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MISSION & BELIEFS 
 
District Mission Statement and Goals 
 

 
 

Core Beliefs 
 

Cutler-Orosi Joint Unified School District is proud of the progress we have made in the past few years 
as we work towards being a results-oriented professional learning community. Teachers, classified 
staff, students, and parents work in a partnership to provide all students a quality education in a safe, 
supportive, and disciplined environment, preparing them to become responsible citizens in a culturally 
diverse society. 
 
We believe... 

• Every student can learn. 
• Student educational needs should be at the forefront of all decisions impacting the work 

of the school. 
• Positive relationships and mutual respect among and between students and staff enhance 

student achievement and create a safe and supportive school climate. 
• Every child and adult deserves to be treated with dignity and respect at all times. 
• Students and staff are responsible for their actions, and they will be held accountable 

for their choices. 
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About this Handbook 

This handbook is provided to assist teachers in dealing with the day-to-day operations of the school. It is not 
intended to be all-encompassing and there will be many things which occur that are not covered in this 
handbook. However, it is crucial that all teachers read this handbook thoroughly and become familiar with its 
contents. You will be asked to sign a Statement of Acknowledgement that you have indeed received this 
handbook and are familiar with its contents. This handbook is also posted on the district website at 
www.cojusd.org . 

It is likely that as events occur over the course of the school year that additions to the handbook will become 
necessary. It is also likely that many of the policies and procedures that are set forth in the handbook will 
change over time. Pay particular attention to the wording of policies. Statements such as “teachers must”, 
“teachers are required to”, or “teachers will” indicate actions that are mandatory. This is a quick 
reference guide. As with all things, when you have questions or concerns, you should always check with the 
principal or an assistant principal/ learning director for clarification. 

Please note that updated versions of all District charts and forms included in this handbook can be viewed 
online through www.cojusd.org , and are displayed here only as samples. Also note that some electronic 
links, although lengthy, provide a direct connection to information that may otherwise be difficult to find. 
Viewing the Handbook electronically will be the best way to access that information. 

 
This Handbook has been proofread for errors; however, as with any document, there may still be punctuation 
and/or grammatical errors. If you find any, please email the correction(s) to the Assistant Superintendent. 
Our standard of excellence applies to district documents, as well as to school-wide, and we appreciate your 
input. 

http://www.cojusd.org/
http://www.cojusd.org/
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Expectations for Staff Behavior 
 

1. Provide a safe, orderly, and caring classroom environment. 
2. Plan, organize, and implement best teaching practices conducive to student learning. 
3. Be on time arriving at school, meetings, collaboration sessions and to assigned student 

supervision duty. The teacher workday is seven and one-half hours per day. The exact beginning 
and ending time is determined by each site. 

4. Maintain student and staff safety by standing in the classroom doorway during the passing 
periods. All staff members must work together to ensure safety and maintain  order. 

5. Establish two-way communication with families about student progress and discipline issues. 
6. Treat students, staff, and parents with dignity and respect at all times. At no time should 

teachers use excessively loud voices, sarcasm, or name calling toward students, parents, or 
other staff members. 

7. Utilize common sense and good judgment when coming into physical contact with students. 
Under no circumstances should teachers engage in horseplay or rough-housing with students. 

8. Maintain a positive attitude. A negative attitude is the result of a conscious choice to be 
negative. Do not infect others with your negative attitude if you choose to be negative. 

9. Follow the provisions of the COUTA Agreement, COJUSD Board Policies, the Parent and 
Student Handbook, and the Personnel Manual. All of these documents are on the district’s 
web page: www.cojusd.org. 

10. Follow the Standards for the Teaching Profession which can be found at: 
https://www.ctc.ca.gov/docs/default-source/educator-prep/standards/2024-
cstp.pdf?sfvrsn=62eb3cb1_9 

 
 

TEACHER ATTENDANCE 
 

Work Day 
 

The Collective Bargaining Agreement states that COJUSD teachers are expected to work a seven and 
one-half hour schedule. The specific 7 ½ hour work schedule for teachers is set depending on local site 
decisions and transportation issues. In accordance with this provision, teachers at your school will be at their 
workstation by the time specified by your site principal. 

• The only exceptions to these beginning and ending times are in the case of foggy days (teachers are 
required to be at school and in their classrooms at 9:25 am on foggy days) and on the short days 
before Thanksgiving, Christmas, and Spring Break when teachers are allowed to leave after student  
dismissal. 

• Other “short days” are designated to give teachers an opportunity to accomplish tasks which cannot 
be done while students are in attendance, such as Parent Teacher Conference days. 

 
Permission to leave campus early must be approved by the school principal or in his/her absence, an 
assistant principal or learning director. Teachers are not to leave campus during collaboration time on 
Wednesday without express permission from the school principal or in his/her absence, an assistant principal 
or learning director. Teachers are expected to be at collaboration meetings. 
 
 

Attendance and Absences (Absence Management System) 
 

Good teacher attendance is vital to the smooth operation of any school. Research shows that three (3) days 
of instruction are affected by one (1) day of a teacher’s absence. If a teacher must be absent from school for 
any reason, it is his/her responsibility to enter their absence on Absence Management BEFORE 6:45 am.  
Absence Management will NOT allow employees to enter absences made AFTER that time. If Absence 
Management does NOT give the teacher a confirmation number, (s)he did not enter their absence correctly. 

http://www.cojusd.org/
https://www.ctc.ca.gov/docs/default-source/educator-prep/standards/2024-cstp.pdf?sfvrsn=62eb3cb1_9
https://www.ctc.ca.gov/docs/default-source/educator-prep/standards/2024-cstp.pdf?sfvrsn=62eb3cb1_9
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Make sure you have emergency lesson plans on file according to your site policy. Your emergency plans should 
include a schedule of your classes, seating charts, procedures for taking attendance, etc. Develop your 
substitute plan as though you were entering the classroom for the first time. See the “Substitute Folder” section 
in this handbook. 
 
You need to make plans ahead of time if you know that you will be absent for personal, in-service, jury duty, or 
other approved leaves; however, you still need to enter an absence on Absence Management. Teachers should try to 
schedule dental/doctor appointments outside the school day when possible. If you need coverage for a partial 
day, it is your responsibility to arrange for coverage. 
 
The following procedures will be used for covering of classes in emergency cases, such as when a teacher is 
late or needs to leave campus for emergency, etc. Available substitutes will be used whenever possible. An 
administrator will notify available teachers who can cover the class. For grades K – 6, if no teachers are 
available, the office will divide the students throughout the department or grade level. 
 
Teachers who leave for a portion of their work day are still required to enter the absence in Absence 
Management. 
 
Sick Leave 
 
Each teacher is entitled to 10 days of sick leave per school year with unused leave accumulating from year to 
year. The District may require a physician’s verification of illness if a teacher has been on sick leave for more 
than three (3) consecutive days or in cases where the District suspects abuse of sick leave. However, the 
employee is to obtain prior approval from his/her supervisor prior to leaving campus. The Absence 
Management System does not require prior approval for sick leave. 
 
