation determination hearing being conducted by the IEP team.

STUDENT DRESS CODE
The following items are deemed disruptive to the classroom environment or to the maintenance of a safe and orderly school and are not acceptable in school buildings, on school grounds, or at school activities.
1.  Shorts, dresses, skirts or other similar clothing shorter than mid-thigh length, or that have slits above mid thigh.

2. Sunglasses, hats, headbands, or head coverings worn inside the building.

3. Inappropriately sheer, tight or low-cut clothing (e.g., midriffs, halter tops, backless clothing, tube tops,, garments made of fishnet, mesh or similar material, muscle tops, etc.)

4. Tank tops or other similar clothing with straps narrower than 1.5 inches in width.

5. Any article or clothing that exposes the lower back or any part of the mid-section of the body either sitting or standing.

6. Any shirt with a low-cut neckline

7. Cut-off shorts or cut-up pants; no rips or holes.

8. Visible undergarments.

9. Any clothing, paraphernalia, grooming, jewelry, hair coloring, accessories, or body adornments that are or contain any advertisement, symbols, words, slogans, patches, or pictures that:

· Refer to drugs, tobacco, alcohol or weapons

· Are of a sexual nature 

· By virtue of color, arrangement, trademark, or other attribute denote membership in gangs which advocate drugs use, violence or disruptive behavior

· Are obscene, profane, vulgar, lewd, or legally libelous

· Threaten the safety or welfare of any person

· Promote any activity prohibited by the student code of conduct

· Otherwise disrupt the teaching-learning process

The Board of Education has given the principal the authority to establish rules of dress not listed specifically in this policy. Dress deemed inappropriate by the principal will not be allowed.
BASIC HEALT INFORMATION

GUIDELINES FOR HANDLING BODY FLUIDS

The following guidelines are meant to provide simple and effective precautions against transmission of disease for all persons exposed to the blood or body fluids of any student or staff member. No distinction is made between body fluids from students with a known disease or those from students without symptoms.

Contact With Body Fluids Presents a Risk

The body fluids or all persons should be considered to contain potentially infectious agents. The term “body fluids” includes: blood, drainage from scrapes and cuts, feces, urine, semen, vomitus, respiratory secretions (e.g. nasal discharge) and saliva. Contact with body fluids presents a risk of infections with a variety of infections agents. In general, the risk is very low and dependent on a variety of factors including the type of fluids with which contact is made and the type of contact made with it.

Many infectious agents may be carried by individuals who have no symptoms of illness. Transmission of communicable diseases is actually more likely to occur from contact with infected body fluids of unrecognized carriers that form contact with fluids from recognized individuals because simple precautions are not always carried out.

Avoid Contact with Body Fluids

Direct skin contact with body fluids should be avoided. Disposable gloves will be made available in the nurse’s office and secretary’s office. Teachers will also be given a first aide packet by the nurse to keep in the classrooms. Gloves should be worn when direct hand contact with body fluids is anticipated (e.g., treating bloody noses, clothes soiled by incontinence). If extensive contact is made with body fluids, hands should be washed afterwards. Gloves used for this purpose should be put in the hazardous waste can in the nurse’s office.
Direct Skin Contact

If unanticipated skin contact with body fluids occurs (e.g., wiping a runny nose, applying pressure to a bleeding injury outside the classroom, helping a child in the bathroom), hands and other effected skin areas of all exposed persons should be routinely washed with soap and water after direct contact has ceased.

SEIZURE DISORDERS

When providing seizures first aid for generalized grand mal seizures, these are the key things to remember:

· Keep calm and remove the other students from the classroom.

· Do not hold the person down or try to stop his movements.

· Time the seizure. 
· Ear the area around the person of anything hard or sharp.

· Loosen anything around the neck that may make breathing difficult.

· Put something flat and soft, like a folded jacket under the head.

· Turn the person gently onto side. This will help keep the airway clear. Do not try to force the mouth open. A person cannot swallow their tongue during a seizure.

· Do not attempt artificial respiration except in the unlikely event that a person does not start breathing after the seizure has stopped.

· Stay with the person until the seizure ends normally. Be friendly and reassuring as consciousness returns.

CHILD ABUSE
All district employees who have reasonable cause to know or suspect that any child is subjected to abuse or to conditions that might result in abuse or neglect must immediately upon receiving such information report such fact in accordance with policy JLF.

