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Lamprey​ ​River​ ​Elementary​ ​School 

Staff​ ​Handbook 

2017-2018 

 

 

 

It​ ​is​ ​important​ ​that​ ​you​ ​have​ ​reviewed​ ​the​ ​​Lamprey​ ​River​ ​Elementary​ ​School​ ​​2017-2018​ ​​Staff 

Handbook​​ ​and​ ​​understand​​ ​its​ ​​contents​ ​and​ ​expectations. 

 

 

**​ ​Please​ ​print,​ ​sign,​ ​and​ ​date​ ​this​ ​page​ ​and​ ​return​ ​it​ ​to​ ​Mrs.​ ​Dellas​ ​by​ ​the​ ​end​ ​of 

the​ ​day​ ​Friday,​ ​September​ ​1,​ ​2017. 

 

 

 

 

 

 

 

 

 

I​ ​have​ ​read​ ​and​ ​I​ ​understand​ ​the​ ​​contents​​ ​and​ ​​expectations​​ ​​of​ ​the​​ ​​Lamprey​ ​River 

Elementary​ ​School​ ​Staff​ ​​2017-2018​ ​ ​Handbook​ ​​that​ ​has​ ​been​ ​made​ ​available​ ​to​ ​me. 

 

 

 

Teacher’s​ ​Printed​ ​Name:​ ​___________________________________________ 

 

Teacher’s​ ​Signature:​ ​___________________________________​ ​Date_______ 
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LAMPREY​ ​RIVER​ ​ELEMENTARY​ ​SCHOOL 

STAFF​ ​INFORMATION 

2017-2018  

Please​ ​provide​ ​the​ ​following​ ​information,​ ​as​ ​required​ ​by​ ​SAU,​ ​and​ ​return​ ​to​ ​the​ ​main​ ​office​ ​immediately. 

Thank​ ​you. 

  

Title:​ ​​ ​_____Miss​ ​​ ​​ ​​ ​​ ​_____Ms. _____Mrs. _____Mr. 

  

Name​ ​(Legal):​ ​__________________________________________________ 

​ ​​ ​​ ​​ ​​ ​​ ​​ ​​ ​​ ​​ ​​ ​​ ​​ ​​ ​​ ​​ ​​ ​​ ​​ ​​ ​​ ​​ ​​ ​​ ​​ ​Last  ​ ​​ ​​ ​​ ​​ ​​ ​​ ​​ ​​ ​​ ​​ ​First MI 

 

STREET:__________/_____________________________________________________ 

 ​ ​​ ​​ ​​ ​​ ​​ ​House​ ​# 

  

POST​ ​OFFICE​ ​BOX​ ​#:_____________________ 

  

TOWN/CITY:____________________________________STATE:_________ 

 

ZIP​ ​CODE______________________ 

  

DATE​ ​OF​ ​BIRTH:________________________________________________________ 

 Month Day Year 

  

TELEPHONE​ ​#:_________________________CELL​ ​PHONE​ ​#:________________ 

  

E-MAIL​ ​ADDRESS:____________________________________ 

  

POSITION/TITLE:_______________________________ 

 

=​ ​=​ ​=​ ​=​ ​=​ ​=​ ​=​ ​=​ ​=​ ​=​ ​=​ ​=​ ​=​ ​=​ ​=​ ​=​ ​=​ ​=​ ​=​ ​=​ ​=​ ​=​ ​=​ ​=​ ​=​ ​=​ ​=​ ​=​ ​=​ ​=​ ​=​ ​=​ ​=​ ​=​ ​= 

 

Emergency​ ​Information: 

Contact​ ​#1:____________________________________________________________ 

Relationship:____________________________________________________________ 

Complete​ ​Address:________________________________________________________ 

Telephone:______________________________________________________________ 

Cell​ ​phone:___________________________ 

​ ​Contact​ ​#2:____________________________________________________________ 

Relationship:____________________________________________________________ 

Complete​ ​Address:________________________________________________________ 

Telephone:______________________________________________________________ 

Cell​ ​Phone:___________________________ 
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School​ ​District​ ​Mission​ ​and​ ​Beliefs 

 

The​ ​Mission​ ​of​ ​the​ ​Raymond​ ​School​ ​District​ ​is​ ​to​ ​ensure​ ​high​ ​levels​ ​of​ ​learning​ ​for​ ​all. 

Through​ ​innovation​ ​and​ ​collaboration​ ​with​ ​our​ ​community,​ ​we​ ​will​ ​encourage​ ​and 

challenge​ ​each​ ​student​ ​with​ ​a​ ​rigorous​ ​and​ ​relevant​ ​program. 
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Attendance​ ​Form​ ​–​ ​First​ ​Day 

​ ​Lamprey​ ​River​ ​Elementary​ ​School 

Date:​ ​__________________ 

Grade​ ​____ Room​ ​#​ ​_________ ​ ​​ ​​ ​​ ​​ ​​ ​​ ​​ ​​ ​​ ​Teacher:_________________ 

 

Please​ ​list​ ​the​ ​students​ ​present​ ​in​ ​your​ ​room​ ​today:​ ​​alphabetically,​ ​last​ ​name​ ​first​.​ ​​ ​Fill​ ​in​ ​the 

totals​ ​at​ ​the​ ​bottom​ ​and​ ​send​ ​to​ ​the​ ​office​ ​as​ ​soon​ ​as​ ​possible. 

 

INDICATE​ ​AM​ ​ARRIVAL​ ​AND​ ​PM​ ​DISMISSAL​ ​METHOD.​ ​​ ​PLEASE​ ​SEND​ ​ALL​ ​NOTES. 

 

NAME AM​ ​ARRIVAL PM​ ​DISMISSAL 

 

1.______________________________________________________________________ 

2.______________________________________________________________________ 

3.______________________________________________________________________ 

4.______________________________________________________________________ 

5.______________________________________________________________________ 

6.______________________________________________________________________ 

7.______________________________________________________________________ 

8.______________________________________________________________________ 

9.______________________________________________________________________ 

10._____________________________________________________________________ 

11._____________________________________________________________________ 

12._____________________________________________________________________ 

13._____________________________________________________________________ 

14._____________________________________________________________________ 

15._____________________________________________________________________ 

16._____________________________________________________________________ 

17._____________________________________________________________________ 

18._____________________________________________________________________ 

19._____________________________________________________________________ 

20._____________________________________________________________________ 

21._____________________________________________________________________ 

22._____________________________________________________________________ 

 

#​ ​of​ ​girls_____ #​ ​of​ ​boys_____  ​ ​​ ​​ ​​ ​​ ​Total​ ​of​ ​all______ 
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General​ ​Information  

 

Attendance: 

Attendance​ ​is​ ​taken​ ​daily​ ​online​ ​using​ ​Power​ ​School.​ ​​ ​Attendance​ ​is​ ​due​ ​electronically​ ​by​ ​9:00 

a.m.​ ​​​ ​As​ ​an​ ​added​ ​security,​ ​the​ ​secretaries​ ​will​ ​be​ ​contacting​ ​each​ ​classroom​ ​teacher​ ​to​ ​verify 

that​ ​the​ ​students​ ​are​ ​absent​. 
 

Attendance​ ​Envelope: 

Teachers​ ​must​ ​collect​ ​the​ ​following​ ​information​ ​and​ ​place​ ​it​ ​in​ ​the​ ​attendance​ ​envelope​ ​prior​ ​to 

sending​ ​it​ ​to​ ​the​ ​office​ ​by​ ​9:00​ ​a.m. 

■ any​ ​notes​ ​for​ ​the​ ​office 

■ bus​ ​notes  

■ dismissal​ ​information 

ALL​ ​CHILDREN​ ​MUST​ ​BE​ ​DISMISSED​ ​FROM​ ​THE​ ​OFFICE​ ​ONLY!!!​ ​​ ​DO​ ​NOT 

DISMISS​ ​A​ ​CHILD​ ​TO​ ​A​ ​PARENT​ ​OR​ ​GUARDIAN​ ​WITHOUT​ ​OFFICE 

COMMUNICATION. 

 

PARENTS​ ​MUST​ ​MAKE​ ​ALL​ ​CHANGES​ ​TO​ ​STUDENT​ ​DISMISSAL​ ​IN​ ​WRITING. 

NO​ ​CHANGES​ ​MAY​ ​BE​ ​MADE​ ​OVER​ ​THE​ ​PHONE. 

 

Behavior​ ​Intervention​ ​Form: 

See​ ​the​ ​front​ ​office​ ​for​ ​additional​ ​discipline​ ​slips. 

 

Breakfast​ ​Program: 

Breakfast​ ​is​ ​available​ ​for​ ​all​ ​students.​ ​If​ ​students​ ​want​ ​breakfast,​ ​the​ ​cost​ ​will​ ​be​ ​$1.50​ ​per​ ​day. 

The​ ​breakfast​ ​program​ ​wi​ll​​ ​be​ ​grab​ ​and​ ​go.​ ​Students​ ​go​ ​directly​ ​to​ ​the​ ​café​ ​to​ ​pick​ ​up​ ​their 

breakfast.​ ​​ ​If​ ​they​ ​are​ ​not​ ​having​ ​breakfast,​ ​they​ ​will​ ​go​ ​directly​ ​to​ ​class. 

  

Building​ ​Security—Main: 

The​ ​school​ ​building​ ​is​ ​open​ ​from​ ​6:00​ ​a.m.​ ​until​ ​11:00​ ​p.m.​ ​​ ​Teachers​ ​and​ ​staff​ ​are​ ​permitted​ ​to 

work​ ​as​ ​late​ ​as​ ​needed.​ ​​ ​If​ ​a​ ​staff​ ​member​ ​believes​ ​that​ ​he/she​ ​will​ ​be​ ​in​ ​the​ ​building​ ​later​ ​than 

usual,​ ​that​ ​staff​ ​member​ ​should​ ​notify​ ​administration. 

 

If​ ​you​ ​will​ ​be​ ​hosting​ ​an​ ​event​ ​or​ ​inviting​ ​guests​ ​in​ ​the​ ​building​ ​you​ ​must​ ​have​ ​your​ ​activity 

approved​ ​using: 

During​ ​the​ ​Day:​ ​Internal​ ​Facilities​ ​Use​ ​Form​ ​(Carol) 

After​ ​School:​ ​Facilities​ ​Use​ ​Form​ ​(Debbie) 

 

If​ ​a​ ​staff​ ​member​ ​needs​ ​to​ ​be​ ​in​ ​the​ ​building​ ​during​ ​the​ ​weekend​ ​or​ ​holiday,​ ​he/she​ ​should 

check​ ​with​ ​Bryan​ ​or​ ​Laura. 

**​ ​The​ ​school​ ​building​ ​and​ ​grounds​ ​are​ ​equipped​ ​with​ ​video​ ​recording​ ​cameras.  
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**​ ​The​ ​front​ ​door​ ​has​ ​a​ ​“buzz-in”​ ​security​ ​system.​ ​​ ​During​ ​activation​ ​times,​ ​all​ ​those​ ​who​ ​need​ ​to 

enter​ ​the​ ​building​ ​will​ ​need​ ​to​ ​“buzz”​ ​for​ ​permission​ ​to​ ​enter. 

  

Building​ ​Security​ ​–​ ​Portables: 

The​ ​outside​ ​(main​ ​door)​ ​to​ ​each​ ​entranceway​ ​of​ ​the​ ​portables​ ​may​ ​be​ ​kept​ ​unlocked​ ​for​ ​students 

and​ ​staff​ ​to​ ​enter,​ ​however,​ ​the​ ​​interior​ ​classroom​ ​doors​ ​are​ ​to​ ​be​ ​locked​ ​at​ ​all​ ​times.​​ ​​ ​Students 

and​ ​staff​ ​should​ ​knock​ ​on​ ​the​ ​classroom​ ​doors​ ​to​ ​gain​ ​access​ ​to​ ​the​ ​individual​ ​classrooms. 

