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Palm Academy Mission and Vision 
Our mission at Palm Academy is to foster in our 
students the passion and curiosity necessary 
for lifelong learning. We strive to create a safe 
and healthy environment that will nurture, 
motivate and challenge all of our students. 
Students will develop the ability to think 
critically, communicate effectively and excel 
academically. Through an integrated, 
personalized learning program, our students 
will become contributing participants in their 
education, their community, and the diverse 
society in which we live. 
Our vision is to create a child-centered learning 
environment that involves families, educators, 
and the community in nurturing the whole 
child. The school will provide meaningful 
experiences which support children in being 
active learners who care for their environment, 
value their diverse community, and who think 
and work both independently and 
collaboratively. 

Drop-Off/Pick-Up Procedures 
Drop off: Students are to be dropped off no 
earlier than 7:45am. In the morning you can 
drop students off by parking in the parking 
spots in front of the brick wall. 
Pick-up: Students are to be picked up no later 
than 2:45pm on Monday, Tuesday, Thursday 
and Friday and no later than 12:15pm on 
Wednesday. A teacher will be outside with a 
stop sign directing traffic for our students’ 
safety. 
 

Tardiness and Tardy Consequences 
Timeliness to class is also an essential aspect of 
academic success, and learning to be punctual is 
essential to future success. Parent/guardians are 
asked to help students learn to value education 
and understand the importance of arriving at 
school on time and ready to learn. The habits 
developed by children during their school years 
will last a lifetime. 
Parents must escort students to office when   
arriving late and sing-in to receive a tardy slip. 
Students, who are not in class when the class 
begins, are deemed tardy. Student with excessive 
unexcused tardies will be assigned tardy 

consequences and the parents will be notified. 
Continued concerns with tardiness will result in 
parent meetings and possible inadequate 
absence. They must also notify each teacher and 
make plans to collect homework/classwork to 
stay current during their home study days. It is 
the student’s responsibility to turn in makeup 
work on the day the student returns to school. 
Students may be considered for inadequate 
progress, if the makeup work is not submitted 
by the agreed upon due date. Please note that 
makeup work complete during personal 
business/family trips may not coincide with 
class work and academic progress may be 
adversely impacted. We strongly recommend 
personal business/family trips to be scheduled 
during breaks. 

Picking Up a Student Early 
Please come to the office and present picture 
identification and sign your student out. 
Students will not be released to any individual 
not listed on the Emergency Card (fill out 
manually during registration), or you must make 
prior arrangements with the site facilitator. 
Please understand, if you wish to pick up your 
student after 2:00pm, it may take longer due to 
staffing and dismissal procedures. Students will 
not be released early after 2:20pm. 

Truancy 
Truancy is defined as a “student who is off 
campus   or out of bounds during class time 
without a valid excuse or any student who is out 
of class later than ten minutes without a hall 
pass or readmit.” The consequences for truancy 
include, but are not limited to: Wednesday 
Detention, On Campus Detention (OCD), parent 
meetings, and/or suspension. 

Personal Business/Family Trips 
Students who miss school for pre-planned 
family trips or other personal business need to 
notify the receptionist’s desk prior to the start of 
the absence. They must also notify each teacher 
and make plans to collect homework/classwork 
to stay current during their home study days. It 
is the student’s responsibility to turn in makeup 
work on the day the student returns to school. 
Students may be considered for inadequate 



progress, if the makeup work is not submitted 
by the agreed upon due date. Please note that 
makeup work complete during personal 
business/family trips may not coincide with 
class work and academic progress may be 
adversely impacted. We strongly recommend 
personal business/family trips to be scheduled 
during breaks. 

Before and After School Supervision 
The following guidelines pertain to arrival and 
departures: 
Supervision is provided fifteen minutes (15) 
before the start of school. For safety reasons, 
students are not permitted on campus before 
that time. All students are expected to leave the 
campus within fifteen minutes (15) of dismissal. 
Supervision is not provided for students after 
the 15-minute time allotment following 
dismissal. If a parent is late three times, they 
must meet: 

 
1. With the administrator to discuss further 

action. NO student may leave the school 
grounds during the day. Students must 
stay in the building when waiting to be 
picked up. They may not wait in the 
parking lot or other unsupervised place. 
Remember, our employees have children 
to pick up as well as other obligations. 
Please be considerate of their time and be 
on time! 