Personal Necessity (PN) Leave 
 
Each teacher is entitled to use up to 7 days of their paid sick leave each year for personal necessity. Article 
11.7.2 of the Collective Bargaining Agreement states, “Purposes and/or reasons for which personal 
necessity leave may be used include, but are not limited to: death or serious illness of a member of the 
immediate family; accident involving personal property or the personal property of an immediate family 
member; an illness or an unusual circumstance involving the teacher or a member of their immediate family 
which cannot be expected to disregard during assigned work hours; to appear in court as a litigant or witness; 
attendance at District approved workshops or conferences for which no release time was provided.” 
 
ADVANCE PERMISSION MUST BE SECURED FOR THE USE OF PERSONAL NECESSITY LEAVE AT 
LEAST TWO DAYS PRIOR TO THE DAY UPON WHICH THE TEACHER IS TO BE 
ABSENT UNLESS AN EMERGENCY PROHIBITS SUCH NOTICE. Failure to secure advance approval of PN 
Leave from the principal will result in the leave being denied. PN Leave may not be taken on the day 
immediately before of after a District vacation (i.e., winter or spring break) or a 3-day weekend (i.e., 
Washington’s Birthday). PN Leave will not be approved for political activities or demonstrations, vacations, 
recreation, civic organization activities, or job hunting. 
 
It is imperative that all certificated employees thoroughly understand what is expected of them with regard to 
following proper procedures when requesting and taking a full or partial day of PN Leave. Note: Absence 
Management does require prior approval before taking Personal Necessity leaves. 
 
Teacher Responsibilities: 

• Any teacher desiring to take PN leave must secure approval from the principal at least 2 days prior 
to the day upon which the teacher will be absent unless an emergency prohibits such notice. This will 
be done by submitting your absence via Absence Management at least 2 days before the date of 
the leave. 
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• If the teacher will be absent for a period of time which is long enough to warrant a substitute 
teacher, the teacher is responsible for requesting the substitute on Frontline. 

• If the leave will be for a partial day, the teacher should make arrangements as per the site policy. If 
no other teachers volunteer to supervise the students, it is the responsibility of the teacher to request 
a substitute. Classified employees will not be utilized for this sort of coverage except in extreme 
emergencies. 

 
Articles 9.7 and 9.8 of the Collective Bargaining Agreement set forth the policy for compensating teachers 
who are required to substitute for other teachers during their prep time during an emergency. 
 
All Other Leaves 
 
Procedures and guidelines for taking Maternity Leave, Childcare Leave and Adoption Leave, Extended 
Illness Leave, Health Leave of Absence, Bereavement Leave, Jury Leave & Court Appearance, and 
Association Leave can be found in the Collective Bargaining Agreement, Article 11. Many other leaves 
require prior approval in Absence Management. 
 
 

TEACHER SUPERVISION DUTY, 
ADJUNCT DUTIES AND REQUIREMENTS 

 
Attendance at Meetings and Adjunct Duties 
 
All teachers are expected to attend scheduled meetings unless granted approval in advance by the 
principal. Promptness is essential to the success of these meetings and all teachers are expected to be 
seated with any materials that you were instructed to bring at the scheduled start time of each meeting. 
Staff is expected to be fully engaged during collaboration/meetings; therefore, such activities as knitting, 
reading the newspaper, and/or grading student work, etc., are not acceptable and are not permitted. 
 
In accordance with the Collective Bargaining Agreement, notice is hereby given to all teachers of adjunct 
duties assignments. Adjunct duties are those duties beyond the work day which require supervising and 
providing leadership in pupil organizations and activities or parent-teacher partnership such as, but not 
limited to: field trips, back-to-school nights, graduation/promotion, outdoor education, open house, IEP 
meetings, parent club, teacher conferences, progress report card night, supervision of dances, sponsorship 
of clubs, homecoming activities, and supervision of athletic events. These duties must be student supervision 
oriented. If an unforeseen circumstance arises and a teacher cannot be at the previously assigned duty, 
teachers must: 

• Notify an Assistant Principal/Learning Director or Principal 
• At OHS, Notify the Activities Director 
• Find another teacher willing to substitute the assignment 

 
Student Tutorial Logs 
 
All teachers shall submit a tutorial log to their site administrator on the last working day of the month. This 
log shall include the date and signature of each student who received tutoring services during the month. 
Tutoring may occur before school, at lunch, and/or after school. There is no mandate as to the number of 
students serviced. There is no additional pay for this time beyond the addition to the salary schedule. This 
time does not interfere with after school supplemental contracts. (COUTA Contract 20.1.3) 
 

All OHS teachers will sign up for three (3) adjunct duties for the academic year. These duties will be scheduled 
throughout the fall, winter and spring sports activities. Assignments to adjunct duties will include such activities 
as supervision at athletic events, dances and/or homecoming events. The Activities Director will provide a list 
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of ALL activities that require supervision at the beginning of the academic year. Adjunct responsibilities will be 
posted in the Staff Lounge and email reminders will be sent for the current calendar month. 
 
 
At all schools, attendance at Back-to-School Night, Open House, Progress Report Night, and Teacher Parent 
Conferences is REQUIRED unless specific prior approval is given to miss the meeting/event. The District shall 
schedule these adjunct responsibilities as far in advance as possible, so that the teacher may plan his/her 
instructional preparation and off duty obligations to accommodate adjunct duties. Adjunct duty activities 
which require participation of all teachers at a site shall be provided to teachers at the beginning of 
the academic year. 
 
Teacher Duty and Duty Roster 
 
Teachers may be assigned to supervise students either before school, during student lunch, recess periods, 
and after school. It is the teacher’s responsibility to ensure that (s)he is at the assigned place of duty at the 
required time. Teachers are responsible for the safety of students in the area in which they are scheduled to 
stand duty, whether the teacher is there or not. The teacher exposes him/herself, the school, and the District to 
liability issues when (s)he fails to show up for or fails to schedule a replacement for the assigned duty. 
 
If a teacher is absent (s)he should include any scheduled duties on the lesson plan and when requesting a sub 
on Absence Management. If teacher requests Personal Necessity Leave on a day(s) when (s)he is scheduled 
to stand duty, the teacher is responsible for securing a replacement or ensuring that the substitute teacher is 
aware of the duty. 
 
Teachers assigned bus duty will direct students to line up single file while waiting for the bus to arrive. Once 
the bus arrives, students should be allowed to load 5 students at a time to eliminate pushing, running, and 
cutting in line. Some grade levels have greater numbers of required duties or larger numbers of duty 
assignments; in some cases, not all teachers have been assigned a duty, while others in a different grade level 
may have been assigned multiple duties. This is unavoidable and is a result of the teacher’s assignment. If 
teachers wish to trade duties, a notice should be sent to the principal via e- mail prior to the time the duty is to 
begin. 
 
Passing Time, Supervision of Students, Tardies 
 

For the security and safety of students, when the bell rings to signal the end of a period, 
teachers should monitor students as follows: 
• Not excuse students until the bell rings. 
• Stand at their doorways. 
• Ensure that students are making every effort to get to class on time. 
• Resume class immediately at the ringing of the second bell. 
• Mark any student entering late as tardy and assign appropriate school consequences. 
 