 

Students​ ​are​ ​expected​ ​to​ ​use​ ​the​ ​“Buddy​ ​System”​ ​when​ ​walking​ ​to​ ​and​ ​from​ ​the​ ​portables​ ​to​ ​the 

main​ ​building.​ ​​ ​Students​ ​whose​ ​classrooms​ ​are​ ​in​ ​the​ ​portables​ ​and​ ​are​ ​arriving​ ​in​ ​the​ ​am​ ​off​ ​a 

bus,​ ​will​ ​use​ ​the​ ​front​ ​gate​ ​to​ ​enter​ ​the​ ​portable​ ​area.​ ​This​ ​will​ ​be​ ​monitored​ ​by​ ​staff.​ ​Once 

school​ ​is​ ​in​ ​session,​ ​students​ ​will​ ​use​ ​the​ ​“kindergarten”​ ​entrance​ ​and​ ​hallway​ ​to​ ​enter​ ​and​ ​leave 

the​ ​main​ ​building. 

 

Building​ ​Security​ ​–​ ​ALL:  

If​ ​staff​ ​members​ ​see​ ​anyone​ ​in​ ​the​ ​building​ ​who​ ​is​ ​unfamiliar,​ ​they​ ​should​ ​question​ ​that 

individual​ ​and​ ​direct​ ​them​ ​to​ ​the​ ​office.​ ​​ ​Staff​ ​members​ ​need​ ​to​ ​direct​ ​all​ ​concerns​ ​to 

administration​ ​immediately​ ​relating​ ​to​ ​an​ ​individual’s​ ​presence​ ​in​ ​the​ ​building. 

 

Bullying​ ​and​ ​Harassment​ ​Reporting​ ​Form 

Please​ ​use​ ​the​ ​SAU​ ​reporting​ ​form​ ​​ ​-​ ​​http://sau33.com/forms.cfm?myform=13076 

 

Bus​ ​Passes: 

If​ ​a​ ​teacher​ ​receives​ ​a​ ​note​ ​from​ ​a​ ​child’s​ ​home​ ​stating​ ​that​ ​their​ ​child​ ​will​ ​go​ ​home​ ​​on​ ​another 

bus​ ​on​ ​that​ ​given​ ​day​,​ ​the​ ​note​ ​must​ ​go​ ​into​ ​the​ ​attendance​ ​envelope​ ​to​ ​be​ ​sent​ ​down​ ​to​ ​the 

office​ ​by​ ​9:00​ ​a.m.​ ​​ ​The​ ​office​ ​will​ ​create​ ​a​ ​bus​ ​pass​ ​for​ ​that​ ​student​ ​and​ ​return​ ​it​ ​to​ ​the 

classroom​ ​teacher​ ​prior​ ​to​ ​dismissal.​ ​​ ​Teachers​ ​should​ ​make​ ​a​ ​note​ ​to​ ​themselves​ ​as​ ​a​ ​reminder 

if​ ​the​ ​student​ ​is​ ​going​ ​to​ ​get​ ​a​ ​bus​ ​pass. 

 

Care​ ​of​ ​the​ ​Classroom: 

Teachers​ ​are​ ​responsible​ ​for​ ​the​ ​care​ ​of​ ​their​ ​classrooms​ ​and​ ​assigned​ ​areas​ ​and​ ​should​ ​see​ ​that 

they​ ​are​ ​kept​ ​neat,​ ​uncluttered,​ ​and​ ​clean. 

Teachers​ ​and​ ​students​ ​are​ ​responsible​ ​for​ ​light​ ​housekeeping​ ​tasks​ ​such​ ​as​ ​dusting​ ​and​ ​washing 

tables​ ​and​ ​desks​. 
 

*Damage​ ​and​ ​maintenance​ ​reports​ ​should​ ​be​ ​submitted​ ​to​ ​Amy​ ​Payette,​ ​Head​ ​Custodian​ ​via 

School​ ​Dude. 

 

 

 

 

17 

http://sau33.com/forms.cfm?myform=13076


Classroom​ ​Discipline: 

Effective​ ​classroom​ ​management​ ​is​ ​established​ ​beginning​ ​the​ ​first​ ​day​ ​of​ ​school.​ ​​ ​In​ ​order​ ​to 

ensure​ ​that​ ​student​ ​behavior​ ​occurs​ ​at​ ​the​ ​high​ ​levels​ ​that​ ​we​ ​expect,​ ​the​ ​following​ ​will​ ​occur: 

● The​ ​classroom​ ​teacher​ ​will​ ​teach,​ ​maintain​ ​and​ ​model​ ​the​ ​school​ ​and​ ​classroom​ ​rules.  

● In​ ​each​ ​classroom,​ ​the​ ​students​ ​and​ ​the​ ​teacher​ ​will​ ​develop​ ​expected​ ​safe,​ ​responsible, 

and​ ​respectful​ ​behaviors​ ​for​ ​learning. 

● The​ ​classroom​ ​teacher​ ​will​ ​review​ ​the​ ​school​ ​discipline​ ​policies​ ​with​ ​students. 

● Modeling​ ​and​ ​consistent​ ​reinforcement​ ​of​ ​expected​ ​behaviors​ ​will​ ​occur​ ​throughout​ ​the 

year.  

● All​ ​classrooms​ ​will​ ​adhere​ ​to​ ​the​ ​Responsive​ ​Classroom​ ​Philosophy.​ ​(​Teachers​ ​who​ ​have 

not​ ​been​ ​trained​ ​in​ ​this​ ​model​ ​should​ ​seek​ ​out​ ​opportunities​ ​for​ ​professional 

development.) 
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Classroom​ ​Expectations: 

Methods​ ​of​ ​classroom​ ​procedure​ ​and​ ​control​ ​vary​ ​due​ ​to​ ​the​ ​age​ ​of​ ​students,​ ​classroom 

arrangements,​ ​and​ ​teacher​ ​personality.​ ​​ ​Best​ ​results​ ​may​ ​usually​ ​be​ ​expected​ ​when​ ​teachers​ ​are 

given​ ​freedom​ ​to​ ​conduct​ ​classes​ ​in​ ​a​ ​manner​ ​that​ ​the​ ​individual​ ​teacher​ ​chooses.​ ​​ ​However, 

there​ ​are​ ​certain​ ​expectations​ ​that​ ​can​ ​be​ ​observed​ ​by​ ​all​ ​for​ ​the​ ​good​ ​of​ ​the​ ​school​ ​as​ ​a​ ​whole. 

>Intervention​ ​and​ ​Enrichment 

● Flexible​ ​groups 

● Guaranteed​ ​curriculum​ ​focus 

● Data​ ​driven 

>Procedural​ ​information 

● Guaranteed​ ​Curriculum 

● Posted​ ​at​ ​student​ ​centered​ ​location​ ​for​ ​clarification​ ​and​ ​understanding 

● Daily/Weekly​ ​Learning​ ​goals 

● Discipline​ ​plan 

● Schedules​ ​of​ ​daily​ ​activities 

● Weekly​ ​activities 

● Assignment​ ​chart 

● Bus​ ​chart 

>Fire​ ​Drill/Evacuation​ ​Procedure 

● Posted​ ​and​ ​practiced 

● Safety​ ​procedures​ ​posted​ ​and​ ​practiced 

● Discuss​ ​conduct​ ​when​ ​responding​ ​to​ ​emergency​ ​drills 

>Classroom​ ​Management 

● Communicate​ ​positive​ ​expectations 

● Respectful​ ​behavior 

● Completion​ ​of​ ​classroom​ ​assignments 

● Maintaining​ ​a​ ​safe​ ​environment 

● Following​ ​the​ ​discipline​ ​policy 

-​ ​​ ​Positive​ ​Behavioral​ ​Support​ ​(correcting​ ​students​ ​in​ ​a​ ​positive​ ​way) 

-​ ​​ ​Discuss​ ​conduct​ ​working​ ​with​ ​other​ ​professionals​ ​i.e.​ ​substitutes​ ​and​ ​support​ ​staff 

-​ ​​ ​Discuss​ ​rainy​ ​day​ ​recess​ ​conduct 

>Discipline​ ​Plan 

● Clear​ ​expectations​ ​of​ ​what​ ​is​ ​expected 

● Expectations​ ​are​ ​measurable 
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Communication​ ​Radios/Walkie​ ​Talkie​ ​Purpose​ ​&​ ​Protocols: 

 

Radios​ ​for​ ​faculty​ ​members​ ​should​ ​be​ ​kept​ ​in​ ​their​ ​respective​ ​classrooms​ ​to​ ​charge​ ​when​ ​not​ ​in 

use.​ ​​ ​Staff​ ​members​ ​are​ ​asked​ ​to​ ​keep​ ​their​ ​radios​ ​on​ ​during​ ​the​ ​day​ ​for​ ​school-wide 

communication. 

 

The​ ​purpose​ ​of​ ​using​ ​a​ ​walkie​ ​for​ ​communication​ ​is​ ​for​ ​staff​ ​to​ ​get​ ​in​ ​contact​ ​with​ ​another 

staff​ ​member​ ​when​ ​they​ ​are​ ​not​ ​near​ ​a​ ​phone​ ​and​ ​they​ ​need​ ​immediate​ ​assistance,​ ​in​ ​times​ ​of 

crisis. 

 

Communication​ ​Radio​ ​Protocols 

● Phones​ ​are​ ​preferred​ ​and​ ​are​ ​the​ ​most​ ​confidential​ ​means​ ​of​ ​communication​ ​and 

therefore,​ ​should​ ​be​ ​utilized​ ​first,​ ​whenever​ ​possible 

● If​ ​a​ ​student​ ​has​ ​left​ ​a​ ​location​ ​without​ ​permission,​ ​if​ ​possible,​ ​please​ ​call​ ​on​ ​the​ ​phone 

versus​ ​saying​ ​“student​ ​on​ ​the​ ​run”​ ​over​ ​the​ ​walkie 

● Whenever​ ​needing​ ​to​ ​mention​ ​a​ ​student​ ​name​ ​over​ ​the​ ​walkie,​ ​please​ ​use​ ​student​ ​initials 

ONLY 

● Walkie​ ​talkies​ ​are​ ​not​ ​to​ ​be​ ​used​ ​for​ ​informal​ ​conversations.​ ​If​ ​a​ ​conversation​ ​needs​ ​to 

happen,​ ​please​ ​state​ ​the​ ​phone​ ​extension​ ​and​ ​discuss​ ​over​ ​the​ ​phone 

● Using​ ​walkies​ ​during​ ​recess​ ​and​ ​lunch​ ​is​ ​appropriate​ ​for​ ​notifying​ ​the​ ​office​ ​staff​ ​and 

nurse​ ​when​ ​a​ ​student​ ​is​ ​being​ ​sent​ ​inside​ ​and​ ​vice​ ​versa 

● Please​ ​return​ ​the​ ​“recess”​ ​walkie​ ​to​ ​the​ ​appropriate​ ​charger​ ​at​ ​the​ ​end​ ​of​ ​3rd​ ​grade 

recess 

*Keep​ ​in​ ​mind,​ ​students​ ​and​ ​other​ ​staff​ ​members​ ​are​ ​able​ ​to​ ​hear​ ​what​ ​is​ ​being​ ​said​ ​on​ ​the 

walkies​ ​at​ ​all​ ​times​ ​(it​ ​may​ ​even​ ​be​ ​possible​ ​for​ ​others​ ​outside​ ​our​ ​school​ ​building​ ​to​ ​hear​ ​what 

is​ ​being​ ​said). 