The superintendent is authorized to conduct an internal investigation or to take any other necessary steps if information is received from a county department of social services or a law enforcement agency that a suspected child abuse perpetrator is a school district employee. Such information shall remain confidential except that the superintendent shall notify the Colorado Department of Education of the child abuse investigation.

PRIMERO RE-2 SCHOOL DISTRICT 2011/2012 SCHOOL CALENDAR

	1  Bus In-service 8-12

   Small Vehicle In-service 1-3

2   First Aide/CPR

10-11    New Teacher Orientation

15-17    Inservice Days

17    New Student Registration 1-4 p.m.

22    First Day of School
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	16   Early Dismissal/Staff Dev.

20   Report Cards

21   CSAP – 3rd grade

23   P/T Conference

	
	
	
	
	

	1   No School

5   Labor Day

9   School in session

12   Report Cards

15   Early Dismissal/Staff Dev.

27   PICTURE DAY!
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	5   Report Cards

5-6   CSAP Testing
13-14   CSAP Testing

15   Early Dismissal/Staff Dev

19-22   Spring Break

	
	
	
	
	

	3     Report Cards

3-6    NWEA Testing

20   Early dismissal 2:00 p.m. Staff Development 2-4:15

24   Report Cards 

26   Halloween Ball

27   P/T Conference
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	3   Spring Pics

9   Easer Monday/No school

10   Report Cards

13   School in Session

19   Early Dismissal/Staff Dev.

23-26   NWEA Testing

30  Report Cards

	
	
	
	
	

	14   Report Cards

17   Early Dismissal

18   Teacher Inservice

23-24
Thanksgiving Break
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	21-23 Finals Week

24  Last Day

25   Graduation 7:00 p.m. 

	
	
	
	
	

	12   Finals Week

15   Report Cards/Early Dismissal

19   Winter Break
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	3   Return to School

6   School in session

10   Fall/Winter sports Pics

19  Early Dismissal

23   NWEA Testing

30   Report Cards
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	4
Independence  Day






1ST HOUR – 7:50 – 8:54

2ND HOUR – 8:57 – 10:01
3RD HOUR – 10:04 – 11:08
LUNCH – 11:08 – 11:38
4TH HOUR – 11:41 – 12:45
5TH HOUR – 12:48 – 1:52
6TH HOUR – 1:55 – 2:59
7TH HOUR – 3:02 – 4:05

During periods of inclement weather, road conditions often improve by 9:00 a.m. When it is felt that conditions will improve, a “Late Start Schedule” will be activated. School will begin two hours later than normal. Students are expected to be at the school at 9:50 a.m. Teachers and administrators, however, should be at the school at 9:30 a.m.
CLASS SCHEDULE
FACULTY DUTY SCHEDULES

ELEMENTARY BREAKFAST WILL BE SERVED IN CAFETERIA AT 7:30 A.M.
ELEMENTARY LUNCH SCHEDULE

Students must be given a bathroom break prior to scheduled lunch times.

Preschool 11:50 a.m. 

Kindergarten & Duty Teachers 11:55 a.m.

ELEMENTARY LUNCH 12:00 – 12:45
Allow ample time for students to eat lunch before dismissal from the cafeteria for recess.
ELEMENTARY DUTY ROSTER
Breakfast, Morning Recess and Lunch Recess
MONDAY:  

Mrs. D. Fernandez & Mrs. Montoya
TUESDAY:

Mrs. R. Fernandez & Mrs. Odum
WEDNESDAY:
Mrs. Duran & Mrs. Menegatti
THURSDAY:

Mrs. D. Fernandez & Mrs. Haught
Ms. Bullock rotates Mon Aug 29/Denise; Tue Aug 30/Roxann; Wed Sept 7/Shirley; Thur. Sept 15/Dennis; Mon Sept 19/Rose; Tue Sept 27/Jamie; Wed Oct 5/Debbie; Thur. Oct 13/Crystal

Recess: 10:00 a.m. – 10:15 a.m.

SECONDARY DUTY ROSTER

7:35 a.m. – 7:45 a.m.

Outside Front – James Elliot
Walk Around – Sally Noltemeyer
Front Lobby – Brittany Hammel
Hall/Computer Lab – Brandee Gallegos
Hall by Middle Restrooms – Ian Vicente
LUNCH ROOM 

11:25 – 11:36

Gene Langowski, Roger Diller, Lucus Augustin
4:05 p.m. – 4:15 p.m.