 
Students’ excessive tardiness will result in: 
• Notification of parents/guardians 
• Assignment to Saturday School 
• Possible referral to Student Attendance Review Board (SARB) 
 
Teachers must comply with the following supervision guidelines: 
• Be at the assigned location and at the scheduled time 
• Promenade around the assigned area to ensure complete supervision 
• Ensure students remain in authorized areas of campus 
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• Contact the office if assistance is needed. 
 
 
Rallies and Assemblies 
 
All faculty members are expected to supervise all rallies and/or assemblies. The Board of Trustees believes 
that assemblies and special events should promote a positive school climate.  Rallies and Assemblies should 
be designed to emphasize cooperation and similarities among students rather than competition and 
differences between students of diverse backgrounds. In addition, showcasing student achievement in 
academics, athletics, music, art, drama, or other such activities can provide many students with self-esteem 
and an incentive to be in school. 
 
The Principal or designee shall ensure that the speakers and community resources featured in school 
assemblies and special events are carefully selected and balanced. Prospective speakers shall agree that 
they will present material of educational relevance that is appropriate to the maturity of the audience, with no 
statements that are obscene, vulgar or that incite violence. Assemblies may express seasonal themes that 
are not religious in nature. 
 
The Principal or designee shall schedule rallies and special events so as to minimize disruptions and meet 
the requirements of law and negotiated agreements. The Principal or designee may limit the number of such 
events whenever they encroach upon or do not support the instructional program. 
 
Rally/Assembly Procedures 
 
Teachers are responsible for assisting with rallies/assemblies by doing the following: 
 

• Teachers must walk their class to the rallies/assemblies in a straight and orderly line. 
Teachers will walk at the back of their line and ensure that their students enter the 
rally/assembly location in an orderly manner. 

• Upon entering the event location, teachers will be responsible for students under their 
supervision. 

• When the rally/assembly is over, teachers will supervise students as they exit. 
• Teachers should go over these procedures with students prior to going to the rally/assembly. 

 
Substitute (Guest Teacher) Folder 
 

Each teacher is required to maintain a substitute (guest teacher) folder in the event of an unexpected or 
planned absence as per site procedures. 

 
Classroom Environment and Safety 

 
Teachers should take an active role in general housekeeping duties in their classrooms. The room 
environment may well be a reflection of an attitude toward learning. The room should be well maintained, 
presenting a pleasing, welcoming, and safe environment. On the first day of school, teachers are expected 
to review with students their role in cooperating with the cleanliness of the classroom: 

• Students should not be dismissed from any class until they have picked up excess paper/trash 
from the floor. Chairs and desks should be left in an orderly fashion. 

• The last students of the day should: 
o Remove debris and objects from the classroom sink 
o Align furniture 
o Stack chairs 
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Before leaving their room for the day, teachers will: 
• close windows 
• turn off classroom lights 
• turn off all electronic equipment 
• lock the door 

 
 

Students who abuse school property (writing on walls, desks, etc.) should be assigned an appropriate 
consequence (cleaning the walls, desks, etc., after class). Habitual offenders should be referred to an 
administrator. 
 
Fire code regulations prohibit flammable objects from covering more than 50% of classroom walls. Paper is to 
be a minimum of 18” from the ceiling and 18” from the floor and cannot cover windows, electrical outlets, light 
switches, electrical panels, or safety equipment. Electrical cords cannot be within 24” of sinks. Photos printed 
on photographic paper release toxic chemicals when they burn and must not cover walls, windows or doors. 
 
Furniture and stored items must not block access to fire extinguishers, electrical panels, or evacuation routes 
and the evacuation map must be posted prominently near the door of each classroom. Classrooms must be 
kept neat with floor area free of boxes and any material that poses potential hazards. Boxes may not be stacked 
high on cabinets (above head level), etc., unless they are secured for earthquake safety purposes. 
 
All teachers will participate in District mandated safety trainings.  
 
Textbooks 
 
Each teacher is responsible for the textbooks issued to him/her, just as students are accountable for the 
textbooks they are issued. Teachers who sign out books or videos from the library will ensure their safekeeping 
and be responsible for lost items. 
 
Inventory 
 
All teachers are expected to keep an updated inventory of all furniture, computers, and AV equipment in their 
classroom. Furniture, computers, or AV equipment shall not be moved from classrooms without the approval 
of an administrator. An accurate inventory of each room must be maintained, updated, and submitted to the 
Assistant Principal/Principal annually by each teacher prior to departing for the summer. See Inventory Form 
in the Appendix. 
 

Travel & Conference 
 

Meals may be reimbursed (breakfast, lunch, dinner); this is only allowed if the conference does not provide 
meals. If a meal is provided and the staff member chooses not to eat the meal, then the meal they purchase 
is their own financial responsibility and will not be reimbursed. Snacks and alcohol will not be reimbursed. 
Meals will not be reimbursed if the staff member is headed to or returning home from a conference within 60 
miles of their home/COJUSD. Tips cannot exceed 20%. If you are using a district vehicle you may not be 
reimbursed for mileage. When checking out a district vehicle make sure to request the gas card for any fuel 
purchases if you will be traveling a far distance and will need gas. All ORIGINAL/ITEMIZED receipts will need 
to be turned in, along with any names of staff that the receipt covered. A copy of the conference registration 
will need to be included with the reimbursement form. 
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Reimbursement 
 

If you want to be reimbursed for items you purchased for your classroom, the itemized receipt(s) must show 
the shipping address is a COJUSD address. We cannot reimburse anyone for items shipped to their home 
address. All reimbursement must have prior approval from site administrator. All food items purchased MUST 
be allowable based on the nutritional guidelines and approved with Jody Rush, Food Service Director. 
 
Professional Dress 
 
Teachers are expected to set an example for our students. At the minimum, teachers and staff should adhere 
to the student dress code outlined in the Parent and Student Handbook. When accompanying students to 
water parks, etc., female staff should wear one-piece swimwear. Staff should consider safety when selecting 
footwear, understanding that backless and/or high heel shoes may contribute to unsafe situations that could 
incur injury. 
Board Policy 4119.22 states: “The Board of Education believes that appropriate dress and grooming by district 
employees contribute to a productive learning environment and model positive behavior. During school hours 
and at school activities, employees shall maintain professional standards of dress and grooming that 
demonstrate their high regard for education, present an image consistent with their job responsibilities and 
assignment, and not endanger the health or safety of employees or students. 
All employees shall be held to the same standard unless their assignment provides for modified dress as 
approved by their supervisor.” 
 

TEACHER EVALUATION AND SUPPORT 
 

The Personnel Office will provide principals with a list of teachers who are to be evaluated each year. The list 
will indicate the status of each teacher (temporary, probationary, permanent). The principal may add teachers’ 
names to the list if (s)he feels that the individuals need to be evaluated. While principals are personally 
responsible for evaluating all employees, the Assistant Principals/Learning Directors may assist them. 
Administrators may be accompanied by an external consultant for the observations. Forms to be used in each 
step of the evaluation process are included in the Appendix. The timeline below ensures proper personnel 
operations and adheres to the contractual timelines: 
 
All Temporary and Probationary Teachers, Cycle 1 Classroom Observation 
 
When notified that they will be evaluated, the teachers will arrange with the school secretary or office assistant 
to schedule a date for the first formal observation of a lesson. The first observation of probationary/temporary 
employees must be completed no later than the last workday in October, and the second observation no later 
than the third Friday after winter break. 
 