 

IF A TEACHER WISHES TO TAKE HIS/HER CLASS FOR AN ADDITIONAL RECESS OR VISIT              

ANOTHER CLASS, THE OFFICE MUST BE NOTIFIED AT THAT TIME. IF GOING OUTSIDE, THE              

TEACHER MUST HAVE THE RADIO THAT IS KEPT IN THE MUSIC ROOM HALLWAY. IN THE               

EVENT THAT THE OFFICE NEEDS TO LOCATE A STUDENT OR TEACHER WHO IS OUTSIDE, THEY               

MUST BE ABLE T0 CONTACT THAT PERSON IMMEDIATELY!! THAT CONTACT WILL BE DONE             

THROUGH​ ​THE​ ​USE​ ​OF​ ​THE​ ​RADIO. 
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Computer​ ​Help: 

Directions​ ​for​ ​requesting​ ​assistance​ ​or​ ​reporting​ ​computer​ ​repairs​ ​need​ ​to​ ​be​ ​done​ ​through 

School​ ​Dude.​ ​​ ​​ ​​​ ​This​ ​is​ ​required​ ​for​ ​Maintenance​ ​and​ ​Computer​ ​Requests. 

● Go​ ​to​ ​the​ ​Raymond​ ​Website:​ ​​ ​www:sau33.com 

● Under​ ​Quick​ ​Navigation​ ​click​ ​on​ ​the​ ​School​ ​Dude​ ​Guy 

● 1​st​​ ​time​ ​it​ ​will​ ​ask​ ​for​ ​your​ ​school​ ​email​ ​address​ ​–​ ​(s.ellis@sau33.com) 

● The​ ​page​ ​next​ ​is​ ​the​ ​Repair​ ​Request​ ​page 

● If​ ​you​ ​need​ ​Computer​ ​request​ ​click​ ​on​ ​the​ ​file​ ​​ ​IT​ ​Request​ ​and​ ​fill​ ​info​ ​(usually​ ​this​ ​is​ ​the 

page​ ​that​ ​show​ ​first) 

● If​ ​you​ ​need​ ​Maintenance​ ​request​ ​click​ ​on​ ​the​ ​file​ ​Maintenance​ ​request  

● Fill​ ​out​ ​only​ ​the​ ​areas​ ​that​ ​have​ ​a​ ​check​ ​mark.​ ​​ ​You​ ​do​ ​not​ ​need​ ​phone​ ​#​ ​etc. 

● The​ ​passwords:​ ​​ ​Computer​ ​request​ ​is​ ​–​ ​Computerhelp​ ​|​ ​Maintenance​ ​request​ ​is​ ​– 

Password 

● Click​ ​Submit 

 

Computer​ ​Lab: 

All​ ​teachers​ ​are​ ​encouraged​ ​to​ ​support​ ​and​ ​enrich​ ​the​ ​students’​ ​learning​ ​by​ ​incorporating​ ​the 

use​ ​of​ ​the​ ​computer​ ​lab​ ​into​ ​instruction.​ ​Teachers​ ​will​ ​have​ ​assigned​ ​times​ ​each​ ​week​ ​so​ ​they 

have​ ​uninterrupted​ ​access​ ​to​ ​the​ ​computers​ ​for​ ​class​ ​lessons. 

 

Computer​ ​Carts: 

Staff​ ​is​ ​encouraged​ ​to​ ​make​ ​use​ ​of​ ​the​ ​carts​ ​to​ ​assist​ ​and​ ​enhance​ ​their​ ​teaching.​ ​The​ ​computer 

cart​ ​with​ ​a​ ​classroom​ ​supply​ ​of​ ​laptop​ ​computers​ ​is​ ​available​ ​for​ ​use.​ ​The​ ​teacher​ ​needs​ ​to​ ​sign 

out​ ​the​ ​cart​ ​through​ ​the​ ​online​ ​library​ ​calendar.​ ​​ ​Each​ ​grade​ ​level​ ​will​ ​be​ ​responsible​ ​for​ ​their 

own​ ​cart. 

 

Computer/Internet​ ​Quick​ ​Tips: 

 

Logging​ ​on​ ​Computer:​ ​​ ​Turn​ ​on​ ​Computer​ ​at​ ​screen​ ​“Welcome​ ​to​ ​Windows” 

·​ ​​ ​​ ​​ ​​ ​​ ​​ ​​ ​​ ​Press​ ​Control​ ​Alt​ ​Delete​ ​to​ ​begin 

·​ ​​ ​​ ​​ ​​ ​​ ​​ ​​ ​​ ​Username:​ ​initial​ ​of​ ​1​st​​ ​name​ ​and​ ​full​ ​last​ ​name​ ​​ ​(ex:​ ​​ ​sellis) 

·​ ​​ ​​ ​​ ​​ ​​ ​​ ​​ ​​ ​Password:​ ​​ ​************ 

  

In​ ​Computer​ ​Lab​ ​Please​ ​Log​ ​ON​ ​with 

Username:​ ​​ ​​ ​library 

Password:​ ​​ ​​ ​Frogs1 

This​ ​is​ ​what​ ​the​ ​students​ ​will​ ​use​ ​at​ ​all​ ​times​ ​to​ ​log​ ​on. 

  

Internet:​ ​Click​ ​on​ ​Internet​ ​Explorer​ ​or​ ​Firefox​ ​icon.​ ​Google​ ​Page​ ​will​ ​come​ ​up. 

  

Email​ ​Address:​ ​Sign​ ​in​ ​2​ ​ways: 

● Directly​ ​from​ ​the​ ​​Google​ ​Page: 

Click​ ​on​ ​Gmail  

Username:​ ​all​ ​lower​ ​case 
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 1st​ ​initial​ ​of​ ​1​st​​ ​name 

 Dot 

 Last​ ​name@sau33.com 

Password:​ ​*********** 

Click​ ​sign​ ​in:​ ​​ ​(At​ ​school​ ​please​ ​DO​ ​NOT​ ​click​ ​on​ ​Remember​ ​My​ ​info) 

● http://www.sau33.com 

On​ ​the​ ​info​ ​navigation​ ​bar​ ​click​ ​on​ ​"District​ ​Email”  

This​ ​will​ ​take​ ​you​ ​to​ ​the​ ​Google​ ​Page​ ​and​ ​you​ ​will​ ​sign​ ​in​ ​just​ ​as​ ​stated​ ​above. 

  

  

Recommendations​ ​for​ ​Email: 

● Use​ ​#​ ​for​ ​quicker​ ​access 

● At​ ​school​ ​recommend​ ​NOT​ ​to​ ​click​ ​on​ ​remember​ ​my​ ​info 

● At​ ​home​ ​click​ ​on​ ​remember​ ​my​ ​info 

  

School​ ​Dude:​ ​​ ​​ ​This​ ​is​ ​required​ ​for​ ​Maintenance​ ​and​ ​Computer​ ​Requests. 

● Go​ ​to​ ​the​ ​Raymond​ ​Website:​ ​​ ​www:sau33.com 

● Under​ ​Quick​ ​Navigation​ ​click​ ​on​ ​the​ ​School​ ​Dude​ ​Guy 

● 1​st​​ ​time​ ​it​ ​will​ ​ask​ ​for​ ​your​ ​school​ ​email​ ​address​ ​–​ ​(s.ellis@sau33.com) 

● The​ ​page​ ​next​ ​is​ ​the​ ​Repair​ ​Request​ ​page 

● If​ ​you​ ​need​ ​Computer​ ​request​ ​click​ ​on​ ​the​ ​file​ ​​ ​IT​ ​Request​ ​and​ ​fill​ ​info​ ​(usually​ ​this​ ​is​ ​the 

page​ ​that​ ​show​ ​first) 

● If​ ​you​ ​need​ ​Maintenance​ ​request​ ​click​ ​on​ ​the​ ​file​ ​Maintenance​ ​request  

● Fill​ ​out​ ​only​ ​the​ ​areas​ ​that​ ​have​ ​a​ ​check​ ​mark.​ ​​ ​You​ ​do​ ​not​ ​need​ ​phone​ ​#​ ​etc. 

● The​ ​passwords:​ ​​ ​​ ​Computer​ ​Request​ ​is​ ​–​ ​Computerhelp 

 ​ ​​ ​​ ​​ ​​ ​​ ​Maintenance​ ​Request​ ​is​ ​–​ ​Password 

● Click​ ​Submit 

 

 

Delayed​ ​Opening/No​ ​School: 

School​ ​administration​ ​will​ ​make​ ​this​ ​announcement​ ​through​ ​our​ ​phone​ ​alert​ ​system,​ ​in​ ​the 

event​ ​school​ ​is​ ​cancelled​ ​or​ ​delayed.  
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Dismissal​ ​of​ ​Students: 

If​ ​a​ ​student’s​ ​dismissal​ ​routine​ ​has​ ​changed​ ​and​ ​no​ ​bus​ ​pass​ ​is​ ​required,​ ​the​ ​note​ ​from​ ​the 

child’s​ ​home​ ​needs​ ​to​ ​be​ ​placed​ ​in​ ​the​ ​attendance​ ​envelope​ ​to​ ​be​ ​sent​ ​down​ ​to​ ​the​ ​office​ ​by​ ​9:00 

a.m.​ ​​ ​The​ ​teacher​ ​needs​ ​to​ ​make​ ​a​ ​note​ ​as​ ​a​ ​reminder.  

 

If​ ​a​ ​teacher​ ​receives​ ​a​ ​note​ ​from​ ​a​ ​child’s​ ​home​ ​stating​ ​that​ ​their​ ​child​ ​will​ ​be​ ​dismissed​ ​early, 

the​ ​teacher​ ​needs​ ​to​ ​make​ ​a​ ​note​ ​for​ ​him/herself​ ​as​ ​a​ ​reminder​.​ ​The​ ​child’s​ ​note​ ​needs​ ​to​ ​be 

placed​ ​in​ ​the​ ​attendance​ ​envelope​ ​to​ ​be​ ​sent​ ​down​ ​to​ ​the​ ​office​ ​by​ ​9:00​ ​a.m.​ ​​ ​​The​ ​office​ ​will​ ​call 

when​ ​the​ ​child’s​ ​parent/guardian​ ​arrives.​ ​The​ ​office​ ​will​ ​notify​ ​the​ ​teacher​ ​to​ ​have​ ​the​ ​child 

dismissed​ ​to​ ​the​ ​office. 

 

ALL​ ​CHILDREN​ ​MUST​ ​BE​ ​DISMISSED​ ​FROM​ ​THE​ ​OFFICE​ ​ONLY!!!​ ​​ ​DO​ ​NOT 

DISMISS​ ​A​ ​CHILD​ ​TO​ ​A​ ​PARENT​ ​OR​ ​GUARDIAN​ ​WITHOUT​ ​OFFICE 

COMMUNICATION. 

 

PARENTS​ ​MUST​ ​MAKE​ ​ALL​ ​CHANGES​ ​TO​ ​STUDENT​ ​DISMISSAL​ ​IN​ ​WRITING. 

NO​ ​CHANGES​ ​MAY​ ​BE​ ​MADE​ ​OVER​ ​THE​ ​PHONE. 

 

Dress/Attire: 

All members of the faculty and staff are required to dress in a professional manner at all times,                  

unless otherwise indicated (such as spirit days). Good grooming and dress habits are considered              

to be a part of the teacher’s professional obligations while at school. Jeans may be worn on the                  

last student contact day of the week or designated days by the principal. (Jeans will not be                 

allowed on assembly days or days in which there are scheduled guests, such as conferences,               

grandparents’ day, etc.). Professional attire does not include shorts. Skirts, dresses and            

tank-tops​ ​should​ ​exceed​ ​the​ ​requirements​ ​for​ ​student​ ​dress​ ​code. 

 

Duties: 

Staff​ ​members​ ​are​ ​assigned​ ​duties​ ​for​ ​a​ ​specific​ ​time​ ​during​ ​each​ ​day​ ​of​ ​the​ ​week​ ​for​ ​the​ ​entire 

school​ ​year.​ ​​Your​ ​punctual​ ​arrival​ ​for​ ​these​ ​duties​ ​is​ ​important​ ​for​ ​student​ ​safety.​ ​​ ​​While​ ​on 

duty,​ ​teachers​ ​need​ ​to​ ​position​ ​themselves​ ​to​ ​provide​ ​the​ ​best​ ​supervision​ ​for​ ​our​ ​students. 