Outside Front – Laurel Douglas
Front Lobby – Charin Daugherty
Hall/Computer Lab – Dianne Brown
Hall by Middle Restrooms – Special Ed Teacher
Hall - Industrial Arts Wing – Katie Bannon
ALL TEACHERS SHOULD BE IN THE HALLWAY BETWEEN CLASSES

BUS DUTY – Mr. Denny/Mrs. LePlatt/Mr. Davies/Mrs. East

SPONSORS, ADVISERS and COACHES
PRIMERO JR/SR HIGH SCHOOL

2010-2011
Seventh Grade:







Eighth Grade:






Ninth Grade:
Tenth Grade:

Eleventh Grade…………………………………………………………….. James Elliot/Tina East
Twelfth Grade…………………………………………………..Denise Fernandez/Greg Robinson
Yearbook:………………………………………………………………………..Brittany Hammel
Student Council:………………………………………………………………………Heidi Dasko

National Honor Society
FBLA:
…………………………………………………………………………Brandee Gallegos
High School Cheer Sponsor:………………………………………………….Denise Fernandez

Junior High Cheer Sponsor:………………………………………………………...
High School Football Coach……………………………………………………..Lucus Augustin
Jr. High Football:……………………………………………………………………Brandon Ritz
High School Volleyball:………………………………………………………...Brandee Gallegos
Jr. High Volleyball:…………………………………………………………………..Jamie Odum

High School Boys Basketball:……………………………………………………Greg Robinson

High School Girls Basketball:………………………………………………………..Gabe Maes

Jr. High Boys Basketball:…………………………………………………………Greg Robinson
Jr. High Girls Basketball:…………………………………………………………….Josette Lutz
High School Baseball:…………………………………………………………….
Jr. High Baseball





High School Track:………………………………………………………………..
Jr. High Track:………………………………………………………………………..
CONCESSIONS:

Football Games………………………Juniors

Basketball Games……………………Seniors

Volleyball Games……………………Sophomores

Baseball………………………………Freshman

Jr. High Basketball…………………...Eighth Grade

Jr. High Football……………………...Seventh Grade

COMPUTER LAB EXPECTATIONS
1.
Computers will be logged off and shut down when student/class is done.

2. 
The computer lab WILL be left in the same condition it was found.  
Chairs WILL be pushed in and area around computer will be picked up.

3.
NO STUDENT will be sent to the computer lab without permission from both instructors.

4.
NO GROUP OR CLASS will be sent to
computer lab without the sending teacher as supervisor.

5.
The computer lab will ONLY be available when classes are not in session unless a prior arrangement with the teacher has been made.

SCHOOL BOARD POLICIES
Notification of Rights Under the Protection of Pupil Rights Amendment (PPRA)

PPRA affords parents certain rights regarding our conduct of surveys, collection and use of information for marketing purposes, and certain physical exams. These include the right to:

Consent before students are required to submit to a survey that concerns one or more of the following protected areas (“protected information survey”) if the survey is funded in whole or in part by a program of the U.S. Department of
Education (ED).


1.  Political affiliations or beliefs of the student or student’s parents;


2.  Mental or psychological problems of the student or student’s family;


3.  Sex behavior or attitudes:


4.  Illegal, anti-social, self incriminating, or demeaning behavior;

5.  Critical appraisals of others with whom respondents have close family relationships;

6.  Legally recognized privileged relationships, such as lawyers, doctors or 
 ministers.

7.  Religious practices, affiliations, or belief of the student or parents; or


8. Income, other than is required by law to determine program eligibility


Receive notice and an opportunity to opt a student out of

1. Any other protected information survey, regardless of funding;

2. Any non-emergency, invasive physical exam or screening required as a condition of attendance, administered by the school or its agents, and not necessary to protect the immediate health and safety of a student, except for hearing, vision, or scoliosis screenings, or any physical exam or screening permitted or required under State Law; and

3. Activities involving collection, disclosure, or use of personal information obtained from students for marketing or to sell or otherwise distribute the information to others.

These rights transfer from the parents to a student who is 18 years old or an emancipated minor under State law.

Primero School District has developed and adopted policies, in consultation with parents, regarding these rights, as well as arrangements to protect student privacy in the administration of protected information surveys and the collection, disclosure, or of personal information for marketing, sales, or other distribution purposes. Primero School District will also directly notify, such as through U.S. Male or email, parents of students who are scheduled to participate in the specific activities or surveys noted below and will proved an opportunity for the parent to opt his or her child out of participation of the specific activity or survey. Primero School District will make this notification to parents at the beginning of the school year if the District has identified the specific or approximate dates of the activities or surveys at that time. For surveys and activities scheduled after the school year starts, parents will be provided reasonable notification of the planned activities and surveys listed below and are provided an opportunity to opt their child out of such activities and surveys. Parents will also be provided an opportunity to review any pertinent surveys. Following is a list of the specific activities and surveys covered under this requirement.
· Collection, disclosure, or use of personal information for marketing, sales or other distribution.