2. Students must enter and exit the facility 
through the lunch area. Parents must sign 
out from the office. 

3. If someone other than the parent is 
picking up a student, a note must be 
brought to the Site Facilitator or Director 
and that person must be listed on the 
emergency form. 

Messages and Deliveries for Students 
Instructional time with students is critical to 
success. School personnel may not interrupt 
classes to deliver personal messages. For that 
reason, parents/guardians must make all plans 
with students before they arrive at school. Last 
minute phone calls, or change in plans are 
difficult to deliver on a regular basis and cause 
confusion for children. In case of extreme 
emergency, exceptions may be made. 

Parent/guardians may leave messages for 
teachers with the school office, and teachers 
will return calls before or after school or by 
other arrangements with the 
parents/guardians. 
Please make travel, lunch, clothing and other 
arrangements with your student before he/she 
arrives at  school.  Bouquets of flowers, 
balloons or other gifts should be delivered to 
the home and deliveries from the florist will 
not be accepted at the front office.  While we 
join with you in the celebration of special 
occasions, these items are disruptive to the 
learning environment. 
Students should be responsible for remembering 
their own books, lunches, clothing, sports 
equipment or other necessities; therefore we do 
not deliver any items to classrooms. Please 
encourage your student to accept the 
consequences if they neglect these 
responsibilities. We appreciate your assistance in 
helping us to reserve this function for true 
emergencies. 

Money 
If a child is given money to take to school, 
parents/ guardians are required to place it in 
an envelope, write the child’s name on the 
envelope, and state the purpose for which the 
money is sent. Parent/guardians are asked to 
help children understand that bringing 
unnecessary money to school often causes 
difficulties in the classroom. 
 

Student Use of School Phones 
Students must use the phone up at the front 
office when calling home so that it can be 
documented by the staff. 

Cell Phones/Internet 
Activities/Recording Devices 
Palm Academy Student Center allows students 
to possess wireless 
communication/telecommunication devices 
during the instructional day or while attending 
school-sponsored or school related activities 
during school hours, on or off school property, 
including school transportation, as long as the 
devices are concealed and turned off. 

Camera phones/ cell phones shall not be 



displayed or used at any time on school grounds 
or during any school-sponsored program or 
activity, including school transportation during 
school hours. Students who violate this policy 
shall be subject to established disciplinary 
measures. 

RSCS Palm Academy Student Center employees   
will confiscate any wireless communication 
devices that are not concealed, operable or that 
emit an auditory alert at school-sponsored or 
school-related activities on or off school 
property during the instructional day. Parents 
and guardians shall be notified regarding each 
occurrence after a device is confiscated. 
 

Using any device that permits recording the 
voice or image of another in any way that either 
disrupts the education environment, invades the 
privacy of others,  or is made without the prior 
consent of the individuals being recorded is 
prohibited and students are subject to 
discipline consequences. 
 

Placing any offensive photos, obscene materials, 
derogatory statements, threatening or similar 
content on an internet site that disrupts the 
school environment, and/or invades the privacy 
of others is prohibited and students involved in 
this type activity are subject to discipline 
consequences. 
 

A student’s cell phone or other electronic 
devices are subject to search in the event a 
school administrator believes reasonable 
suspicion exists that a student has violated or is 
violating either the law or school/RSCS 
rules/policies or procedures. 
 

Penalties 
The first infraction will result in a conference 
with the student, parent/legal guardian and 
administrator. Disciplinary action may be taken 
at the conclusion of the conference and the 
device will be returned with a warning. A second 
infraction will result in a conference, disciplinary 
action, and the student loses the privilege of 
having the device at school-sponsored or school 
related activities on or off school property 
during the instructional day until the end of the 
semester. 

The office telephones are for school business use 
and should be used for that purpose only. 
Students will be permitted to use the telephones 
in the office only in case of emergencies or with 
the Principal’s permission. Students will not be 
called to the telephone during the school day for 
any non-emergencies. In the case of a family 
emergency, a message or telephone number will 
be delivered to a student. 

8th Grade Promotion 
The Palm Academy Student Center teachers and 
administration believe that participation in the 
commencement exercise should be a meaningful 
activity that is earned by the individual student. 
The following criteria have been developed for 
commencement participation. Parents will be 
informed following the first semester if their 
student is at-risk of not participating in the 
commencement exercise. Parents will again be 
notified if their student is being reviewed by the 
Palm Academy Student Center administration 
related to the commencement exercise criteria. 
The criteria for commencement exercise 
participation are as follows: students who 
demonstrate and establish a pattern of 
continuous positive behavior, or students who 
demonstrate significant behavior improvements 
are eligible to participate in the commencement 
exercise. Students are expected to meet and 
maintain a high standard of behavior for the 
entire school year. 
 