Bus​ ​Duty​:​​ ​Staff​ ​need​ ​to​ ​be​ ​outside​ ​at​ ​the​ ​front​ ​of​ ​the​ ​school​ ​by​ ​​8:30​ ​a.m.​​ ​for​ ​morning​ ​duty​ ​and 

3:15​ ​p.m.​​ ​for​ ​afternoon​ ​duty. 

Lunch​ ​Duty​:​​ ​Staff​ ​need​ ​to​ ​be​ ​in​ ​the​ ​café​ ​at​ ​the​ ​beginning​ ​of​ ​the​ ​scheduled​ ​duty​ ​to​ ​allow​ ​students 

to​ ​enter​ ​the​ ​café.​ ​Staff​ ​need​ ​to​ ​walk​ ​around​ ​and​ ​supervise​ ​students​ ​during​ ​the​ ​entire​ ​lunch 

period. 

The​ ​following​ ​guidelines​ ​will​ ​be​ ​used: 

● At​ ​the​ ​five​ ​minute​ ​mark,​ ​students​ ​will​ ​be​ ​reminded​ ​that​ ​there​ ​are​ ​a​ ​certain​ ​number​ ​of 

minutes​ ​remaining​ ​in​ ​which​ ​to​ ​finish​ ​eating.​ ​​ ​They​ ​may​ ​talk​ ​quietly. 

● At​ ​the​ ​two​ ​minute​ ​mark,​ ​students​ ​will​ ​clean​ ​up​ ​their​ ​area​ ​and​ ​prepare​ ​for​ ​dismissal.​ ​They 

may​ ​talk​ ​quietly. 
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● When​ ​it​ ​is​ ​time​ ​to​ ​leave,​ ​students​ ​will​ ​be​ ​called​ ​to​ ​line​ ​up. 

Administration​ ​is​ ​willing​ ​to​ ​intervene​ ​at​ ​any​ ​time​.​ ​​ ​Please​ ​contact​ ​the​ ​office​ ​using​ ​the​ ​radio​ ​if​ ​you 

need​ ​assistance.​ ​​ ​Also,​ ​if​ ​there​ ​is​ ​a​ ​need​ ​to​ ​send​ ​a​ ​student​ ​to​ ​the​ ​office,​ ​please​ ​contact​ ​the​ ​office 

and​ ​check​ ​to​ ​see​ ​if​ ​administration​ ​is​ ​available​ ​before​ ​sending​ ​students​ ​to​ ​the​ ​office.​ ​​ ​​Please 

follow-up​ ​with​ ​a​ ​visit​ ​to​ ​the​ ​office​ ​​to​ ​inform​ ​them​ ​of​ ​the​ ​exact​ ​discipline​ ​issue​ ​or​ ​send​ ​down​ ​a 

Behavior​ ​Intervention​ ​Form​ ​A.S.A.P​.  
.   

Recess​ ​Duty​:​ ​​​ ​Staff​ ​need​ ​to​ ​be​ ​on​ ​time​ ​to​ ​their​ ​assigned​ ​recess​ ​duty. 

 

The​ ​following​ ​applies​ ​to​ ​outside​ ​recess​. 
When​ ​on​ ​the​ ​playground,​ ​staff​ ​assigned​ ​to​ ​that​ ​specific​ ​duty​ ​will​ ​be​ ​situated​ ​and​ ​supervising 

students​ ​in​ ​the​ ​following​ ​areas: 

·​ ​Pavilion/entrance​ ​at​ ​basketball​ ​court 

·​ ​Climbing​ ​structure 

·​ ​Field 

 

When​ ​on​ ​recess​ ​duty,​ ​it​ ​is​ ​imperative​ ​that​ ​teachers​ ​attentively​ ​supervise​ ​students​ ​at​ ​all​ ​times.​ ​​ ​It 

is​ ​expected​ ​that​ ​teachers​ ​will​ ​be​ ​at​ ​their​ ​assigned​ ​areas​ ​throughout​ ​the​ ​entire​ ​scheduled​ ​recess 

supervising​ ​and​ ​assisting​ ​students.​ ​​ ​One​ ​staff​ ​member​ ​must​ ​carry​ ​the​ ​provided​ ​radio​ ​to​ ​be​ ​used 

in​ ​the​ ​event​ ​that​ ​the​ ​office/nurse​ ​needs​ ​to​ ​be​ ​contacted. 

If​ ​a​ ​student​ ​needs​ ​to​ ​be​ ​sent​ ​into​ ​the​ ​office/nurse,​ ​for​ ​any​ ​reason,​ ​the​ ​office/nurse​ ​needs​ ​to​ ​be 

contacted​ ​by​ ​radio.​​ ​​ ​DO​ ​NOT​ ​SEND​ ​A​ ​STUDENT​ ​TO​ ​THE​ ​OFFICE​ ​OR​ ​THE​ ​NURSE​ ​WITHOUT 

NOTIFYING​ ​OFFICE​ ​PERSONNEL​ ​FIRST!!! 

At​ ​the​ ​conclusion​ ​of​ ​recess,​ ​teachers​ ​on​ ​duty​ ​are​ ​asked​ ​to​ ​line​ ​the​ ​classes​ ​up,​ ​near​ ​the​ ​3rd​ ​grade 

ramp.​ ​Duty​ ​teachers​ ​will​ ​walk​ ​students​ ​into​ ​the​ ​building. 
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Duty​ ​Schedule: 

1/K 

11:40-12:05 

Santos 

Busby 

McAvoy 

Lunch​ ​Duty: 

 

A.​ ​Ingalls​ ​(15​ ​minutes)  

Vacant​ ​1 

Vacant​ ​2 

Kowalchuck 

Roberts​ ​1:1 

Annable​ ​1:1 

Dellas​ ​1:1 

Finneran 

Vaughn 

York 

12:05-12:35 

Recess​ ​Duty: 

1 

Grade​ ​1​ ​Teachers​ ​including 

SPED​ ​(15​ ​Min) 

Wood 

Blanchard 

 

K 

K​ ​Teachers​ ​(15​ ​Min) 

Vogel 

Elliott 

2/K 

11:35-12:05 

Blum 

Ajemian 

Michaud 

Recess​ ​Duty: 

2 

Grade​ ​2​ ​Teachers​ ​including 

SPED​ ​(15​ ​Min) 

Cox 

 

K 

K​ ​Teachers​ ​(15​ ​Min) 

O’Brien 

Vacant​ ​5 

12:05-12:30 

Lunch​ ​Duty: 

LaCasse​ ​&​ ​Health 

Vacant​ ​4 

Jortberg 

T.​ ​Dileo 

D.​ ​Dileo 

Antonucci  

Ellis​ ​1:1 

St.Germaine​ ​1:1 

Mensinger​ ​1:1 

Holmes​ ​1:1 

Odstrcil​ ​1:1 

Derbyshire​ ​1:1 

 

4 12:35-1:00 

Lunch​ ​Duty: 

Faulkner​ ​&​ ​Munson 

Carbone 

Whitesell​ ​1:1 

Doumas​ ​1:1 

Hayes​ ​2:1 

 

1:00-1:30 

Recess​ ​Duty: 

Grade​ ​4​ ​Teachers​ ​including 

SPED​ ​(15​ ​Min) 

Vacant​ ​-​ ​O’Neill 

Goodwin​ ​2:1 

Sterritt 

 

3 12:35-1:05 

Recess​ ​Duty: 

Grade​ ​3​ ​Teachers​ ​including 

SPED​ ​(15​ ​Min) 

Buckley 

1:05-1:30 

Lunch​ ​Duty: 

Shaw 

Bolton 

Vacant​ ​6​ ​1:1 

 

O 12:35-1:05 
Office​ ​Duty 

Meredith​ ​Meyers 

*​ ​​Walkie​ ​Talkie 
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Lunch​ ​&​ ​Recess​ ​Schedule: 

1/K 11:40-12:05 Student​ ​and​ ​Staff​ ​Lunch 12:05-12:35 Recess 

2/K 11:35-12:05 Recess 12:05-12:30 Student​ ​and​ ​Staff​ ​Lunch 

3 12:35-1:05 Recess 1:05-1:30 Student​ ​and​ ​Staff​ ​Lunch 

4 12:35-1:00 Student​ ​and​ ​Staff​ ​Lunch 1:05-1:30 Recess 
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Facilities​ ​Use​ ​Form
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Field​ ​Trips: 

Field​ ​trips​ ​must​ ​support​ ​the​ ​curriculum​ ​here​ ​at​ ​LRES.​ ​Students​ ​are​ ​expected​ ​to​ ​be​ ​on​ ​their​ ​best 

behavior​ ​and​ ​to​ ​follow​ ​all​ ​school​ ​regulations​ ​including​ ​dress​ ​and​ ​conduct.​ ​The​ ​following​ ​items 

are​ ​included​ ​in​ ​the​ ​field​ ​trip​ ​packet​ ​and​ ​need​ ​to​ ​be​ ​completed​ ​for​ ​all​ ​field​ ​trips. 

● Field​ ​trip​ ​instructions​ ​sheet-​ ​Please​ ​read​ ​and​ ​follow​ ​all​ ​instructions​ ​to​ ​ensure​ ​all​ ​required 

steps​ ​are​ ​taken​ ​in​ ​the​ ​planning​ ​process​ ​of​ ​a​ ​field​ ​trip. 

● Field​ ​Trip​ ​Proposal​ ​Approval​ ​Form-​ ​Complete​ ​this​ ​form​ ​prior​ ​to​ ​making​ ​arrangements 

with​ ​students.​ ​All​ ​signatures​ ​are​ ​required​ ​before​ ​a​ ​field​ ​trip​ ​is​ ​officially​ ​approved. 

● The​ ​Field​ ​Trip​ ​Proposal​ ​Form​ ​checklist​ ​-​ ​This​ ​is​ ​the​ ​first​ ​document​ ​that​ ​needs​ ​to​ ​be 

completed. 

● Student​ ​permission​ ​slips​ ​-​ ​​ ​for​ ​every​ ​child​ ​that​ ​is​ ​scheduled​ ​to​ ​attend​ ​the​ ​field​ ​trip. 

Phoned-in​ ​permission​ ​is​ ​acceptable​ ​only​ ​with​ ​administrative​ ​approval​. 
● Field​ ​Trip​ ​Bag​ ​Lunch​ ​Form​ ​-​ ​This​ ​is​ ​due​ ​to​ ​the​ ​kitchen​ ​in​ ​the​ ​morning​ ​at​ ​least​ ​2​ ​days 

before​ ​the​ ​field​ ​trip. 

● Money​ ​Collection​ ​envelope/classroom​ ​tracking​ ​form​ ​-​ ​This​ ​is​ ​provided​ ​to​ ​teachers​ ​the 

day​ ​of​ ​or​ ​day​ ​before​ ​the​ ​teachers​ ​send​ ​student​ ​permission​ ​slips​ ​home.​ ​The​ ​tracking​ ​form 

needs​ ​to​ ​turned​ ​in​ ​​ ​(7)​ ​seven​ ​days​ ​before. 

● *****​ ​Event​ ​Volunteer​ ​Packet​ ​-​ ​must​ ​be​ ​filled​ ​in​ ​for​ ​all​ ​chaperones​ ​(10​ ​days 

in​ ​advance) 

 

It​ ​is​ ​mandatory​ ​that​ ​a​ ​CPR​ ​certified​ ​staff​ ​member​ ​attend​ ​each​ ​field​ ​trip.​ ​​ ​Please​ ​see 

administration​ ​or​ ​school​ ​nurse​ ​for​ ​more​ ​information. 