· Administration of any protected information survey not funded in whole or in part by ED

· Any non-emergency, invasive physical examination or screening as described above.

Parents who believe their rights have been violated may file a complaint: 



Family Policy Compliance Office



U.S. Department of Education



400 Maryland Avenue, SW



Washington, DC 20202-5920

Rights under FERPA for Elementary and Secondary Schools

The Family Educational Rights and Privacy Act (FERPA) affords parents and students over 18 years of age (“eligible students”) certain rights with respect to the student’s education records. These rights are:

1. The right to inspect and review the student’s education records within 45 days of the day of the School received a request for access.

Parents or eligible students should submit to the School principal a written request that identifies the record(s) they wish to inspect. The School official will make arrangements for access and notify the parent or eligible student of the time and place where the records may be inspected.
2. The right to request the amendment of the student’s education records that the parent or eligible student believes is inaccurate, misleading, or otherwise in violation of the student’s privacy rights under FERPA.

Parents or eligible students who wish to ask the School to amend a record should write the School principal, clearly identify the part of the record they want changed, and specify why it should be changed. If the School decides not to amend the record as requested by the parent or eligible student, the School will notify the parent or eligible student of the decision and advise them of their right to a hearing regarding the request of amendment. Additional information regarding the hearing procedures will be provided to the parent or eligible student when notified of the right to a hearing.

3. The right to consent to disclosures of personally identifiable information contained in the student’s education records, except to the extent that FERPA authorizes disclosure without consent. 

One exception, which permits disclosure without consent, is disclosure to school officials with legitimate educational interests. A school official is a person employed by the School as an administrator, supervisor, instructor, or support staff member (including health or medical staff and law enforcement unit personnel); a person serving on the School Board; a person or company with whom the School has contracted as its agent to provide a service instead of using its own employees or officials (such as an attorney, audit9or, medical consultant, or therapist); or a parent or student serving an official committee, such as a disciplinary or grievance committee, or assisting another school official in performing his or her tasks.

A school official has a legitimate educational interest if the official needs to review an education record in order to fulfill his or her professional responsibility.

Upon request, the School discloses education records without consent to officials of another school district in which a student seeks or intends to enroll.
4. The right to file a complaint with the U.S. Department of Education concerning alleged failures by the School District to comply with the requirements of FERPA. The name and address of the Office that administers FERPA are:





Family Policy Compliance Office





U.S. Department of Education





400 Maryland Avenue SW





Washington, DC 20202-5920

In compliance with Title VI of Civil Rights Ace of 1964, Title IX of the Education Amendments of 1972; Section 504 of the Rehabilitation Act of 1973.
Primero School District does not unlawfully discriminate on the basis of race, color, national origin, sex, handicap in admissions, or access to or treatment, or employment in, education programs or activities which it operates.

Information regarding grievance procedures, for Title IX and Section 504, have been established for students, parents and employees. The following person(s) have been identified as the designated employee to coordinate compliance activities for the district.

Specific complaints of alleged discrimination under Section 504 (Handicap) should be referred to:


Duane A. Denny, Superintendent


20200 State Hwy 12


Weston, CO 81091


719-868-9715, ex 105

Specific complaints of alleged discrimination under Title IX (sex) should be referred to:


Duane A. Denny Superintendent


20200 State Hwy 12


Weston, CO 81091


719-868-9715, ex 105

Complaints may also be filed with:
The Office for Civil Rights






U.S. Department of Education






Region VIII, Federal Office Building
1244 North Speer Blvd., Suite 310
Denver, CO 80204

File: GBAA
SEXUAL DISCRIMINIATION AND HARASSMENT

Sexual harassment is recognized as a form of sex discrimination and thus a violation of the laws which prohibit sex discrimination.

A learning and working environment that is free from sexual harassment shall be maintained. It shall be a violation of policy for any member of the district staff to harass another staff member or students through conduct or communications of a sexual nature.

Unwelcome sexual advances, requests for sexual favors, or other verbal or physical conduct of a sexual nature may constitute sexual harassment when;

1. submission to such conduct is made either explicitly or implicitly a term or condition of a person’s employment or educational development;

2. submission to or rejection of such conduct by an individual is used as the basis for employment or education decisions affecting such individual;

3. such conduct has the purpose or effect of unreasonably interfering with an individual’s work or educational performance or creating an intimidating, hostile or offensive working or educational environment.