Once the first cycle is completed for all Temporary/Probationary teachers, Cycle 2 begins for the same 
teachers. Teachers are responsible for scheduling all meetings and observations with the school secretary. It 
is highly recommended that observations be scheduled as early in the cycle as possible to ensure that the 
teacher gets the dates (s)he wants. The longer the teacher waits to schedule the observations, the less likely it 
will be that (s)he gets the desired dates. 
 
For example, Mr. XYZ would like the principal to observe a lesson he will be teaching on September 14th. He 
meets with the secretary and checks to see if the principal is free on that date and time. Once he is scheduled 
for the observation on that date, he asks the secretary to schedule a pre- observation meeting on September 9th 

and a post observation meeting on 21st (both are within 5 working days of the actual observation of the lesson). 
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Tenured Teachers 
 

Teachers scheduled to be evaluated must meet with the administrator assigned to conduct 
their observations between August 12 and the third Friday in April. 

• The pre-observation conference should be within 5 days of the actual observation. 
• Once the observation is completed, the post observation meeting is to be conducted within 5 

days. 
• There is only one required formal observation every two (2) years; however, a teacher may 

request an additional observation if (s)he feels the first one was not  adequate. 
• Evaluations shall be based upon direct observation or evidence that can be clearly 

substantiated. 
 
Department Leads/Grade Level Lead Teachers 

Instructional Coaches will serve as grade level or departmental leads as a function of their position. School 
principals may select additional teachers to facilitate team collaboration and fulfill the duties of department 
lead or grade level lead where there is not an Instructional Coach assigned. 
 
 
Instructional Coaches 
 
The Instructional Coach supports a team of teachers (aligned by grade level, content area, or other relevant 
grouping based on school need) in developing their ability to effectively deliver instruction and increase 
student outcomes; focuses on each teacher’s professional goals by providing 1-on-1 support through regular 
cycles of observation and coaching, as well as facilitating collaborative time for the team of teachers. All 
teachers work with Instructional Coaches to support high-quality instruction. 
 
Professional Learning 
 
When scheduled during the contracted day, teachers may be expected to attend and participate in 
professional learning workshops which may include, but are not limited to, the following: 

• Professional education conferences or committee meetings. 
• Courses offered by institutions of higher education. 
• Workshops offered by the COJUSD, County or State Office of Education. 
• Small – group activities. 
• Self – directed learning. 
• Observations of other schools. 
• Follow – up activities that help staff implement newly acquired skills. 

 
 
 

CLASSROOM INSTRUCTION 
 

Lesson Plans 
 

All teachers must evaluate students’ learning strengths and weaknesses, adapt teaching methods 
accordingly, and provide assistance or attention during and after school hours. It is important that teachers 
determine and implement teaching methods that are appropriate to the students’ needs, capabilities, and 
subject matter. All teachers must follow the district’s core curriculum and teach the curriculum as prescribed 
with fidelity in collaboration with other grade level/subject matter colleagues. 
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All staff should maintain lesson plans as required by the Site Administrator. Lesson plans should be consistent 
with the learning focused components of the lesson and should contain essential questions, objectives, 
activities, and procedures, materials/resources, time, evaluation/systematic review, and homework 
assignments, if applicable. TEACHERS SHOULD NOT FORGET TO INCLUDE ANY DUTY TO WHICH 
(S)HE IS ASSIGNED FOR THAT WEEK. 
 
The lesson format should address the following “Pre-Observation Questions” 

• What is the learning objective for this lesson? 
• What instructional strategy(ies) will be used to ensure the probability of students meet the 

learning objective? 
• What type(s) of guided and independent practice will be used during the lesson? 
• At the conclusion of  the  lesson,  how will  the  teacher  determine if  students met or 

exceeded lesson objectives? 
• What will the teacher do differently for the students that did not meet the lesson objective? 

 
 
Homework Policy 
 
The best learning occurs when students consistently practice or study classroom assignments in an 
atmosphere that is conducive to good concentration. Homework, being an integral part of the overall learning 
process, must enhance and be consistent with in-class activities. In assigning homework, consider the 
following: 

• Homework may take on any form that can be shown by the teacher as an aid to learning. 
• Homework may or may not count for grade credit, but it should always be explained and 

monitored by the teacher to encourage good study habits. 
• Homework should never be used as punishment or as "busy" work, but some courses may 

require more homework than others. 
• Cheating on homework assignments should result in the same corrective action as other 

cheating offenses. 
• If students are missing homework assignments because of excused absences, they will have the 

opportunity to make up assignments and receive full credit for work satisfactorily completed within a 
reasonable period of time (Education Code 48205). 

• Students will not be prohibited from entering classrooms because they failed to complete 
homework; neither will they be “benched” during recess. 

• Students who miss schoolwork because of unexcused absences may be given the 
opportunity to make up missed work for full or reduced credit. 

• Teachers shall assign such makeup work as necessary to ensure academic progress, not as a 
punitive measure. 

• For the student who habitually fails to turn in homework, the teacher should: 
o Contact the parent. 
o Refer to the site administrator. 

Teachers are asked to consider the reality of what their students face on a day-to-day basis with regard to 
homework. Many students are either homeless, live in crowded conditions, or have situations at home that 
make it extremely difficult to complete assignments. Teachers should not make homework a major portion 
(more than 10%) of any student’s overall grade or use incomplete homework as a reason for student 
discipline. Teachers must get to know their students and their home environment and find ways for them to 
complete the work on campus. 
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Religious Instruction 
 
In order to respect each student’s individual right to freedom of religious practice, religious indoctrination is 
clearly forbidden in public schools. Instruction about religion shall not promote or denigrate the beliefs or 
customs of any particular religion or sect, nor should a preference be shown for one religious viewpoint over 
another. Staff members must be highly sensitive to their obligation not to interfere with the religious 
development of any student in whatever tradition the student embraces. 
 
While teaching about religious holidays is a permissible part of the educational program, celebrating religious 
holidays is not allowed in the public schools. School-sponsored programs shall not be, nor have the effect 
of being, religiously oriented or a religious celebration. School and classroom decorations may express 
seasonal themes that are not religious in nature. 
 
Bulletin Boards 
 
Bulletin boards in the classroom serve as teaching aids. They should be used extensively and updated 
regularly. They also provide opportunities for teachers to display student work. Student work must be current 
and exemplars of excellence. 
 
Classroom Interruptions 
 
The Board of Education expects that all staff members will establish “improving student achievement” as 
their daily goal. To that purpose, the instructional time should be planned to improve student learning. The 
district requires that class time be “uninterrupted instructional time.” Teachers are asked not to disturb 
another teacher’s class unless it is an emergency. Students may be contacted during breaks or during lunch 
if a teacher needs to speak with them. 
 
Non-School Owned AV Materials (Music CDs, Documentaries, Movies, & DVDs) 
 
Teachers are allowed to show documentaries that relate to the standard of study and/or the course of study 
that are part of the school library or the TCOE ERS Portal. Teachers must adhere to copyright laws. 
 