Students meeting the first criteria and earning 
a final passing grade in all core subjects are 
eligible to participate in the commencement 
exercise. 
 

Students serving out-of-school suspensions 
running concurrent with the commencement 
exercises are not eligible to participate in any 
school activity, including the commencement 
exercise. 

Student Code of Conduct 
Palm Academy Student Center fosters a climate 
of mutual respect for the rights of others. 
Students are expected to respect the rights and 
privileges of other students, teachers, and school 
personnel. The rules of conduct and discipline 
contained within this Student Code of Conduct 



are established to achieve and maintain order in 
the school. Students who violate the rights of 
others or who violate school rules shall be 
subject to the disciplinary actions. 

The Student Code of Conduct enables all staff at 
RSCS Palm Academy Student Center to provide 
maximum support for instruction and on-task 
time for teachers and students. Responsibilities 
of administrators, teachers, parents/ guardians, 
and students are clearly defined. The emphasis 
is on teaching and assisting students to develop 
skills of regulation that will result in increased 
academic achievements. Effective classroom 
management provides both positive and 
predefined negative consequences for student 
behavior. 
 
The following section describes student rules 
relating to individuals and school property, as 
well as, general behavior requirements. 
Persistent or repeated violations of the rules 
may ultimately result in a student being subject 
to increasingly more serious penalties. Any 
violations may result in a disciplinary action of 
any type available to the Principal including the 
maximum penalty for a first offense. 
 
Parents are an integral part and will be involved 
in working with school personnel in 
implementing discipline practices, interventions, 
and interviews as requested. Parents and 
guardians will be contacted and conduct an 
efficient and effective investigation and to avoid 
causing parents and guardians undue alarm or 
anxiety based on incomplete information. 

Student Guidelines 
River Springs is excited to offer a productive 
and engaging learning environment for all 
students and staff! Since enrolling in a River 
Springs Charter School is completely 
voluntary, we assume that the students who 
attend are happy to be here and excited to 
learn and contribute in positive ways. To 
ensure safety and security of everyone, there 
are a few guidelines and rules necessary. 
We’ll keep them simple and basic. Almost 
everything necessary can be wrapped up in 
the word RESPECT 

I will RESPECT myself by: 

* Getting as much as I can out of my learning 
opportunities by being on time and involved, 
having necessary materials, cooperating with 
teachers, staff, and students, and completing 
assignments. 
* Wearing appropriate clothing that is 
comfortable and clean (See specific dress code 
listed) 
 
I will RESPECT others by: 

* Following a rule of NO PUT DOWNS! Everyone, 
including me, should feel emotionally safe at the 
academy. 

* Talking to a teacher or staff member if I’m 
having a problem with a student BEFORE 
conflict arises. It is NEVER ok to physically or 
verbally attack anyone at River Springs 
Charter Palm Academy Student Center. 

* Making sure that my behavior doesn’t interfere 
with another student’s right to learn or a 
teacher’s right to teach. 
 

I will RESPECT the learning environment by: 
* Following the rules posted in the classrooms, 

playground, and lunch area. 
* Treat the people, building, grounds, 

materials, and resources with care. I will not 
do anything to cause damage to people, 
books, equipment, supplies, rooms, etc. 

* Putting my trash in appropriate containers. 
* Always staying in designated campus areas. 
*Never bringing dangerous, illegal, or controlled 

objects, substances, or weapons. I understand 
I could be dropped or expelled from River 
Springs Charter Schools if I do. 

* Only bringing electronic devices such as 
MP3 Players, CD Players, to school when 
directed by a teacher for instructional 
purposes. 

* Only using cell phones after school or with 
express permission of teacher or staff. 

Dress Code 
Uniforms must be worn each school day. 
Students and staff should be well groomed and 
neat, wear clothes and shoes that fit properly, 
and practice good hygiene. We appreciate parent 
cooperation on this issue. The following items 
are inappropriate at River Springs Academies 
and will result in having to change clothing or be 



dismissed to home. Repeated violations will 
result in being dropped from the Academy. There 
are to be NO: 
• Pants or shorts larger than 2 sizes too big 

that sag. 
• Low necklines, no cleavage, no strapless 

tops/ dresses, crop tops, or tops where 
stomach/midriff (front or back) is 
exposed. 