Sexual harassment as defined above may include but is not limited to:

1. sex oriented verbal “kidding,” abuse or harassment;

2. pressure for sexual activity;

3. repeated remarks to a person with sexual or demeaning implications;

4. unwelcome touching, such as patting, pinching, or constant brushing against another’s body.

Primero School District
Movie/Video Permission Form

Request Date: ​​​​​​​​____________________________________________________________

Teacher Name: ​​​​​​___________________________________________________________

Name of Movie/Video: ____________________________________________________

Rating of Movie/Video: ____________________________________________________

Reason for showing the Movie/Video: ________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

Date of Viewing: _________________________________________________________

Teacher Signature: ________________________________________________________

Student Name: ___________________________________________________________

Parent/Guardian Approval: _________________________________________________

PRIMERO RE-2 SCHOOL DISTRICT

EMPLOYEE LEAVE FORM

NOTE: This form must be completed by the employee for all prearranged absences. Please complete and give personally and directly to the secretary or an administrator at least one work day in advance of the absence (the earlier, the better). The secretary will complete this form for employees who are absent the day of notification. Thank you!

Name of Employee:
____________________________
____________________________




First




Last

Employee signature:
____________________________________________________________

I verify that this absence occurred. (Employees who are absent the day of an occurrence need to sign this form upon return to work.)

Job assignment(s) (check all that apply):   __ Teacher __ Teacher’s aide __ Cook __ Bus driver

__ Custodian __ Administrator __ Secretary




Date(s) of leave (MM/DD/YYYY):
________________________________________________

If partial day, please check one:  Substitute needed: __ half day AM__ half day PM or




No substitute needed: _____ hours from __:__ AM/PM to __:__ AM/PM

Substitute/guest teacher requested (if available): _________________________________________

Type of leave requested (check one; the most common are the first six types):

___ Regular leave (use for personal leave and illness; see board policies GBGG, GBGG-A, GBGG-B)

___ Professional leave (requires pre-approval by administration; see board policy GCID)

___ Bereavement leave (see board Policy GBGJ)

___ Student Intervention Team meeting/IEP meeting

___ Mentor/mentee peer observations

___ Vacation (12 month employees only; see board policies GCD, GDD)

___ Other (rare; see board policies GBGI, GBGK, GBGL): _________________________________________

___ Deduct (if employee has no leave left or if this type of leave is not covered by board policy)

___ Staff maternity/paternity/parental leave (see board policy GBGE; requires advanced arrangements)

___ Family Medical Leave Act (see board policy GBFG; requires doctor’s form to be completed)

For bus drivers only (please complete in addition to or instead of the above, depending on the circumstance):

___ Not driving bus (deduct bus pay on day(s) of absence): __ AM __ PM Total times not driving this absence: ___









        (count AM and PM separately)

FOR OFFICE USE ONLY
Administrative signature: _________________________________ Date received: ___________

Leave approved? __ Yes __ No  Full day: ___ Partial day: _____________________

Substitute used: _________________________________ Posted by: ______________________

Date posted: __________________
Notes: __________________________________________

 PRE-ARRANGED ABSENCE FORM

Please take this form to each teacher, so that they can initial and give work that will be missed. TEACHERS: DO NOT SIGN UNLESS YOU HAVE A PARENT AND PRINCIPAL SIGNATURE.

Student Name: __________________________________________________

Date of Absence: ________________________________________________

Reason: ________________________________________________________

_______________________________________________________________

Principal Signature: _______________________________________________

Excused: __________


Unexcused: __________

Period


Work Given




Teacher Initial

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

Parent Signature: _________________________________________________________

PRIMERO RE-2 SCHOOL DISTRICT

Primero Elementary and Primero Junior-Senior High Schools

20200 State Highway 12 • Weston, CO 81091

DOCUMENTATION OF RETENTION OF STUDENT

Name of child:

_________________ 
___ 
__________________




First Name

M.I.
Last Name

SASID: __ __ __ __ __ __ __ __ __ __
DOB (MM-DD-YYYY): ___ - ___ - _____

Grade in school for current year: ___  Grade student will be in for 20__ - 20___: ____

Is the child a student with a disability and/or an English Language Learner? __ Yes __ No

If yes, retention cannot be processed.