All other audio and video materials that are not part of the Board approved curriculum must be included in 
each teacher’s lesson plans and be approved by a school administrator prior to showing/playing for 
students. Teachers must submit a request to the principal when planning to use such materials. The 
following are the procedures for requesting the use of audio/video materials not part of Board approved 
curriculum: 

• Complete “Audio-Visual Approval Form”. 
• Submit form to Learning Director or Assistant Principal one week in advance 
• The administrator will return the form the following day 

Mandated Tests 
 
No field trip or event shall be scheduled during CAASPP, ELPAC, Benchmark testing, or final exams. If 
conflicts arise, the teacher must see the Principal. Students are not to be excused from the room during the 
exam period except in the case of an emergency. Security of these exams is very important and teachers 
will be responsible for the safeguarding of all testing materials in  their possession. A testing calendar will be 
published and distributed during the first week of school. Exceptions to this schedule must be approved by 
the Principal well in advance. Additionally, no teacher-made test should conflict with the schedule of the 
administration of any standardized test. 
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Cheating 
 
We must teach students that cheating is not in their best interest and that cheating will not be tolerated. 
The following list represents forms of cheating that must be addressed: 

• Taking information of any form into a test situation for the purpose of responding to test items or 
for assisting others in answering test questions. 

• Plagiarism. 
• Copying assignments, including homework or other work which will be assigned a grade. 
• Giving or taking of information concerning a test after one individual has taken a test and the 

same test is to be given to another group of students. 
• Talking during test situations or exchanging information during a test. 
• Using any electronic device to store test information or to transfer information. 

 
When substantial proof has been obtained that a student or group of students has been involved in cheating, 
the student(s) will receive a zero on the assignment/test and parents will be contacted by the teacher. 
Repeated incidents of cheating will be referred to the administration. 
 
 
Reports of Pupil Progress/Student Grades/Parent-Teacher Conferences 
 
In order to eliminate confusion and difficulties at progress report and report card time, teachers will: 

• Provide parents and students with a clear explanation of course grading policies and expectations 
as near to the start of the course as possible. 

• Be prompt in providing student grade/behavior reports to the parent. 
• Be prompt in providing students with quality homework when they are ill, on independent study, or 

absent for suspension. It is not appropriate for a teacher to say the student can “catch up” when (s)he 
returns to  school. 

• At secondary schools (grades 6 – 12), provide regularly scheduled progress reports to be sent to 
parents at least at the midpoint of each semester. 

• Be prompt in responding to a parent’s request for a conference or for information regarding the 
student. 

• Clearly indicate if a student is at risk of failing and notify the parents immediately. 
• Give clear procedures for making up missed assignments or for raising the grade to a passing 

mark. 
• Remember that any student who has an IEP or who is enrolled in Inside, may have a modified 

test. 
 
The optimal time for giving parents an outline of the teacher’s grading policies and expectations would be 
during Back-to-School Night, but notices may be sent home as well. If a teacher has an emergency and 
cannot attend the scheduled Back to School Night and/or Parent Conference, (s)he must notify the Principal 
so that an explanation can be given to parents regarding the missing teacher. 
 
Each school site shall make available to parents/guardians and others, upon request, a copy of the 
prospectus for each course, including the titles, descriptions and instructional aims of the course. (Education 
Code 49091.14). Therefore, each teacher should have a copy of the standards to be covered during a 
particular class. 
 
Whenever it becomes evident to a teacher that a student is in danger of failing a course, the teacher must 
arrange a conference with the student’s parent/guardian or send the parent/guardian a written report. 
(Education Code 49067) 
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No grade of a student participating in a physical education class may be adversely affected due to the fact 
that the student, because of circumstances beyond his/her control, does not wear standardized physical 
education apparel.  (Education Code 49066) 
Student performance in high school physical education courses shall be based upon evaluation of the 
student’s individual progress, attainment of goals in each instructional area, tests designed to determine 
skill and knowledge, and physical performance tests. 
 
Teachers who withhold class credit because of excessive unexcused absences shall so inform the student 
and parents/guardians at the beginning of the semester. If a student receives a failing grade because of 
unexcused absences, the student’s record shall specify that the grade was assigned because of excessive 
unexcused absences.  (Education Code 49067) 
 
If a student is on a Section 504 Plan or an Individualized Education Plan (IEP) teachers must exercise 
caution when assigning grades. Any teacher who assigns a 504 or IEP student a grade of D or F in 
secondary schools or a 1 or 2 in elementary schools must be able to prove each of the following or (s)he 
risks having an appeal panel overturn their grades: 
 

a. The teacher must prove that (s)he followed the IEP or 504 Plan to the letter, providing all accommodations 
exactly as laid out in the document. 

b. The teacher must be able to prove that the failing grade was not due to the student’s disability. For example, 
a student on an IEP for a reading disability receives an F in Science. The teacher reports that the student did 
not complete several assignments and failed each test she took. The review panel overturns the grade 
because the tests were from the grade level text which is written at an 8th grade level, when the student 
reads at only a 2nd grade level. The teacher did not make appropriate accommodations for the student on the 
tests; therefore, the score the student received on the tests cannot count toward her grade. 

c. The teacher must be able to provide verification that (s)he has met with the parents and/or a representative of 
the Special Education department when the mid-semester progress report indicates potential failing grades 
by the student. 
 
Any teacher assigning a non-passing grade (a “D” or “F” in secondary schools or a 1 or 2 in elementary 
schools is considered non-passing) to a special education student must notify the principal and set up a 
meeting to review the grade prior to its being posted in AERIES. It is the teacher’s responsibility to schedule 
this meeting far enough in advance of the report card window that a meeting can be scheduled. When in 
doubt about proper grading of special education students, the teacher should contact the principal or a 
teacher in the Special Education department 
 
 

STUDENT-RELATED ISSUES 
 

Confiscating Items from Students 
 
There are some things which a student must not bring to school because they are dangerous to the student 
and to others. In addition, there are things which interfere with the right of others to learn and must not be 
brought to school. Some of these things include: fireworks, firecrackers, stink bombs, lighters, matches, 
handcuffs, chains, pills and medications, pets, MP3 players, iPods, and other electronic devices. In addition, 
the student may not bring pocket knives, toys, games (including cards, marbles, and dice), sunflower seeds, 
tobacco products, water guns and water balloons, guns, look-alike guns, pepper spray, live ammunition, 
laser pointers or any other dangerous objects as defined by the school principal. Dangerous or illegal items 
will be confiscated. The school district is not responsible for the loss of personal items brought to 
school. Cell phones must be turned off during class (Excerpt from Parent and Student Handbook). 
 
District policy is very clear on what can and cannot be brought to school by students. However, the policy 
leaves the consequences up to the Principal when a student violates this policy up to the site principal. Here 
is how staff members are expected to correctly handle situations requiring confiscation of personal property; 
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• All dangerous items must be confiscated and the office contacted immediately. 
• If a student has a cell phone, portable electronic game, or other item that the teacher feels is not 

dangerous and the student has it out during class time, the teacher should first warn him/her to put 
it away and then on the 2nd offense confiscate the item. HOWEVER, once the teacher confiscates 
the item, (s)he must take every precaution to protect the item from being lost, stolen, or damaged. 
Failure to protect the personal property of another which the teacher has confiscated makes the 
teacher responsible for the item. If the teacher is not willing to accept this responsibility, (s)he 
should NOT CONFISCATE THE ITEM. Once the teacher has confiscated the item, it is 
recommended that (s)he place the item in a desk or file cabinet drawer that can be locked until (s)he 
can turn the item into the office. The teacher should secure and label the item and take it to the 
office (do not send it via another student) as soon as possible. 