• Hip hugger pants that expose 
stomach or underwear. 

• Tight or revealing clothing. (Ex. 
Leggings, yoga pants) 

• Boxers or briefs exposed. 
• Sandals or open-toed shoes while 

participating in PE and recess. 
• Underwear worn as outerwear 
• Slippers, except on specially designated 

days. 
• Pictures, symbols, or words on clothing, 

school supplies, and/or hats related to 
drugs, tobacco, alcohol, sex, violence, 
tagging, gang association, profanity or 
potentially offensive to others 

• Miniskirts without tights or short-shorts. 
• Shorts or skirts must reach below the length 

of the fingertips (arms extended down 
straight to the side). 

• Heavy pocket chains. 
• Hats, hoods or other head coverings are to 

be removed at the request of a teacher or 
staff member. (There may be some 
exceptions based on personal beliefs.)   

• Excessive accessories (earrings, bracelets, 
etc. ) 
 

Healthy Eating On Campus 
Although we realize that a completely sugar 
free campus may be a challenge, it is our goal 
to keep students away from ingesting 
products with extreme forms of sugar, such 
as sodas, energy drinks, candy bars & the 
like. It has been found in numerous studies 
that students are better behaved; more 
focused and achieve better academically 
when they have healthier diets. We 
appreciate parent support in this goal by 
asking that you don’t pack sodas & candy in 
your child’s lunch. 
 

Healthy Minds and Bodies 

At Palm Academy we believe in educating the 
whole child. One aspect of holistic education is 
teaching healthy lifestyle choices. Good nutrition 
is vital to a child’s physical, emotional, and 
academic development.  

We encourage parents to send snacks and 
lunches that are healthy; limited refined sugar, 
trans fats, and artificial sweeteners and we ask 
that students not bring soda or candy to school; 
and notifying teachers ahead of time of school 
celebrations that involve food. There are times 
when teachers and students will want to have 
class celebrations. For these celebrations, we ask 
that parents: gain consent from their child’s 
teacher before bringing any food items into the 
classroom; and inform their teachers if their 
child has any food allergies or dietary 
restrictions.  Teachers if their child has any food 
allergies or dietary restrictions. 

Here are some tips to help improve nutrition and 
encourage smart eating habits at home:  

 Have regular family meals; 

 Serve a variety of healthy food and 
snacks; 

 Be a role model by eating healthy 
yourself’ 

 Avoid battles over food; 

Here are some tips to help improve nutrition and 
encourage smart eating habits at home:  

 Have regular family meals; 

 Serve a variety of healthy food and 
snacks; 

 Be a role model by eating healthy 
yourself’ 

 Avoid battles over food; 

 Involve kids in the process of selecting, 
buying and preparing food; We 
appreciate your participation in 
contributing to a healthy community! 

NOTE: At Palm Academy Student Center, we 
believe food and candy should not be used for 
extrinsic reward or behavior modification. 
Teachers and staff should not reward students 
with food or candy items. 



 

School Visitations  
Parents, guardians, and community members are 
welcome to visit the school. If you desire to meet 
with an administrator or staff member, please 
call ahead for an appointment, as most drop-in 
requests are difficult to accommodate. All 
visitors must check-in at the front office and 
show a current photo ID before a guest pass is 
issued. We guard our learning time intensely; 
therefore, it is important not to disturb teachers 
and students during class time. If, at any time, 
the site administrator feels that the guest or 
volunteer is a distraction in class, they will be 
asked to leave the classroom immediately. In 
order to maintain a safe and orderly learning 
environment, student’ friends or visitors without 
specific school business are not allowed on 
campus at any time during school hours.  

All visitors, guest, volunteers and observers are 
required to check-in and sign-in at the office. 
Please have your ID ready. 

 

Parent-Teacher/Student Conferences 

At Palm Academy Student Center we believe in 
partnering with parents for student success. 
Parents must attend two parent-teacher 
conferences if a student is failing or not 
achieving at the expected level. RSCS Palm 
Academy may also require parent-teacher 
conferences if a student is experiencing or 
presenting some other problem, either 
academically or behaviorally. 
Parents/Guardians are encouraged to contact 
the school at any time to arrange a conference if 
they have concerns about their child. 

 

Parent-Teacher Communication  

Often, parents want to contact a teacher and 
should do so via telephone or email. All of this 
contact information can be found on the River 
Springs Charter School website. You should 
expect messages to staff to be returned in a 24-
48 hour time period, which is a professionally 
accepted standard. We appreciate your patience 
in this regard. 
 