Reason for recommended retention (teacher or counselor describes briefly):

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

Body of Evidence for Retention Recommendation

Dates of Student Intervention Team meetings*: _______________________________________

* A retention cannot be processed if the Student Intervention Team has not been involved

NWEA RIT Scores




Class/Subject Grades
Fall:
 Reading ____
   Lang. ___
Math _____
Quarter 1: ___________________________

Winter: Reading ____
   Lang. ___
Math _____
Quarter 2: ___________________________

Spring:
 Reading ____
   Lang. ___
Math _____
Quarter 3: ___________________________

Grades K-2 only assess Fall/Spring in reading and math
Quarter 4: ___________________________









(Attach report cards or transcript)

CSAP Scores (if in grades 3-10)





Math: ___ Reading: ___ Writing: ____ Science: ____ (attach Alpine Achievement reports)

If in grades 3-8, does the student have an Individual Literacy Plan (ILP)? ___ Yes ___ No

If yes, please attach a copy

SIGNATURES – Each person who signs acknowledges awareness and agreement with the retention.

____________________________
____________________________

__________

Parent(s)




Printed Name(s)


Date

________________________________

________________________________________


Current Teacher

      


Next year’s teacher
            

_______________________________

________________________________________

Guidance Counselor



 Principal

PARENTAL PERMISSION FORM

Students Name: _____________________________________ Date: _________________

Address: ______________________________ City____________________ State: ____

Phone Number: __________________________ Work Number: ___________________

Parent/Guardian’s Name: ___________________________________________________

Emergency Contact Person: ___________________ Phone Number: ________________

Doctor: ___________________________ Doctor Number: ________________________

Insurance Company: _________________________ Policy Number: ________________

We hereby give our child permission to participate in ____________________________

Parent/Guardian Signature: _________________________________________________

Student’s Signature: _______________________________________________________

As a parent and/or legal guardian of the student, I understand and agree that I am responsible for the student during the trip and that in the event the student should violate the rules established for the students during the trip:

1. All students taking part in a school sponsored trip and/or activity are subject to the same rules, regarding dress and /or behavior, as if they were in school.

2. I will be responsible for and hold the Primero RE-2 School District and its agents, servants and employees harmless from any and all damage to persons of property caused by the act of the student.

3. In the event of repeated or serious violations of the rules established for students, I will accept a collect call concerning the same, and I understand that the student will be sent home by public transportation at my cost.

4. I understand and agree and that the Primero School District and its servants, agents and employees do not assume any liability for loss and damage to any personal property owned by the student.

5. I hereby agree to save and hold the Primero school District, its agents, servants and employees harmless from any claim, demand or cause of action of whatsoever nature or kind, excluding acts of willful misconduct or gross negligence arising out of or incurred as a result of the student’s attendance and participation in the trip.

6. I hereby grant permission and give my consent for the student to be treated by a qualified nurse, physician, or paramedic as may be deemed necessary by Primero School District, its agents, servants and/or employees during the trip. I will hold Primero School District harmless and indemnify them from any claim, cause of action or demand arising out of any for of medical or emergency treatment rendered to the student.

7. Please list any significant health problems or requests of this student that the sponsor should be aware of: ____________________________________________________________________________________

8. Does the student have any significant allergies? Please list: ____________________________________________________________________________________

9. Please list all medications that this student is taking now/or will take along on the trip: ____________________________________________________________________________________

Primero RE-2 School District

Work Order Form for Building or Site Maintenance or Custodial Work

Please complete this form and submit to the Facilities Manager. Do not use this form for dangerous situations or emergencies (i.e., water leaks, fire hazards, trip/fall hazards, etc.). For dangerous situations or emergencies please contact the Facilities Manager or another administrator personally and immediately.

Name of requesting employee:
________________________________________________

Date of request:  _______________

Priority estimate by requesting employee* (please circle):

1 – High (please complete this week)

2 – Medium (please complete by next week)



3 – Low (please complete in the next 2 – 4 weeks)

* Note: the Facilities Manager will determine final priority based on personnel and resources available, cost, and other work orders previously submitted

Brief description of work needed:

______________________________________________________________________________

______________________________________________________________________________

Location of work to be completed:

Room number: ________
Room title (i.e., “Library”): _______________________________

___ Hallway (location of hallway): _________________________________________________)

___ Bathroom (location): _________________________________________________________)

___ Grounds (location): __________________________________________________________)

___ Other: ____________________________________________________________________

If setting up furniture for an event, when is the event? __________________________________

For Facilities Manager Use Only

Date received: _________ Priority: _____ Assigned to: _________________________________