1. Inclement​ ​weather​ ​arrangements​​ ​of​ ​alternative​ ​destination​ ​and/or​ ​date​ ​are​ ​to​ ​be​ ​on​ ​the 

notice​ ​you​ ​send​ ​to​ ​parents.​ ​​ ​Please​ ​be​ ​sure​ ​to​ ​notify​ ​parents​ ​of​ ​any​ ​changes​ ​in​ ​the​ ​field 

trip​ ​status,​ ​i.e.​ ​times,​ ​destination,​ ​etc.​ ​​ ​A​ ​copy​ ​of​ ​these​ ​notices​ ​should​ ​be​ ​sent​ ​to​ ​the 

office. 

2. Student​ ​behavior​​ ​must​ ​meet​ ​the​ ​expectations​ ​outlined​ ​in​ ​the​ ​school​ ​handbook.​ ​​Plans 

must​ ​be​ ​established​ ​and​ ​approved​ ​for​ ​supervision​ ​of​ ​any​ ​IEP​ ​or​ ​Behavioral 

students.  

3. Chaperones:​​ ​Chaperones​ ​must​ ​be​ ​an​ ​adult.​ ​​ ​An​ ​adult​ ​is​ ​defined​ ​as​ ​a​ ​person​ ​who​ ​is​ ​not 

currently​ ​enrolled​ ​in​ ​a​ ​K-12​ ​program.​ ​​ ​​The​ ​student/chaperone​ ​ratio​ ​must​ ​be​ ​one 

to​ ​ten.​​ ​​ ​When​ ​necessary,​ ​chaperones​ ​may​ ​be​ ​assigned​ ​to​ ​a​ ​bus​ ​and/or​ ​class​ ​other​ ​than 

their​ ​own​ ​child’s​ ​in​ ​order​ ​to​ ​meet​ ​the​ ​student​ ​ratio​ ​requirement.​ ​Chaperones​ ​pay​ ​their 

own​ ​admission.​ ​​ ​They​ ​do​ ​not​ ​pay​ ​for​ ​the​ ​bus.​ ​​ ​The​ ​“no​ ​food​ ​or​ ​drink…glass​ ​containers” 

rule​ ​applies​ ​to​ ​adults​ ​as​ ​well​ ​as​ ​students.​ ​​Classroom​ ​aides​ ​not​ ​attending​ ​trips​ ​with​ ​their 

class​ ​need​ ​to​ ​notify​ ​the​ ​office​ ​for​ ​reassignment​ ​for​ ​the​ ​day.  

4. Private​ ​Vehicle​ ​Transportation​​ ​​is​ ​not​ ​permitted.​ ​​ ​LRES​ ​Field​ ​Trip​ ​rules​ ​do​ ​not​ ​allow​ ​the 

use​ ​of​ ​private​ ​vehicles​ ​for​ ​the​ ​transportation​ ​of​ ​students​ ​on​ ​field​ ​trips.​ ​​ ​Students​ ​must 

ride​ ​to​ ​their​ ​destination​ ​and​ ​return​ ​to​ ​school​ ​on​ ​the​ ​bus​ ​with​ ​their​ ​classmates. 
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5. Departure​ ​Times​:​​ ​The​ ​times​ ​leaving​ ​the​ ​school​ ​and​ ​leaving​ ​the​ ​field​ ​trip​ ​site​ ​are​ ​when 

the​ ​bus​ ​starts​ ​moving.​ ​​ ​Please​ ​make​ ​sure​ ​your​ ​group​ ​is​ ​ready​ ​and​ ​waiting​ ​to​ ​go​ ​​before 

your​ ​departure​ ​time.​ ​​ ​This​ ​is​ ​critical​ ​for​ ​departures​ ​from​ ​the​ ​field​ ​trip​ ​site​ ​as​ ​the​ ​bus​ ​you 

are​ ​using​ ​is​ ​often​ ​used​ ​to​ ​transport​ ​district​ ​children​ ​home​ ​from​ ​school.​ ​​ ​Arrival​ ​back​ ​to 

school​ ​is​ ​to​ ​be​ ​no​ ​later​ ​than​​ ​2:30​ ​p.m​. 
6. Medication:​​ ​​The​ ​school​ ​nurse​ ​will​ ​contact​ ​you​ ​to​ ​make​ ​arrangements​ ​for​ ​children 

requiring​ ​medication. 

7. Duty​ ​Coverage​:​ ​Ensure​ ​your​ ​duties​ ​are​ ​covered.​​ ​​ ​​Classroom​ ​aides​ ​not​ ​attending​ ​trips 

with​ ​their​ ​class​ ​need​ ​to​ ​notify​ ​the​ ​office​ ​for​ ​reassignment​ ​for​ ​the​ ​day. 

8. Children​ ​not​ ​attending​​ ​​the​ ​field​ ​trip​ ​will​ ​be​ ​assigned​ ​to​ ​another​ ​classroom​ ​for​ ​the​ ​day. 

Classroom​ ​assignment​ ​coordination​ ​is​ ​the​ ​responsibility​ ​of​ ​the​ ​teacher.​ ​​ ​Send​ ​a​ ​list​ ​of 

students​ ​to​ ​the​ ​office​ ​who​ ​are​ ​not​ ​attending​ ​and​ ​what​ ​class​ ​they​ ​are​ ​assigned​ ​to​ ​for​ ​the 

day.​ ​​ ​If​ ​a​ ​parent​ ​decides​ ​to​ ​keep​ ​the​ ​child​ ​home,​ ​they​ ​will​ ​be​ ​considered​ ​absent.  

9. Field​ ​Trip​ ​Money:​ ​​Please​ ​collect​ ​all​ ​money​ ​that​ ​is​ ​due​ ​BEFORE​ ​the​ ​field​ ​trip​ ​date.​​ ​​Please 

collect​ ​all​ ​money​ ​that​ ​is​ ​due​ ​​10​ ​DAYS​ ​BEFORE​ ​​the​ ​field​ ​trip​ ​date.​ ​​ ​​Trip​ ​costs​ ​are 

calculated​ ​based​ ​on​ ​your​ ​initial​ ​trip​ ​proposal​ ​and​ ​the​ ​number​ ​of​ ​students​ ​involved.​ ​​ ​If​ ​a 

child​ ​says​ ​he​ ​can​ ​not​ ​go​ ​because​ ​he​ ​does​ ​not​ ​have​ ​the​ ​money,​ ​we​ ​will​ ​make​ ​every​ ​effort​ ​to 

see​ ​that​ ​all​ ​children​ ​who​ ​want​ ​to​ ​go​ ​are​ ​able​ ​to​ ​go. 

 

Collection​ ​of​ ​Field​ ​Trip​ ​Money:​​ ​Once​ ​the​ ​superintendent​ ​approves​ ​the​ ​field​ ​trip,​ ​the​ ​secretary 

will​ ​determine​ ​the​ ​cost​ ​per​ ​student​ ​and​ ​place​ ​that​ ​information​ ​in​ ​the​ ​teacher’s​ ​mailbox,​ ​along 

with​ ​the​ ​collection​ ​envelope​ ​and​ ​attendance​ ​sheet.​ ​​ ​Please​ ​count​ ​the​ ​money​ ​and​ ​indicate​ ​the 

amount​ ​collected​ ​on​ ​the​ ​collection​ ​envelope,​ ​sign​ ​it​ ​and​ ​send​ ​collected​ ​money,​ ​​not​ ​the 

permission​ ​slips​,​ ​to​ ​the​ ​office. 
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(District)​ ​Field​ ​Trip​ ​Permission​ ​Slip  
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(District)​ ​Field​ ​Trip​ ​Proposal​ ​Form
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Floor​ ​Plan: 
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Guest​ ​Speakers/Visitors: 

All​ ​guests​ ​and​ ​visitors​ ​must​ ​report​ ​to​ ​the​ ​office​ ​and​ ​sign​ ​in​ ​prior​ ​to​ ​going​ ​anywhere​ ​else​ ​in​ ​the 

building.​ ​​ ​Guests​ ​and​ ​visitors​ ​will​ ​be​ ​asked​ ​to​ ​show​ ​ID​ ​and​ ​then​ ​will​ ​receive​ ​a​ ​visitor’s​ ​badge​ ​in 

exchange​ ​for​ ​their​ ​keys.​ ​When​ ​leaving​ ​the​ ​building,​ ​guests​ ​will​ ​turn​ ​in​ ​their​ ​visitor’s​ ​badge​ ​and 

sign​ ​out​ ​when​ ​leaving​ ​the​ ​building. 

 

If​ ​a​ ​staff​ ​member​ ​sees​ ​anyone​ ​in​ ​the​ ​building​ ​who​ ​is​ ​unfamiliar,​ ​they​ ​should 

question​ ​that​ ​individual​ ​and​ ​direct​ ​them​ ​to​ ​the​ ​office.​ ​​ ​Staff​ ​members​ ​need​ ​to 

direct​ ​all​ ​concerns​ ​ASAP​ ​to​ ​administration​ ​relating​ ​to​ ​an​ ​individual’s​ ​presence​ ​in 

the​ ​building. 

 

Gum​ ​Chewing:​ ​​ ​​ 
Gum​ ​chewing​ ​will​ ​not​ ​be​ ​allowed​ ​in​ ​the​ ​building​ ​unless​ ​included​ ​in​ ​an​ ​individual​ ​student​ ​plan. 
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Homework: 

Homework​ ​is​ ​an​ ​important​ ​part​ ​of​ ​our​ ​total​ ​instruction​ ​program​ ​here​ ​at​ ​LRES. 

Homework​ ​serves​ ​to​ ​reinforce​ ​skills​ ​and​ ​information​ ​that​ ​is​ ​introduced​ ​and​ ​practiced​ ​in​ ​class, 

extends​ ​learning​ ​time​ ​for​ ​reading​ ​and​ ​enrichment,​ ​and​ ​prepares​ ​students​ ​for​ ​upcoming​ ​lessons. 

Assignments​ ​to​ ​be​ ​completed​ ​at​ ​home​ ​should​ ​seek​ ​to​ ​challenge,​ ​reinforce​ ​and​ ​encourage​ ​lifelong 

learning.​ ​Therefore,​ ​there​ ​are​ ​set​ ​guidelines​ ​that​ ​will​ ​be​ ​followed. 

● Pre-school: Daily​ ​reading​ ​and​ ​math​ ​activities​ ​encouraged 

● Kindergarten: Daily​ ​reading​ ​and​ ​math​ ​activities​ ​encouraged 

● 1​st​​ ​Grade: 10-20​ ​minutes​ ​including​ ​reading 

● 2​nd​​ ​Grade: 20-30​ ​minutes​ ​including​ ​reading 

● 3​rd​​ ​Grade: 25-35​ ​minutes​ ​including​ ​reading 

● 4​th​​ ​Grade: 30-40​ ​minutes​ ​including​ ​reading 

Homework​ ​may​ ​be​ ​given​ ​Monday​ ​through​ ​Thursday​ ​with​ ​some​ ​exceptions​ ​for​ ​special​ ​projects 

 

Important​ ​Dates​ ​2017​ ​-​ ​2018 

Grading/Term​ ​Dates: 

 

Parent​ ​Conferences:​ ​November​ ​17 

 

2017/18​ ​Grade​ ​Reporting​ ​Dates 
1st​ ​Qtr​​ ​Grade​ ​books​ ​up​ ​to​ ​date​ ​at​ ​midnight 9/26 

Progress​ ​Reporting 9/27 
1st​ ​Qtr​ ​​Grades​ ​Close 11/1  

Grade​ ​books​ ​up​ ​to​ ​date​ ​at​ ​midnight 11/7 
Grade​ ​Reporting 11/8 
 

2nd​ ​Qtr​​ ​Grade​ ​books​ ​up​ ​to​ ​date​ ​at​ ​midnight 12/6 
Progress​ ​Reporting 12/7 

2nd​ ​Qtr​ ​​Grades​ ​Close 1/19 
Grade​ ​books​ ​up​ ​to​ ​date​ ​at​ ​midnight 1/25 
Grade​ ​Reporting 1/26 
 

3rd​ ​Qtr​​ ​Grade​ ​books​ ​up​ ​to​ ​date​ ​at​ ​midnight 2/20 
Progress​ ​Reporting 2/21 

3rd​ ​Qtr​​ ​Grades​ ​Close ​ ​4/1  
Grade​ ​books​ ​up​ ​to​ ​date​ ​at​ ​midnight 4/9 
Grade​ ​Reporting 4/10 
 

4th​ ​Qtr​ ​​Grade​ ​books​ ​up​ ​to​ ​date​ ​at​ ​midnight 5/8 
Progress​ ​Reporting 5/9 

4th​ ​Qtr​ ​​Grade​ ​Close 6/11  
Grade​ ​books​ ​up​ ​to​ ​date​ ​at​ ​noon 6/12 
Grade​ ​Reporting 6/13 
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LRES​ ​Upcoming​ ​Events​:  

 

 

Leave​ ​Request: 

In​ ​the​ ​event​ ​that​ ​a​ ​staff​ ​member​ ​must​ ​request​ ​time​ ​away​ ​from​ ​contractual​ ​responsibilities,​ ​such 

as​ ​sick,​ ​vacation,​ ​or​ ​personal​ ​time,​ ​a​ ​request​ ​must​ ​be​ ​submitted​ ​through​ ​Aesop.  