• All DANGEROUS items MUST be confiscated and the office contacted immediately. 
• Teachers should address these rules in their classroom rules and procedures. 

 
Parties/Receptions 
 
The Principal must give prior approval for any kind of party, reception, etc. given during school hours. There 
are strict rules governing types of food and drink allowed on the school campus. Teacher must utilize the 
Activity Request form.  If an elementary teacher wishes to eat lunch in his/her room with students, food 
services personnel should be notified and  the teacher should  walk with students  to the cafeteria and then 
walk back to the classroom with them. In secondary schools, classroom parties are not to be held during 
instructional time except for the last day of school. No home baked good are allowed for classroom or school 
parties or events. 
 
Mandatory Child Abuse/Neglect Reporting Protocol 
 
The California Child Abuse Reporting Law is found in Penal Code Sections 11165-11174.3. As a “Mandated 
Reporter” all teachers must become familiar with the reporting requirements as they are set forth in the Penal 
Code (PC). Under this law, when the victim is a child (a person under the age of 18), the following types of 
abuse MUST BE REPORTED: 
 

a. Physical injury inflicted by other than accidental means. 
b. Sexual abuse which includes sexual assault and providing pornography to minors. 
c. Willful cruelty or unjustified punishment. 
d. Unlawful corporal punishment or injury resulting in a traumatic condition. 
e. Neglect of a child to include acts of omission harming or threatening a child’s health. 

 
The report must be made to the county welfare department by phone immediately (1-800-331-1585) and a 
written report (Suspected Child Abuse Form), which is available in your school’s office, must be submitted 
within 36 hours and then mailed to: 

Child Welfare Services 
 PO BOX 671 

Visalia, CA 93279 
 
The Suspected Child Abuse Form can be obtained from the Principal’s Secretary. Liability for failure to report 
by a Mandated Reporter is a misdemeanor punishable by up to 6 months in jail and/or a $1000 fine. 
Educators risk losing their credential for failing to report as well as the possibility of being found civilly liable 
for damages if the child is further victimized. The teacher should contact the principal for assistance with 
reporting or when in doubt. However, the rule is: When in doubt, report! Reporting to the principal 
does not release the teacher from the legal duty to report! 
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Classroom Management Plan 
 
The Revised CA Teaching Standards are attached in the Appendix. Please note that Standard 2 addresses 
a teacher’s responsibility for “Creating and maintaining effective environments for student learning.”  Some 
key elements of Standard 2 of the CSTP are: 

1. Promoting social development and responsibility within a caring community where each 
student is treated fairly and respectfully; 

a. Model and promote fairness, equity, and respect 
b. Help all student accept and respect diversity 
c. Engage students in shared problem-solving and conflict resolution 
d. Provide learning opportunities that encourage student-to-student communication with 

empathy and understanding 
e. Develop students’ leadership skills and provide opportunities to apply them 
f. Create a classroom culture where students feel a sense of responsibility to and for one 

another 
g. Help students to appreciate their own identities and to view themselves as valued 

contributors to society 
h. Develop activities that support positive interactions among students 
 

2. Creating physical or virtual learning environments that promote student learning, reflect 
diversity, and encourage constructive and productive interactions among students; 

a. Arrange and adapt classroom seating to accommodate individual and group 
learning needs 

b. Establish a stimulating, curriculum-rich learning environment that supports 
content learning and academic vocabulary development 

c. Ensure that students develop an appreciation of diversity 
d. Provide students access to resources, technologies, and comfortable workspaces 
e. Create an environment that promotes optimal learning for each student 
f. Construct an equitable learning environment for all students 

 
3. Establishing and maintaining learning environments that are physically, intellectually, and 

emotionally safe 
a. Arrange the learning environment to facilitate positive and productive 

classroom interactions 
b. Encourage, support, and recognize the achievements and contributions of all students 
c. Encourage students to take risks and to express thoughtful and respectful opinions 

related to the topic or subject of discussion 
d. Foster the development of each student’s self-esteem 
e. Create a safe, accessible learning environment for all students 
f. Discourage any type of horseplay among students and never engage in horseplay with 

student(s). 
 

4. Creating a rigorous learning environment with high expectations and appropriate support 
for all students 

a. Establish a productive, achievement-oriented climate 
b. Set high expectations for all  students 
c. Motivate all students to initiate their own learning and strive for challenging learning 

goals 
d. Provide all students opportunities to examine and evaluate their own work and to learn 

from the work of their peers 
e. Ensure access to challenging and diverse academic content for all  students 
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5. Developing, communicating, and maintaining high standards for individual and group behavior 
a. Facilitate student participation in classroom decision-making 
b. Foster and support appropriate student  behavior 
c. Collaborate with students, families, and communities to establish, maintain, and 

communicate standards for student behavior 
d. Understand the underlying causes of student behavior, including developmental and 

individual needs, and utilize that knowledge in support of positive classroom conduct 
e. Work proactively to prevent and respond quickly to minimize behavioral issues 
f. Understand and respond to inappropriate behaviors in an efficient, fair, and equitable 

way 
g. Help all students learn to take responsibility for their own behavior and actions 

 
6. Employing classroom routines, procedures, norms, and supports for positive behavior to 

ensure a climate in which all students can learn 
a. Involve all students in the development of classroom procedures  and routines 
b. Help students transition smoothly and efficiently from one instructional activity to the 

next 
c. Apply knowledge of students’ physical, social, cognitive, and emotional development to 

ensure that adequate time and support are provided for students to complete learning 
activities 

d. Develop daily schedules, timelines, classroom routines, and norms that 
maximize learning 

e. Connect district, site, and classroom procedures to promote a climate of fairness and 
respect for all students 

f. Adapt routines, procedures, and norms to ensure the success of students with special 
needs 
 

7. Using instructional time to optimize learning 
a. Organize instruction to optimize learning time 
b. Pace instruction to accomplish learning goals 
c. Re-direct students’ off-task behavior to make the most of instructional time 
d. Adjust instructional time so that all students remain engaged and challenged 
e. Structure time for both independent and collaborative learning opportunities 
f. Balance instructional, preparation, administrative, and managerial time 

 
Research has shown that the majority of behavioral issues in the classroom are the result of a lack of effective 
classroom routines, rules, and procedures. Teachers who have well thought out procedures, routines, and 
rules not only have better behaved students, but also have higher achieving students. As such, all teachers 
are expected to: 

• Have clearly defined rules, routines, and procedures clearly visible in their classrooms. 
• Schedule adequate time over the first few weeks of each semester to teach and re-teach these 

procedures to students. 
• Provide the Principal with a copy of their classroom management plan, to include 

classroom rules, procedures, and routines. 
• Make sure that students and parents have a copy of the classroom management plan; 

teachers must have evidence that the students and parents have received the plan. 
 
Teachers are expected to handle routine classroom management problems and strive to eliminate conflicts 
that escalate and end up resulting in much more serious behavior issues than necessary. 
 