Estimated time and cost: $ ____________ Date completed: _________ Actual cost: $ _________

Signature:
______________________________________________




Greg Garrison, Facilities Manager

NOTE FROM THE FACILITIES MANAGER

2011-2012 SCHOOL YEAR

On behalf of our custodial, grounds and maintenance departments, I would like to welcome

all of you to the start of 2011-2012 school year. Our employees in all facility departments have

been extremely busy this summer with various projects inside and outside. With this new facility

its takes a lot of effort to maintain and care for our investment. There have been several new

operational standards implemented over this summer, many of which have allowed us to move

in a very positive direction of maintaining our beautiful and new facilities. The majority of all

maintenance issues that were identified have been fixed or taken care of. However there may

still be some small areas or items that we were not able to get to. We will continue to complete

and close out any issues in order of our PM priority lists and schedules. It will take continued

effort and cooperation from all employees to maintain a high standard of facilities excellence.

Below I have listed some things that will be helpful in this effort.

Thank you,

Greg Garrison, 
Facilities Manager
INSIDE / MAIN BUILDING / CUSTODIAN AREAS

- Teachers, you are responsible for your classrooms. If an item is broken or defaced in any

way, it should be reported immediately. If this action is not followed, you can be held liable

for any damages discovered upon routine inspections.
- At the end of the day, we would like all chairs stacked and desks organized. This allows for

easier and quicker cleaning access.
- DO NOT drag or pull tables, desks or furniture across any of the waxed floors.
- DO NOT drill, punch, nail or make any type of holes in walls unless authorized.
- DO NOT hang any items from the suspended ceiling track or tiles. NO EXCEPTIONS !
- Teachers near restroom areas, PLEASE monitor the usage of these facilities. We have a very

expensive wastewater treatment facility and must not allow certain items to get into the

sewer discharge system. Examples; Sanitary napkins, paper towels, pens, markers, clothing

wrappers, certain food items, chemicals etc. I will brief teachers on teaching awareness.
- DO NOT leave small spills on floors, desks, countertops, furniture etc. Please clean up as soon

as possible. If it is a larger spill PLEASE report it to the office immediately.
- DO NOT attempt to clean up any vomit, blood or waste without calling for assistance
.

- DO NOT store any items on top of cabinets or shelves that are closer than 18" to ceiling.
- Soda, punches, candies, GUM or items of that sort are NO longer allowed in classrooms.
- Please use designated playground areas, the parking lot located in the IA area

is not a playground. This is a SAFETY issue.
- If there is an immediate hazard please vacate and notify the office IMMEDIATELY.
- If there is a power outage in any area of your room DO NOT ATTEMPT to reset any type of

electrical breakers. Notify the office IMMEDIATELY.
- If there is a electronic equipment malfunction, DO NOT ATTEMPT to fix, alter or repair.
- If there is defective furniture in any area classroom, please report immediately.
- DO NOT take or store any items on the stage without permission. NO EXCEPTIONS
- When your classroom is vacant or not in use, turn off lights and lock all doors.

Electrical Hazards

· Breakers or protective blanks are required an all panels. 

· Electrical panels breakers properly labeled.

· Electrical control panels front area unobstructed for a minimum width of 30 inches and a height of 6 feet.

· Electrical outlets shall have approved protective covers.

· Extension cords should be used only with portable equipment.

· Plug connections should not be altered or damaged.

· All electrical cords should be in good condition with no abrasions, cuts, splits, or frays.

· Portable electric heaters should be 3 feet from combustible materials.  ( portable heaters are not allowed without written permission from the facility manager)

Combustible Storage        

· Storage is prohibited in:  Boiler rooms, Mechanical rooms, and Electrical equipment rooms.

· Must be orderly and not present a hazard to people.

Combustible Rubbish

· Removed at least daily

· Stored in approved containers located in approved locations

Rubbish Containers

· Containers should not be located where subject to smoking  materials or ignition sources

· Dumpsters greater than 5-1/3 cubic feet provided with lids.

Storage of Materials and Equipment
· No storage in aisles or corridors

· Maintained a minimum of 2 feet below ceilings

· Maintained 18 inches below sprinkler head deflectors

Means of Egress

· EXITS are clear and unobstructed at all times.

· Path of exit travel clearly identified.