 

http://www.aesoponline.com/​ ​--​ ​​ ​http://m.aesoponline.com​ ​(mobile)​ ​--​ ​or​ ​call​ ​1-800-942-3767 

 

After​ ​8:00​ ​AM​ ​staff​ ​must​ ​report​ ​their​ ​absence​ ​through​ ​the​ ​main​ ​office​ ​and​ ​then​ ​follow-up​ ​to 

ensure​ ​the​ ​absence​ ​is​ ​properly​ ​recorded​ ​in​ ​Aesop.​ ​​ ​It​ ​is​ ​also​ ​recommended​ ​that​ ​you​ ​notify​ ​a​ ​team 

member​ ​and​ ​alert​ ​them​ ​of​ ​your​ ​absence​ ​as​ ​well​ ​as​ ​give​ ​them​ ​any​ ​instructions​ ​you​ ​would​ ​like 

them​ ​to​ ​pass​ ​on​ ​to​ ​your​ ​substitute​ ​and​ ​other​ ​team​ ​members.​ ​​ ​The​ ​teacher​ ​is​ ​responsible​ ​for 

providing​ ​clear​ ​lesson​ ​plans​ ​and​ ​other​ ​materials​ ​so​ ​that​ ​a​ ​substitute​ ​will​ ​be​ ​able​ ​to​ ​carry​ ​on 

during​ ​the​ ​teacher’s​ ​absence.   

 

Lesson​ ​Plan​ ​Books: 

Teachers​ ​are​ ​responsible​ ​for​ ​writing​ ​complete​ ​and​ ​up-to-date​ ​lesson​ ​plans.​ ​These​ ​plans​ ​should 

be​ ​visible​ ​at​ ​all​ ​times.​ ​The​ ​lesson​ ​plan​ ​book​ ​​should​ ​contain​​ ​but​ ​is​ ​not​ ​limited​ ​to: 

● Sequential​ ​curriculum​ ​benchmarks​ ​with​ ​standards​ ​and​ ​objectives​ ​related​ ​to​ ​units​ ​of 

study 

● Activities,methods,​ ​and​ ​assessments​ ​tied​ ​to​ ​standards​ ​and​ ​how​ ​benchmarks​ ​are​ ​met​ ​and 

evaluated 

 

Mailboxes: 

Mailboxes​ ​are​ ​located​ ​in​ ​the​ ​teacher​ ​workroom​ ​and​ ​have​ ​been​ ​assigned​ ​to​ ​each​ ​staff​ ​member. 

Please​ ​check​ ​your​ ​mailboxes​ ​​​ ​twice​ ​a​ ​day​ ​​–​ ​prior​ ​to​ ​the​ ​start​ ​of​ ​school​ ​and​ ​at​ ​the​ ​end​ ​of​ ​each 

school​ ​day.​ ​​ ​​PLEASE​ ​DO​ ​NOT​ ​SEND​ ​STUDENTS​ ​TO​ ​REMOVE​ ​MAIL​ ​FROM​ ​MAILBOXES. 
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Meeting​ ​Schedule: 
 

Staff​ ​Meetings 

These​ ​professional​ ​meetings​ ​will​ ​be​ ​held​ ​monthly,​ ​the​ ​first​ ​Wednesday​ ​of​ ​every​ ​month.​ ​These 

meetings​ ​are​ ​mandatory.​ ​Administration​ ​must​ ​approve​ ​any​ ​requests​ ​for​ ​nonattendance​ ​at​ ​these 

meetings. 

Staff​ ​Meetings 

9/6/2017 

10/4/2017 

11/1/2017 

12/6/2017 

1/3/2018 

2/7/2018 

3/7/2018  

4/4/2018 

5/2/2018 

6/6/2018 

 

 

Team​ ​Leader​ ​Meetings 

These​ ​meetings​ ​will​ ​be​ ​held​ ​two​ ​times​ ​a​ ​month.​ ​Representation​ ​from​ ​each​ ​grade​ ​level​ ​and 

department​ ​is​ ​expected.​ ​See​ ​the​ ​job​ ​responsibilities​ ​document​ ​provided​ ​in​ ​this​ ​handbook,​ ​for 

more​ ​details. 

 

Team​ ​Leader​ ​Meetings​ ​2017​ ​-​ ​2018 

9/13/2017 

9/27/2017 

10/11/2017 

10/25/2017 

11/8/2017 

11/22/2017 

12/13/2017 

1/10/2018 

1/24/2018 

2/7/2017 

2/21/2018 

3/7/2018 

3/21/2018 

4/11/2018 

5/9/2018 

5/23/2018 

6/6/2018 
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Phone​ ​Extensions 

Name Extension Name Extension 
Ajemian,​ ​Crystal 350 Meyer,​ ​Ashley 349 
Aldous,​ ​Abigail​ ​(CFS) 337 Meyers,​ ​Meredith 301(379) 
Anderson,​ ​Diane 328 Michaud,​ ​Abby 353 
Belanger,​ ​Bryan 333 Milner,​ ​Laura 374 
Blum,​ ​Michelle 355 Nivison,​ ​Kristen 307 
BrandHolt,​ ​Katherine 344 Nurse’s​ ​Office 335 
Busby,​ ​Michele 352 Nurse’s​ ​Assistant 328 
Cafeteria/Gymnasium 388 O’Boyle,​ ​Amy 305 
Cargill,​ ​Megan 340 O’Brien,​ ​Sharon 303 
 313 O’Neill,​ ​Ashley 322 
Chretien,​ ​Linda 315 Pattison,​ ​Emily 316 
Computer​ ​Lab 311 Paulsen,​ ​Karen 348 
Cox,​ ​Noel  Payette,​ ​Aimie 391 
Dellas,​ ​Debbie 382 PTO (331) 
DeRoche,​ ​Kerissa 346 Reading​ ​Room 301 
Desrosiers,​ ​Maureen 320 Robinson,​ ​Kathryn 345 
Elsemore,​ ​Peter 309   
Faulkner,​ ​Lou 387 Roy,​ ​Douglas 302(375) 
Fishbein,​ ​Rachael 302(334) Santos,​ ​Denise 351 
2nd​ ​Grade 321 Small​ ​Conference​ ​Room 338 
Ingalls,​ ​Ann 319 Reading​ ​Specialist 301(378) 
Ives,​ ​Suzanne 323 Speech​ ​Services 372 
Jones,​ ​Marlene 308 Sterritt,​ ​Jerry 312 
Kindergarten​ ​Conference​ ​Room 356 1st​ ​Grade 306 
Kitchen 385 Tech​ ​Support 389 
Library 370 Student​ ​Intervention​ ​Room 302 
LEAP/21st​ ​Century (329) Support​ ​Services​ ​Room 380 
LaCasse,​ ​Alison 324 Art 314 
LeClerc,​ ​Betty​ ​Ann 317 Wood,​ ​Deborah 386 
Lister,​ ​Heather 343 Wooster,​ ​Stacey 339 
Lockley,​ ​Carol 381 Teacher’s​ ​Staff​ ​Room 304 
Daniels,​ ​Deb 310 Yacek,​ ​Laura 332 
  Zimmel.​ ​Linda  
MacDougall,​ ​Lisa 302(376) Case​ ​Manager 302(377) 
Mahoney,​ ​Miranda  Contracted​ ​Services 
Maisch,​ ​Marielle 342 Caroline​ ​Harris​ ​(Pre-K) 341 
Main​ ​Office 0 Kim​ ​Cordero 312 
McAvoy,​ ​Amy 354 Sara​ ​Sheafer 372 
McNallen-Forman,​ ​Veronica 336 Nick​ ​R.  312 
 

To​ ​Use​ ​Your​ ​Voice​ ​Mail​ ​Dial​ ​700,​ ​Press​ ​#​ ​when​ ​you​ ​hear​ ​the​ ​auto​ ​attendant,​ ​Enter​ ​your 
mailbox​ ​#​ ​when​ ​prompted,​ ​enter​ ​your​ ​password​ ​when​ ​prompted.​ ​Note:​ ​“()”​ ​indicate 
voicemail​ ​box​ ​only,​ ​the​ ​actual​ ​room​ ​where​ ​that​ ​party​ ​can​ ​be​ ​reached​ ​is​ ​noted​ ​before​ ​the​ ​“()”. 
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Professional​ ​Development: 

In​ ​the​ ​event​ ​that​ ​a​ ​staff​ ​member​ ​must​ ​request​ ​time​ ​for​ ​professional​ ​activities,​ ​a​ ​professional 

activity​ ​request​ ​must​ ​be​ ​completed​ ​on​ ​My​ ​Learning​ ​Plan.  
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PTO​ ​Request​ ​Form 

 

 

 

Date:​ ​_______________________________________________________ 

 

Staff​ ​Member: 

____________________________________________________________ 

 

 

Description​ ​of​ ​item/items: 

_________________________________________________________________________

_ 

 

_________________________________________________________________________

_ 

 

_________________________________________________________________________

_ 

 

_________________________________________________________________________

_ 

 

_________________________________________________________________________

_ 

 

_________________________________________________________________________

_ 

 

 

Administrator​ ​Signature:​ ​_________________________________________ 

 

PTO​ ​Signature:​ ​________________________________________________  
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Purchase​ ​Orders: 

If​ ​a​ ​teacher​ ​believes​ ​that​ ​additional​ ​materials​ ​need​ ​to​ ​be​ ​ordered​ ​to​ ​enhance​ ​their​ ​curriculum 

and​ ​teaching,​ ​the​ ​teacher​ ​must​ ​obtain​ ​approval​ ​through​ ​the​ ​building​ ​administration.​ ​​ ​Once 

approved,​ ​the​ ​teacher​ ​should​ ​complete​ ​a​ ​purchase​ ​order​ ​the​ ​order​ ​and​ ​give​ ​it​ ​to​ ​Deb​ ​Dellas. 

Purchase​ ​Order​ ​Request​ ​Forms​ ​can​ ​be​ ​found​ ​in​ ​this​ ​handbook. 