For example, a student who reports to class without a pencil is asked where his pencil is. He responds that 
he doesn’t have one and the teacher begins reminding him of the rule/procedure requiring him to have one. 
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He begins to argue with the teacher and eventually gets disrespectful resulting in an office referral for 
disrespect. When the student is asked why he is in the office, he says, “I forgot my pencil.” 
 
Had the teacher had a procedure in place for students who do not bring a pencil, there would have been no 
disciplinary problem (i.e., “Students who do not bring a pencil will be required to get one out of the broken 
pencil can by the pencil sharpener”). Having a procedure in place will often eliminate the possibility of a 
confrontation that takes away from the lesson and typically results in increasing levels of disciplinary action. 
 
If a teacher would like more ideas about classroom management, (s)he should contact a school coach. 
Each school has a video on classroom management which the teacher can check out. 
 
Students will not be left unsupervised outside of classrooms for disciplinary action. If it is necessary 
for a student to be removed from class for a short time for minor issues, the teacher should team with a 
neighbor who will agree to take the student into his/her room until the situation has diffused. Students cannot 
be outside of classrooms without a pass for any reason. Parents should be contacted if student behavior in 
class is continually disruptive or defiant. The first time that the parent hears of this type of behavior should 
not come from the administrator, but from the teacher. 
 
Teachers who choose not to enlist the help of parents with regard to classroom behavior should not expect 
site administrators to do so for them. Stages of progressive discipline for students must be documented before 
the site administrator is involved. 
 
However, the administrative team recognizes the need for teachers to refer students occasionally to the 
office for crisis discipline issues even though many problems can be prevented through proactive classroom 
management. When referring students to the office, teachers must provide the office with enough information 
to effectively deal with the situation. Each school has a Discipline Referral Form or Assertive Discipline 
Form which must accompany the student to the office or (s)he will be returned to class. 
 
Student Attendance Reporting 
 
Teachers have a legal responsibility to maintain accurate, current daily attendance records. It is extremely 
important that teachers discharge the responsibility efficiently since this report serves as a basis for 
computing daily attendance figures. It is imperative that teachers enter attendance into the computer system 
accurately and on time. Teachers are also responsible for the safekeeping of these records. Elementary 
school teachers record classroom attendance in Aeries within 20 minutes from the start of day. Secondary 
and Community Day School teachers record classroom attendance within 20 minutes from the start of each 
class period. The Weekly Verification Form is printed and distributed to all school site teachers on Friday 
afternoon or Monday morning, after verifying that all teachers have posted attendance. Teachers are required 
to review, make any modifications necessary, sign (in ink), date the Verification Form and return it to the 
office by Tuesday afternoon before leaving for the day. 
 
Procedures for Attendance 
It is critical that attendance procedures be adhered to and that attendance be submitted to the Attendance 
Clerk/Secretary when it is due. Recorded phone calls are made to parents of absent students at 10:30 a.m. 
and 4:00 p.m. from the system administrator. Attendance is reviewed daily by Site Administration and District 
Administration. Teachers are expected to do the following to ensure accurate school wide attendance: 

1. Teachers need to review the Class Absence Listing provided in the attendance office to review all 
absences from the previous day. 

2. Teachers need to ensure they are able to access Aeries. If a teacher cannot access 
Aeries, please see attendance clerk for printed attendance sheet. 

3. Attendance MUST be submitted the first 10 minutes of every class period. 
4. If a student reports to a class who is not on the attendance roster, please send them to the 

attendance clerk. 
5. Students who were absent from class must bring a note from home or the doctor to clear 

absence with the Attendance Clerk in the office. 
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6. All student absence errors or corrections must be submitted within three days of the original 
absence date. 

7. Weekly Verification Forms must be signed in blue or black ink and turned in to attendance 
clerk on Friday. 

 
Tardy Procedures 
Students who are late arriving to school or class must be reported as tardy. Excessive tardiness to school 
will result in notification to the parent/guardian, referral to Saturday School, referral to the School Attendance 
Counselor or administrator, and possible referral to the Student Attendance Review Board (SARB). 
 
Teachers should not detain students and make them miss all or a portion of another class. If a teacher 
absolutely must detain a student, the teacher must write the student a note for the next class, explaining 
fully why that student was detained. This is to be done only in the case of an extreme emergency. The 
following tips will ensure that teachers are correctly submitting attendance: 

1. Teachers make sure students are either PRESENT or ABSENT before submitting attendance 
reports. 

2. If a teacher marks a student absent who is actually present, the teacher must go back and make the 
change on the same day. ALSO if secondary students walk in late after 2nd period the teacher 
must mark them tardy. Students coming in late in the morning should have a tardy slip from the office 
for the teacher. 

3. Weekly Attendance Reports are due in the office at the end of the day on Friday. If the teacher is 
absent on Friday, the report is due on Monday. It is the teacher’s responsibility to print and submit 
the report to the office even when said teacher is absent. 

4. When signing and dating the Weekly Attendance Report, teachers must make sure to sign and date 
ALL pages with the correct date. Teachers must make certain that his/her signature is legible. 
Attendance records must be kept forever and it is sometimes difficult to determine who signed the 
report when a teacher uses a scrawled or scribbled signature. 

5. If the teacher cannot print from his/her room, there are options on campus. 
6. If a teacher needs help, (s)he should call the  office. 
7. The District participates in Tulare County Health and Human Services’ Emergency Preparedness 

and Pandemic Alert program. If a teacher knows of a student who has the flu or flu-like symptoms or 
if the teacher has the flu or flu-like symptoms, the teacher is to notify the office. 

 
Excusing Students from Class & Hall Passes 
 
EXERCISE GOOD JUDGMENT AND REASONABLE CAUTION when temporarily excusing a student from 
the classroom. When a teacher excuses a student from the classroom for any reason, including using the 
restroom, the teacher is still responsible for that student even when the student is not in his/her presence. 

• Ensure the student has a hall pass which indicates where the student is  going. 
• Students going to the restroom must have the class restroom pass in their possession and only 

one student per class will be allowed to go to the restroom at any given time. 
• No more than one student at a time should be out of the room at any given time unless 

requested by the office. 
 
It is against school policy for teachers to leave students unattended if the teacher needs to take an emergency 
trip to the restroom. If an emergency should arise, notify a neighboring teacher and/or an administrator so 
that someone can supervise students. Students must not be left alone at any time or for any reason. 
 
Student Dress Code 
 
Each teacher should read and become familiar with the student dress code in the Parent and Student 
Handbook and is expected to enforce the policy. As always, if there is any question, the teacher should 
refer it to an administrator. 
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Suspicion of Drugs/Alcohol 
 
The teacher must immediately notify an administrator when (s)he suspects a student is in possession of or 
is under the influence of drugs or alcohol. Some medications cause similar symptoms to those that drugs 
cause, but it is better to report irregularities in behavior to an administrator or a counselor. 
 