· Emergency power lighting are operational

· Doors are easily distinguishable as an exit door

Exit Door Locks

· Must be operable from inside without use of keys, special effort or special knowledge during normal business hours

· Operational and appropriate for exit type

Panic Hardware on Doors

· Operational and appropriately located on or about door

Exit Lights

· Illuminated when building is occupied
Portable Fire Extinguishers

· A minimum 5-pound A-B-C type for general purpose areas

· 75 feet maximum travel distance

· K-rated extinguisher for commercial kitchen hood systems

· Annual inspection required

· 6 year maintenance for dry chemical or water extinguishers

· 12 year hydrostatic test and maintenance for dry chemical or water extinguishers

· 5 year hydrostatic test for carbon dioxide (CO2) extinguishers.

Fire Protection Systems

· Systems properly inspected & maintained

· Fire sprinkler system, Fire alarm system, Fire standpipe system, and commercial cooking hood system

· Fire department connection (FDC) on exterior of the building is unobstructed
On-Site Fire Hydrants

· No obstructions within 3’ of the sides and rear and unobstructed from the front

· Maintain a clear height to bottom of large hose outlet of at least 1 foot

· Hydrants subject to vehicular damage must be properly protected from vehicles
Knox Box (Key Box)

· It contains the proper keys and applicable access codes for doors within your facility

Building Address

· Must be legible from the street

· All rear and side access doors should be addressed or labeled to indicate the space or building area it serves
Flammable and Combustible Liquids

· No smoking in storage or use areas

· Where it is permitted indoor storage shall not exceed 10 gallons

· All storage shall be in approved flammable liquid storage containers

Hazardous Materials

· All materials should be stored in approved containers

· Storage areas should be identified by signs or placards.

Fuel Equipment

· Storage prohibited within buildings, unless specially designed for that purpose

Formal Observation Schedule 2010-2011
Primero RE-2 School District

This is the tentative schedule for formal observations for the school year. Probationary teachers will be observed a minimum of three times. Continuing contract teachers will be observed a minimum of two times. Please schedule a pre-conference, observation time and post-observation conference for your weeks. 

Thank you!

FIRST SEMESTER

	DATE
	TEACHER NAME
	EVALUATOR

	Sept. 12; Oct. 20; Jan 16
	Brandee Gallegos

Ian Vicente

Laurel Douglas
	Mr. Naccarato

	Sept 13; Oct. 12; Jan 18
	James Elliot

Lucus Augustin
	Mr. Naccarato

	Sept. 14; Oct. 11; Jan. 19
	Laurel Douglas
Sally Noltemeyer
	Mr. Naccarato

	Sept 15; Oct 10; Jan 19
	Dianne Brown

Katie Bannon

Brittany Hammel
	Mr. Naccarato

	Sept 19; Jan 12
	Charin Daugherty 

Gene Langowski
	Mr. Naccarato

	Sept 20; Jan 11
	Heidi Dasko

Roger Diller
	Mr. Naccarato




Elementary Teacher Evaluation Schedule
	DATE
	TEACHER NAME
	EVALUATOR

	Sept 12; Oct 12; Jan 18
	Mrs. Menegatti (3rd grade)
	Mrs. LePlatt

	Sept 12; Oct 13; Jan 16
	Mrs. Denise Fernandez

Mrs. Shirley Duran
	Mrs. LePlatt

	Sept 13; Oct 12; Jan 17
	Mrs. Roxann Fernandez

Mrs. Crystal Haught
	Mrs. LePlatt

	Sept 14; Oct 11; Jan 19
	Mrs. Rose Montoya

Mrs. Jamie Odum 
	Mrs.LePlatt


Primero Pre-Observation Form
Teachers: Please complete and bring to your pre-observation conference along with your lesion plan and/or assessment. Thank You!

Name of Teacher:_____________________________ 
Date of Observation: _______________

Time of Observation – From _____________ to _____________ AM/PM

Class/grade/subject to be observed:_________________________________________

What are the essential questions or big idea(s) you are teacher to  in this unit/course?

________________________________________________________________________

What state standards will be addressed? ________________________________________________________________________

________________________________________________________________________

What has happened prior to this lesson/assessment? 
________________________________________________________________________

________________________________________________________________________


What do you want feedback on from the observation? 
________________________________________________________________________


________________________________________________________________________

Are there any special things that should be noted about (a) students; (b) the room; (c) the lesion or assessment: or (d) other?
What learning styles are represented among the students in this group/class?

____Visual
___Auditory
___Kinesthetic

How many kids have: ____IEP?   ___504 plans?   ___G/T?   ___ELL?

Is there anything else you’d like to share about the class/group/lesson or assessment? (On back)
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