 

 

Lamprey​ ​River​ ​Elementary​ ​School 

Purchase​ ​Order​ ​Request 

2017-2018 
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Recess: 

Recess​ ​Duty​ ​Radio​:​ ​​ ​The​ ​radio​ ​for​ ​recess​ ​duty​ ​will​ ​be​ ​stored​ ​in​ ​the​ ​Music​ ​Room​ ​hallway.​ ​​ ​A​ ​staff 

member​ ​on​ ​first​ ​recess​ ​duty​ ​must​ ​get​ ​the​ ​radio​ ​prior​ ​to​ ​duty​ ​and​ ​hand​ ​it​ ​to​ ​the​ ​staff​ ​member 

who​ ​is​ ​covering​ ​the​ ​next​ ​duty​ ​(and​ ​so​ ​on).​ ​​ ​A​ ​staff​ ​member​ ​who​ ​covers​ ​the​ ​last​ ​duty​ ​must​ ​then 

bring​ ​the​ ​radio​ ​back​ ​into​ ​the​ ​Music​ ​Room​ ​hallway​ ​to​ ​charge​ ​for​ ​the​ ​night.​ ​​ ​​It​ ​is​ ​imperative​ ​that​ ​a 

staff​ ​member​ ​on​ ​outside​ ​recess​ ​duty,​ ​for​ ​each​ ​grade​ ​level,​ ​be​ ​in​ ​possession​ ​of​ ​the​ ​radio​ ​every 

day​!​ ​Please​ ​be​ ​sure​ ​not​ ​to​ ​misplace​ ​the​ ​radio. 

 

Indoor​ ​Recess​:  

In​ ​the​ ​event​ ​of​ ​inclement​ ​weather,​ ​the​ ​administration​ ​will​ ​announce​ ​indoor​ ​recess.​ ​​ ​At​ ​that 

point,​ ​those​ ​faculty​ ​members​ ​who​ ​have​ ​recess​ ​duty​ ​will​ ​report​ ​to​ ​the​ ​assigned​ ​classroom​ ​at​ ​the 

beginning​ ​of​ ​recess. 

 

Schedule: 

Teachers​ ​are​ ​given​ ​a​ ​master​ ​schedule​ ​at​ ​the​ ​beginning​ ​of​ ​the​ ​year.​ ​This​ ​master​ ​schedule 

highlights​ ​all​ ​unified​ ​arts​ ​classes.​ ​​ ​All​ ​schedule​ ​changes​ ​must​ ​be​ ​pre-approved​ ​through 

administration.  
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LAMPREY​ ​RIVER​ ​ELEMENTARY​ ​SCHOOL 

STAFF​ ​INFORMATION 

2017-2018 

 

Please​ ​provide​ ​the​ ​following​ ​information,​ ​as​ ​required​ ​by​ ​SAU,​ ​and​ ​return​ ​to​ ​the​ ​main 

office​ ​immediately.​ ​​ ​Thank​ ​you. 

 

Title:​ ​​ ​_____Miss​ ​​ ​​ ​​ ​​ ​_____Ms.​ ​​ ​​ ​​ ​​ ​_____Mrs.​ ​​ ​​ ​​ ​​ ​_____Mr. 

 

Name​ ​(Legal):​ ​_____________________________________

Last ​ ​​ ​​ ​​ ​​ ​​ ​​ ​​ ​​ ​​ ​​ ​​ ​​ ​​ ​​ ​​ ​​ ​​ ​​ ​​ ​​ ​​ ​​ ​​ ​​ ​First MI 

 

STREET​:__________/________________________________________________ 

​ ​​ ​​ ​​ ​​ ​​ ​House​ ​# 

 

POST​ ​OFFICE​ ​BOX​​ ​#:_____________________ 

 

TOWN/CITY:____________________________________STATE:_______ 

  

ZIP​ ​CODE​______________________ 

 

DATE​ ​OF 

BIRTH:​________________________________________________________ 

Month Day Year 

 

TELEPHONE​ ​#:​_________________________​CELL​ ​PHONE​ ​#:_____________ 

 

E-MAIL​ ​ADDRESS​:_________________________________________________ 

 

POSITION/TITLE:_________________________________________ 

 

=​ ​=​ ​=​ ​=​ ​=​ ​=​ ​=​ ​=​ ​=​ ​=​ ​=​ ​=​ ​=​ ​=​ ​=​ ​=​ ​=​ ​=​ ​=​ ​=​ ​=​ ​=​ ​=​ ​=​ ​=​ ​=​ ​=​ ​=​ ​=​ ​=​ ​=​ ​=​ ​=​ ​=​ ​=  

 

Emergency​ ​Information: 

 

Contact​ ​#1:​_______________________________________________________________ 

Relationship:________________________________________________________________ 

Complete​ ​Address:____________________________________________________________ 

Telephone:_____________________________Cell​ ​phone:_____________________________ 

 

Contact​ ​#2:​_________________________________________________________________ 

Relationship:________________________________________________________________ 

Complete​ ​Address:____________________________________________________________ 

Telephone:_________________________________________________________________ 

Cell​ ​Phone:___________________________​___________________________________   
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LRES​ ​Student​ ​Intervention​ ​Team 

Request​ ​for​ ​Assistance​ ​Form 

 

The​ ​mission​ ​of​ ​the​ ​Raymond​ ​Student​ ​Intervention​ ​Teams​ ​is​ ​to​ ​use​ ​data​ ​to​ ​identify​ ​and 

address​ ​students​ ​who​ ​are​ ​having​ ​difficulty​ ​with​ ​academic,​ ​attendance,​ ​emotional​ ​and/or 

social/behavioral​ ​expectations.​ ​Our​ ​Student​ ​Intervention​ ​Team​ ​supports​ ​teachers,​ ​students, 

and​ ​parents​ ​to​ ​identify,​ ​implement,​ ​and​ ​monitor​ ​interventions​ ​so​ ​students​ ​can​ ​learn​ ​to​ ​their 

potential. 

 

Student​ ​Name:________________________ Teacher:_______________________ 

Age:_______________________________​ ​Date:___________________________ 

Grade:_________________________ Parent/Guardian:​ ​_____________________ 

 

Please​ ​identify​ ​the​ ​areas​ ​of​ ​concern: 

Academic: ​ ​□​ ​Reading​ ​​ ​□​ ​Math​ ​□​ ​Writing​ ​□​ ​Spelling​ ​​ ​□​ ​Work​ ​Completion​ ​​ ​□​ ​Organization 

 ​ ​□​ ​Inattention​ ​□​ ​Other_______________________________________ 

 

Behavioral: ​ ​□​ ​Noncompliance​ ​​ ​□​ ​Impulsivity​ ​​ ​□​ ​Argues​ ​□​ ​Lies​ ​​ ​□​ ​Hyperactivity​ ​​ ​□​ ​Disruptive  

 ​ ​□​ ​Fighting/Aggression​ ​□​ ​Other_________________________________ 

 

Emotional/Social: □​ ​Outgoing​ ​□​ ​Withdrawn​ ​□​ ​Difficulty​ ​making/keeping​ ​friends 

□​ ​Depressed​ ​□​ ​Anxious​ ​□​ ​Irritable​ ​□​ ​Fatigue​ ​□​ ​Changes​ ​in​ ​physical​ ​appearance  

□​ ​Other_____________ 

Attendance: □​ ​Frequent​ ​Nurse​ ​Visits​ ​​ ​□​ ​Tardy/Truant​ ​​ ​□​ ​Absent​ ​​ ​□​ ​Other______________ 

 

Parent​ ​Contact 

Date Method Summary​ ​of​ ​contact 

 ● Phone 

● E-Mail 

● Conference 

● Written 

 

 ● Phone 

● E-Mail 

● Conference 

● Written 

 

 ● Phone 

● E-Mail 

● Conference 

● Written 
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Please​ ​share​ ​specific​ ​concerns​ ​about​ ​classroom​ ​performance​ ​including​ ​formative​ ​and​ ​summative 

assessments​ ​below: 
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Student​ ​Intervention​ ​Team​ ​(S.I.T)​ ​|​ ​Behavior​ ​Intervention​ ​(B.​ ​I.​ ​T): 

The​ ​(SIT)​ ​team​ ​meets​ ​weekly​ ​to​ ​identify​ ​and​ ​assist​ ​with​ ​identifying​ ​interventions​ ​for​ ​students​ ​at 

risk​ ​for​ ​attendance,​ ​wellness,​ ​​ ​and​ ​behavioral/academic​ ​concerns.​ ​Through​ ​communication​ ​with 

staff​ ​and​ ​parents,​ ​the​ ​team​ ​assists​ ​and​ ​supports​ ​teachers,​ ​students​ ​and​ ​parents​ ​in​ ​achieving 

academic​ ​and​ ​behavioral​ ​success.​ ​The​ ​Request​ ​For​ ​Assistance​ ​Form​ ​is​ ​located​ ​in​ ​this​ ​handbook. 

 

Student​ ​Intervention​ ​Team​ ​(S.I.T.)​ ​​ ​|​ ​Behavior​ ​Intervention​ ​(B.​ ​I.​ ​T)​ ​​ ​Process  

  

Immediately​ ​report​ ​to​ ​the​ ​principal/guidance​ ​if​ ​abuse​ ​or​ ​neglect​ ​is​ ​suspected. 

 

To​ ​begin​ ​identify​ ​the​ ​issue: 

 

Health/Safety: 

1. If​ ​you​ ​see​ ​symptoms​ ​of​ ​possible​ ​neglect 

2. If​ ​you​ ​see​ ​that​ ​the​ ​child​ ​is​ ​not​ ​dressed​ ​appropriately​ ​for​ ​the​ ​weather 

3. If​ ​you​ ​see​ ​a​ ​truancy​ ​or​ ​tardy​ ​issue​ ​then​ ​do​ ​the​ ​following: 

a. Complete​ ​side​ ​one​ ​of​ ​the​ ​S.I.T.​ ​/​ ​B.I.T​ ​form 

b. Put​ ​in​ ​identifying​ ​information 

c. Explain​ ​what​ ​the​ ​issue/problem​ ​is​ ​on​ ​the​ ​Other/Please​ ​Explain​ ​line 

d. Add​ ​on​ ​days​ ​absent​ ​and​ ​number​ ​of​ ​times​ ​tardy 

e. Hand​ ​in​ ​to​ ​Laura​ ​Yacek 

  

Social/Behavior​ ​Issues: 

If​ ​the​ ​student​ ​has​ ​a​ ​pattern​ ​of​ ​infractions​ ​that​ ​continue​ ​after​ ​corrections/consequences​ ​then​ ​do 

the​ ​following: 

1. ​ ​Complete​ ​side​ ​one​ ​of​ ​the​ ​S.I.T.​​ ​/​B.I.T​ ​form.  

a. Put​ ​in​ ​identifying​ ​information 

b. Explain​ ​what​ ​the​ ​issue/problem​ ​is​ ​on​ ​the​ ​Other/Please​ ​Explain​ ​line 

c. Please​ ​give​ ​information​ ​about​ ​the​ ​behavior​ ​(s),​ ​seriousness,​ ​duration,​ ​and/or 

pattern.​ ​Please​ ​note​ ​where​ ​it​ ​is​ ​likely​ ​to​ ​occur​ ​or​ ​with​ ​whom,​ ​if​ ​you​ ​know 

d. Complete​ ​numbers​ ​3,​ ​4,​ ​and​ ​5.​ ​​ ​For​ ​question​ ​6,​ ​please​ ​state​ ​a​ ​positive​ ​goal​ ​that 

pertains​ ​to​ ​the​ ​problems’​ ​resolution 

e. Complete​ ​number​ ​8​ ​(interventions​ ​you​ ​have​ ​already​ ​used) 

f. Hand​ ​in​ ​to​ ​Laura​ ​Yacek 

  

Academic​ ​Behavior:   

If​ ​the​ ​student​ ​has​ ​inadequate​ ​academic​ ​progress,​ ​after​ ​the​ ​student​ ​has​ ​had​ ​a​ ​minimum​ ​of​ ​six 

weeks​ ​instruction,​ ​then​ ​do​ ​the​ ​following: 

1. Complete​ ​side​ ​1​ ​of​ ​the​ ​form​ ​completely.  

2. Turn​ ​to​ ​page​ ​2​ ​and​ ​complete​ ​question​ ​8​ ​by​ ​noting​ ​ALL​ ​interventions​ ​used​ ​and 

their​ ​respective​ ​durations.​ ​​ ​(For​ ​academic​ ​concerns,​ ​environment,​ ​organization 

and​ ​structural​ ​strategies​ ​should​ ​be​ ​used​ ​with​ ​several​ ​behavioral​ ​interventions​ ​(set 

daily​ ​goals​ ​and​ ​increase​ ​immediacy​ ​of​ ​rewards​ ​(such​ ​as​ ​verbal​ ​praise,​ ​happy​ ​faces 

or​ ​stickers). 