 

Pets 

For the safety of all, animals of any kind, 
including family pets, are not allowed on 
school grounds at any time. Animals that are 
used as a teaching tool must follow certain 
guidelines.  

 

Drop-Off /Pick-Up Procedures 
We have created a parking lot map in order to 
facilitate the safety of the students during 
drop-off and pick-up hours. We ask that you 
please help us create a safe parking lot by 
following the drop-off and pick-up procedures: 
 
When dropping off or picking up your child, 
always park in the designated spaces. 
DO NOT stop or park in the driveway (in front 
of the lunch area) to pick up or drop off 
students, at any time.  

 
You may loop around to drop off or pick up 
your child in the “Loading Zone” only. See map. 
If no parking spaces are available, you may park 
in the “Loading Zone” to pick up or drop off 
your child. 
 
DO NOT park in the “Accessible” parking spaces, 
unless you have an accessible placard. NEVER 
leave your car door open. Not only is this 
unsafe, but it also prevents other drivers from 
parking properly. 
NEVER leave your car ignition on, if you’re 
getting out of your car. 

Your speed limit should not exceed 10mph. 

ALWAYS watch out for pedestrians. SLOW 
DOWN and STOP when students/ parents are 
crossing. 
Be courteous to other drivers. 

Inform other family members of these 
procedures, if they’re picking up/dropping off 
your child. 

Remember, dismissal is at 2:30pm. Students should 
be picked-up no later than 2:45pm on Monday-Friday 
and no later than 12:15pm on Wednesdays 
(minimum days). 

 

Parent-Teacher Communication  

Often, parents want to contact a teacher and 



should do so via telephone or email. Every 
teacher has a telephone with voicemail, as well 
as an email address. All of this contact 
information can be found on the River Springs 
Charter School website. You should expect 
messages to staff to be returned in a 24-48 hour 
time period, which is a professionally accepted 
standard. We appreciate your patience in this 
regard. 

 

Homework Policy  
We believe that the purpose of homework is to 
help children deepen their understanding of 
concepts learned in class and/or to sharpen 
skills which require repeated practice in order 
to master. The amount and type of homework 
given will vary based on a number of factors; 
age, learning needs, content, and skill. Unless 
specified, students will be expected to complete 
homework independently. 
 
In addition to assigned homework, we also 
hope that children participate in the following 
activities: 

 Imaginative play  
 Meaningful dialogue about literature, 

experiences, and areas of interest  
 Reading and being read to  
  Life skills (i.e., tying shoes, getting 

dressed, preparing snacks, etc.)  
 Problem Solving (i.e., getting change at a 

store or planning to-do lists)  
 Social interactions with peers 

(negotiation, problem-solving)  
 Practicing math facts  
 Activities that involve exercise and/or 

appreciation of the outdoors  
 Helping with meal preparation. 

 

Memorandum of Understanding 
SCS is a California public school, where parent 
and student accept responsibility for the child’s 
education. In order to ensure that all parents and 
students understand our expectations with our 
program for the 2017-2018 school year, this 
document should clarify what is required. 

 
Parent’s Responsibility: 

• I understand that the Palm Academy TK-8 
is a 5-day program and ensure my 

student will participate during all on-
campus days. 

• I will demonstrate support of the program 
mission, student handbook expectations, 
curriculum and instruction. 

• I will be an active participant in my 
student’s education daily by bringing 
him/her to school on time. 

• I will oversee home study instructional 
days as assigned by teacher and complete 
all independent work on missed days. 

• I will attend presentations, orientations, 
special events, and parent meetings. 

         • I will attend two student led conferences    
during the school year as scheduled by 
the Teacher of Record and will contact 
him/her if my student is struggling to 
master skills. 

• I ensure that my student will strive to 
complete 100% of the work assigned in 
class and homework. 

  I understand that SCS will place my child 
on insufficient progress status should 
they fail to meet academic expectations 
(which is defined as 70% of work 
assigned) for more than one learning 
period. 