3. Hand​ ​in​ ​to​ ​Laura​ ​Yacek 
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What​ ​happens​ ​once​ ​a​ ​concern​ ​goes​ ​to​ ​S.I.T.​ ​ ​/​ ​​B.I.T​ ​? 

 

1. Forms​ ​will​ ​be​ ​passed​ ​on​ ​to​ ​Administration​ ​for​ ​review 

2. Administration​ ​will​ ​contact​ ​teacher​ ​for​ ​any​ ​additional​ ​information,​ ​if​ ​needed 

3. Members​ ​will​ ​discuss​ ​the​ ​student’s​ ​issue(s)​ ​to​ ​determine​ ​what​ ​additional​ ​information 

can​ ​be​ ​obtained 

4. A​ ​designated​ ​date​ ​and​ ​time​ ​will​ ​be​ ​sent​ ​to​ ​the​ ​teacher​ ​(15-minute​ ​meeting​ ​session)​ ​by 

Administration,​ ​to​ ​participate​ ​in​ ​​ ​S.I.T.​​ ​|​ ​​B.I.T​ ​regarding​ ​the​ ​referral.​ ​​ ​Coverage​ ​will​ ​be 

provided.  

 

What​ ​happens​ ​during​ ​a​ ​S.I.T.​​ ​/​ ​​B.I.T​ ​meeting? 

 

1. Teacher​ ​will​ ​present​ ​their​ ​concerns​ ​with​ ​supporting​ ​information.​ ​If​ ​the​ ​concern​ ​is 

academic,​ ​examples​ ​of​ ​class​ ​work​ ​and​ ​assessments​ ​would​ ​be​ ​needed. 

2. Team​ ​members​ ​may​ ​ask​ ​for​ ​additional​ ​information. 

3. The​ ​team​ ​collaborates​ ​to​ ​consider​ ​the​ ​previous​ ​interventions​ ​and​ ​agree​ ​on​ ​the​ ​next​ ​step 

to​ ​take​ ​(i.e.,​ ​further​ ​interventions,​ ​initiating​ ​a​ ​referral​ ​to​ ​Special​ ​Education/504, 

screeners,​ ​and/or​ ​obtaining​ ​further​ ​information). 

 

What​ ​happens​ ​after​ ​S.I.T.​ ​/​ ​B.I.T.? 

1. A​ ​response​ ​form​ ​&​ ​copy​ ​of​ ​the​ ​referral​ ​form​ ​will​ ​be​ ​given​ ​to​ ​the​ ​teacher.​ ​​ ​If​ ​appropriate​ ​a 

new​ ​date​ ​for​ ​follow​ ​up​ ​will​ ​be​ ​on​ ​this​ ​form. 

2. Parents/Guardians​ ​will​ ​be​ ​notified​ ​that​ ​their​ ​child​ ​was​ ​brought​ ​to​ ​the​ ​S.I.T.​ ​team 

3. The​ ​teacher​ ​is​ ​asked​ ​to​ ​implement​ ​the​ ​problem​ ​resolution​ ​proposal,​ ​and​ ​monitor​ ​the 

success​ ​of​ ​the​ ​proposal​ ​with​ ​data,​ ​so​ ​that​ ​its​ ​effectiveness​ ​can​ ​be​ ​evaluated. 

4. If​ ​the​ ​student’s​ ​situation​ ​is​ ​resolved,​ ​no​ ​response​ ​to​ ​S.I.T.​ ​is​ ​necessary.​ ​​ ​If​ ​the​ ​problem 

continues,​ ​the​ ​teacher​ ​is​ ​asked​ ​to​ ​contact​ ​the​ ​S.I.T.​ ​team​ ​with​ ​the​ ​additional​ ​information 

and​ ​the​ ​team​ ​will​ ​reconvene​ ​to​ ​discuss​ ​further​ ​interventions 

5. All​ ​students​ ​will​ ​continue​ ​to​ ​be​ ​monitored​ ​until​ ​evidence​ ​of​ ​interventions​ ​are​ ​successful 

or​ ​students​ ​have​ ​gone​ ​through​ ​the​ ​special​ ​education​ ​process​ ​in​ ​it’s​ ​entirety.  
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Student​ ​Learning​ ​Goals​ ​(SLG) 

Student​ ​Learning​ ​Goals​ ​are​ ​targets​ ​of​ ​individual​ ​growth​ ​that​ ​educators​ ​set​ ​at​ ​the​ ​start​ ​of​ ​the 

course​ ​and​ ​strive​ ​to​ ​achieve​ ​by​ ​the​ ​end.​ ​These​ ​goals​ ​provide​ ​the​ ​opportunity​ ​for​ ​all​ ​educators​ ​to 

be​ ​able​ ​to​ ​set​ ​meaningful​ ​goals,​ ​collaborate​ ​with​ ​other​ ​educators​ ​around​ ​shared​ ​goals,​ ​monitor 

student​ ​and​ ​educator​ ​progress​ ​toward​ ​goals,​ ​and​ ​evaluate​ ​the​ ​extent​ ​to​ ​which​ ​goals​ ​were 

achieved.​ ​These​ ​goals​ ​encourage​ ​and​ ​support​ ​good​ ​teaching​ ​and​ ​learning. 

 

The​ ​Student​ ​Learning​ ​Goal​ ​cycle​ ​consists​ ​of​ ​four​ ​steps: 

 

Developing​ ​the​ ​SLG 

The​ ​educator​ ​collaborates​ ​with​ ​colleagues​ ​and​ ​administrators​ ​to​ ​create​ ​an​ ​SLG. 

 

Approving​ ​the​ ​SLG 

A​ ​district-designated​ ​administrator​ ​or​ ​administrator​ ​team​ ​reviews​ ​the​ ​goal​ ​to​ ​ensure​ ​that​ ​it 

meets​ ​criteria​ ​in​ ​terms​ ​of​ ​student​ ​learning. 

 

Monitoring​ ​progress 

The​ ​educator​ ​delivers​ ​high-quality​ ​instruction​ ​and​ ​monitors​ ​student​ ​progress​ ​throughout​ ​the 

course.​ ​As​ ​needed,​ ​the​ ​educator​ ​adjusts​ ​his​ ​or​ ​her​ ​approach​ ​to​ ​ensure​ ​that​ ​all​ ​students​ ​are 

making​ ​progress.​ ​This​ ​step​ ​must​ ​include​ ​midcourse​ ​conversation​ ​between​ ​the​ ​educator​ ​and 

administrator​ ​to​ ​discuss​ ​progress​ ​thus​ ​far. 

 

Reviewing​ ​the​ ​SLG 

The​ ​educator​ ​meets​ ​with​ ​a​ ​district-designated​ ​administrator​ ​or​ ​administrator​ ​team​ ​at​ ​the​ ​end​ ​of 

the​ ​year​ ​to​ ​review​ ​data​ ​and​ ​determine​ ​whether​ ​students​ ​met​ ​their​ ​growth​ ​targets.​ ​Educators 

should​ ​use​ ​this​ ​information​ ​to​ ​form​ ​goals​ ​for​ ​the​ ​following​ ​year.​ ​The​ ​Educator​ ​Effectiveness 

Committee​ ​suggests​ ​that​ ​data​ ​from​ ​these​ ​goals​ ​are​ ​included​ ​as​ ​evidence​ ​in​ ​the​ ​Professional 

Responsibilities​ ​Domain. 
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SLG​ ​Timeline​ ​&​ ​Important​ ​Guidelines: 

 

Student​ ​Learning​ ​Goals​ ​comprises​ ​three​ ​key​ ​components.​ ​These​ ​three​ ​components​ ​consist​ ​of: 

The​ ​Learning​ ​Goal:  

A​ ​description​ ​of​ ​what​ ​students​ ​will​ ​be​ ​able​ ​to​ ​do​ ​at​ ​the​ ​end​ ​of​ ​the​ ​course​ ​or​ ​grade;​ ​the 

Assessment(s):​ ​measurement​ ​of​ ​students’​ ​understanding​ ​of​ ​the​ ​learning​ ​goal;​ ​The​ ​Targets:​ ​the 

expected​ ​student​ ​outcome​ ​by​ ​the​ ​end​ ​of​ ​the​ ​instructional​ ​period. 

Student​ ​Learning​ ​Goals​ ​Must​ ​Be: 

Specific:  

The​ ​learning​ ​goal​ ​is​ ​focused,​ ​for​ ​example,​ ​by​ ​content​ ​standards;​ ​by​ ​learners’​ ​needs. 

 

Measurable:  

An​ ​appropriate​ ​instrument/measure​ ​is​ ​selected​ ​to​ ​assess​ ​the​ ​learning​ ​goal​ ​. 

 

Appropriate:  

The​ ​learning​ ​goal​ ​is​ ​within​ ​the​ ​educator’s​ ​control​ ​to​ ​effect​ ​change​ ​and​ ​is​ ​a​ ​worthwhile​ ​focus​ ​for 

the​ ​students’​ ​academic​ ​year. 

 

Realistic:​ ​​The​ ​learning​ ​goal​ ​is​ ​feasible​ ​for​ ​the​ ​educator. 

 

Time​ ​limited:  

The​ ​learning​ ​goal​ ​is​ ​contained​ ​within​ ​a​ ​single​ ​school​ ​year​ ​or​ ​appropriate​ ​unit​ ​of​ ​time. 
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Substitute​ ​Teachers: 

 

Substitutes​ ​play​ ​an​ ​important​ ​part​ ​in​ ​our​ ​school​ ​program.​ ​​ ​It​ ​is​ ​imperative​ ​that​ ​the​ ​following 

information​ ​be​ ​placed​ ​in​ ​each​ ​teacher’s​ ​​SUBSTITUTE​ ​FOLDER​,​ ​which​ ​is​ ​​placed​ ​in​ ​a​ ​clear 

location​ ​on​ ​the​ ​top​ ​of​ ​the​ ​teacher’s​ ​desk​. 
 

● attendance​ ​procedure 

● 3​ ​days​ ​emergency​ ​lesson​ ​plans 

● incident​ ​command​ ​flip​ ​chart 

● class​ ​list 

● seating​ ​plan 

● fire​ ​drill​ ​information 

● lunch​ ​schedule 

● duty​ ​schedule 

● Academic​ ​schedule 

● schedule​ ​of​ ​student​ ​services​ ​including​ ​nurse​ ​visits,​ ​time​ ​of​ ​leaving​ ​and​ ​returning,​ ​teacher 

involved,​ ​behavior​ ​breaks,​ ​etc.  

● student​ ​transportation 

● list​ ​of​ ​students​ ​with​ ​allergies   

● suggested​ ​​ ​“go​ ​to”​ ​teachers 

 

Supplies: 

Supplies​ ​need​ ​to​ ​be​ ​ordered​ ​through​ ​Schooldude. 

 

 

 

 

Support​ ​Staff​ ​List: 

 

See​ ​Addendum 
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Time​ ​Schedule​ ​for​ ​Teachers: 

Teachers​ ​arrive​ ​at​ ​school​ ​​no​ ​later​ ​than​ ​8:25​ ​a.m.​ ​​ ​​Paraprofessionals​ ​arrive​ ​at​ ​school​ ​​no​ ​later 

than​ ​8:25​ ​a.m​.​ ​Teachers​ ​remain,​ ​at​ ​a​ ​minimum,​ ​​until​ ​3:35​ ​p.m​.​ ​and​ ​paraprofessionals​ ​remain 

until​ ​3:25​ ​p.m​. 
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