•    I will ensure that my student 
participates in all applicable state and 
school required tests. 
•I will ensure that I turn in all required 
forms such as: emergency forms, 
medication forms, and court documents, 
etc. and acknowledge that I have read the 
student handbook. 
•I will make sure to inform Palm Academy 
or the main offices of any changes to my 
personal   information. 
•I understand that a computer is available 
for my use in the office if one is not 
available at home. 
•I will replace all materials lost or 
damaged by my student. 
•School hours are 8:00am-2:30pm. I will 
ensure that my student is dropped off and 
picked up in a timely manner (dropped 
off by 7:45am and picked up NO LATER 
than 2:45pm. On minimum days, NO 
LATER than 12:15pm. 

 
 



Student’s Responsibility: 
• I agree to follow the requirements for 
enrollment at SCS Palm Academy Student Center 
as outlined in the handbook. 
• I have read, understand and will abide by 
attendance, academic, and behavior rules and 
guidelines as outlined in the student handbook. 
• I understand that the Palm Academy K-8 is a 5-
day program and I am responsible to complete 
100% of the assigned work. 
• I will strive to complete 100% of the work 
assigned in class and homework. If I fall behind 
and complete less than 70% of assigned work, I 
will be placed in inadequate progress.  
• I will participate fully during Academic Days 
• I will attend presentations, orientations, special 
events, all assigned classes, and conduct myself 
in a scholarly way. 
• I will attend two student-led conferences 
during the school year as scheduled by the 
Teacher of Record and I will notify him/ her if I 
have questions or need help. 

      • I will take care of all school books and school 
materials and return them in good condition at 
the end of the year or when I withdraw from the 
program. 

  • I am aware that access to the internet is an 
important tool for my success in this program. 

  • I will adhere to the internet safety guidelines as 
stated in the handbook. 

  • I will be honest, respectful, and trustworthy and 
do my best to help staff and teachers build a 
peaceful, productive learning community. 

 
Teacher’s Responsibility: 
• Be on site five (5) days per week unless 

otherwise designated by holiday, staff 
development, illness, etc. 

• Be on campus each day thirty (30) minutes 
before the academy schedule begins and thirty 
(30) minutes after the academy schedule ends. 
All teachers are paid for an eight (8) hour work 
day.  If at any time you are off campus for more 
than 60 minutes (1 hour) in a work week you 
must fill out the absentee form for that time 
unless approved/excused by the Principal. 

• Prepare a written lesson plans and agenda for 
each content area taught following the accepted 
format by the due date.  
• Update Canvas and Illuminate weekly (at 
minimum). 

• Check OASIS for student IEP’s, 504’s, EL 
status and share information with all 
teachers who have this student. 

• Attend Staff Developments, PLC’s, and 
staff meetings. Be on-time, respectful, and 
attentive.  If, for whatever reason, you 
cannot attend, you must get permission to 
be excused from your Principal.  If you are 
absent you must fill out an absentee form 
and submit this form to the Site 
Facilitator. 

• Plan, prepare for, and deliver coherent, 
dynamic, and meaningful lessons that are 
appropriate to the course and level of the 
students in the class. 

• Plan and implement multi-disciplinary 
curriculum in partnership with grade-
level team members. 

• Communicate expectations clearly and 
thoroughly to students and parents. 

• Maintain classroom in good order. 
• Maintain emergency plans for substitutes. 
• Ensure student physical, emotional, social 

and mental safety while at the center and 
in class. 

• Evaluate and record student work and 
progress. Maintain a “grade book” or 
specific record of student 
accomplishment throughout the 
semester. Be prepared to show 
documentation and offer feedback to the 
site principal, students and parents as 
needed. 

• Confer with students regularly to 
determine progress and mastery toward 
student’s goal. 

• Communicate regularly with parents of 
students who are struggling in class or 
are in danger of falling behind, excessive 
absences, and behavior issues as well as 
celebrating student successes. (See 
handbook for specifics.) 

• Be available through email and/or 
telephone to answer questions from staff, 
parents, or students about your class by 
checking your email daily during the 
weeks the student center is operating. 
Have a twenty-four to forty-eight (24-48) 
hour turnaround on email responses. 
Please check at least weekly during down 
weeks. 



   • Interface with the site principal regarding 
sensitive or controversial topics to be covered 
as part of the class, outlining both the 
justification for using it and plans to sensitively 
manage the lesson with students and parents. 
This should be done at least thirty (30) days in 
advance of the plan to do the lesson. 

•   Attend staff meetings and professional learning 
community meetings; attend three to five (3-5) 
evenings throughout the year for Open House, 
attend Parent Teacher Conferences and other 
events outside the regularly scheduled day; 
attend three to five (3-5) days of professional 
development in August. 

•  Other duties may be assigned.



 