Confidentiality 
 
Teachers must use good judgment when discussing school business, student behavior or student 
achievement. No school employee shall reveal personal information concerning any student at any time. 
Teachers must treat all school documents (admit slips, roll books, discipline referrals, attendance and 
absentee sheets, report cards, progress reports, court orders, etc.) as confidential. At no time should these 
documents be accessible to students or unauthorized personnel. Teachers must secure all school related 
documents in a locking drawer or cabinet when the documents are not in use. Teachers must lock their 
computers when they are not in the classroom to prohibit students or other unauthorized personnel from 
accessing files. Teachers may be held liable civilly for the unauthorized disclosure of confidential information 
when it is in their possession. Remember: No student data may be posted with the student’s name or any 
clearly identifiable label attached! 
 
Community Services Program Referrals 
 
There are several organizations available to support students and their families. Teachers are often the first 
people to recognize a need or learn of a family situation that is prohibiting a student from performing up to his/her potential. 
The Family Education Center has many programs that are available to our students and their families. These services range 
from drug and alcohol counseling, support services for homeless students, adult education classes, pregnant and parenting 
teens' programs, family counseling, anger management, family legal services, and school readiness programs. 
 
 
 

IMPORTANT POLICIES AND NOTICES 
 

Harassment 
It is the desire of the Administration to provide district employees with a working environment that is free 
from harassment. In order to achieve this, it is the policy of the COJUSD Board of Education to prohibit and 
forbid sexual, racial, religious, and other illegal harassment of all employees and students at all times and 
during all occasions while at school, in the workplace or at any school event or activity. The District shall not 
tolerate retaliatory action or behavior against a district employee or other person who complains, testifies, 
or otherwise participates in the complaint process pursuant to Board policy and administrative regulations. 
 
Any act of harassment of students or employees shall result in prompt and appropriate action, including 
inappropriate contact with students. The following are the procedures with a complaint: 

• The Principal is primarily responsible for the reporting and investigation of all complaints occurring 
at the school. Assistant Principals, Learning Directors, and other resource personnel such as Social 
Workers, Counselors, Psychologists may be involved as deemed appropriate to assist in the handling 
of any specific complaint or investigation. 

• Any District employee who feels that (s)he has been harassed or who has knowledge of any instance 
of harassment by another employee or a student, shall immediately contact his/her immediate 
supervisor. The employee may bypass his/her supervisor in registering a complaint where the 
supervisor is the alleged perpetrator of harassment. 

• In any situation in which an employee is accused or suspected of harassing a student or another 
employee, the principal shall report the incident to the appropriate District 
Administrator. The Superintendent’s designee shall investigate, together with the Principal, the 
complaint(s). In any situation in which a student is accused or suspected of harassing another 
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student or an employee, the principal shall be primarily responsible for the investigation and shall 
report to the appropriate Superintendent’s designee as outlined below. 

• In many cases, the Superintendent’s designee will place a teacher on Administrative Leave with 
pay during the investigation. 

• In each case, the investigation will include as detailed an interview with the complainant or suspected 
victim as is possible under all the circumstances; as detailed an interview of the alleged harasser as 
is possible under all the circumstances; interviews of sufficient witnesses to satisfy the investigator 
that the facts have been fully explored and to determine factually what happened; a determination as 
to whether inappropriate harassment occurred and the appropriate steps, if any, to punish the 
harasser and protect the victim from continued harassment; and the preparation of an appropriate 
report in the appropriate format to deal with the issue. 

• The investigation will begin as quickly as possible to determine what happened and what steps 
should be taken. 

• In cases to be investigated solely by the Principal, written documentation shall be provided to the 
Superintendent’s designee setting forth the Principal’s determination as to what happened, any 
discipline to be imposed, or any other corrective action to be taken for the protection of the victim. 
This documentation may be in the form of student discipline form or may be more involved, as 
appropriate under the particular circumstances of the complaint and investigation. 

• All appropriate parties, including the victim and the alleged harasser, shall be notified of the results 
of the investigation and of the action taken. This may either be done verbally or in writing, depending 
upon the circumstances and the appropriateness of sharing with the different parties particular actions 
which may have been taken. 
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FIELD TRIPS/ FUNDRAISING 
 

Field Trip/Extracurricular Activity Policy 
 
The Governing Board sets forth the District Policy on field trips and school-sponsored trips in BP 6153(a). The 
intent of the school policy is to guide staff in the planning, organizing, and execution of field trips for students. 
All procedures come directly from Board Policies, Administrative Regulations, the Education Code, and the 
Associated Student Body (ASB) Accounting Manual. All field trips must be approved by the administration and 
teachers should NOT mention or plan these activities with students without first obtaining permission/approval. 
 
Determining Factors 
In planning school-sponsored trips, teachers need to: 

• determine specific educational objectives which relate directly to state and district adopted content 
standards. 

• ensure that all trips provide educational value, relate to grade-level curriculum, and have relevancy 
to the school-wide action plan. 

• decide if the proposed trip is the best way to provide enrichment if the trip is for enrichment 
purposes. 
 

The site principal will decide if the trip is appropriate during instructional time and if funds are available.  

Procedures for Field Trips 
Any activity that requires students to leave the campus is considered a field trip. Any student who 
does not have parent permission to attend must be provided an alternative educational experience. There are 
to be no field trips during the last two weeks of school. 
 
In order to take students on a field trip, teachers must do each of the following: 

1. Complete an “Activity Request” form and turn it in to principal for approval. 
2. Complete a “Transportation Request Form” once the trip is approved. 
3. Ensure that each student has a signed “Parent Permission Form.” Permission by telephone the day 

of the trip does not take the place of a signed permission slip. 
4. Request any funding/checks needed for trip from the school secretary. 
5. Solicit parents for chaperones. Verify that they have been finger-printed and cleared by the district office 

(see secretary for current list of parents cleared by the Dept. of Justice). It is impossible for a volunteer 
to get the required clearance within one or two days. 

6. PLAN AHEAD! Remember, our board policy requires a teacher/chaperone ratio to students of 1:10. 
7. Remember: A certificated person MUST accompany every field trip in order for the school to collect 

attendance credit for the students. 
8. Remember: All non-certificated personnel, including volunteers, must receive a district-level clearance 

under AB1025. 
9. Complete a “Field Trip Checklist.” This must be kept with the teacher requesting the field trip 
10. Submit copies of all permission slips stapled to a copy of the checklist to the office prior to 

leaving campus. 
11. Overnight trips follow the same procedures AND must be approved by the Board of Education 

after they have been approved by the principal. A six-week time span is necessary to ensure this 
requirement is met. 

 
Procedures for On-Site Activities 
All on-site activities such as students vs. staff athletic events etc., must also be approved by site 
administration and put on the master calendar. Teachers organizing these events must: 

1. Complete an “Activity Request” form and turn it in to the principal for approval. 
2. Provide a detailed list of staff members who will participate and who will supervise 
 students. Timeline for On-Site Activities 
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The timeline for organizing and planning events is the key for ensuring student safety and maximizing the 
benefits to students. It is recommended that requests for activities be submitted well in advance of the date of 
the event. The “Activity Request” form must be submitted to the principal for approval no less than 30 
days prior to the proposed date of the event. Once the event/activity has been approved, the Principal or 
Activities Director will enter the event on the master calendar pending completion and submission of the activity 
checklist. The checklist will be completed by the teacher organizing the event and turned into the 
Principal or Activities Director no less than 48 hours prior to the event. 
 
Safety and Accountability of Students 
 
The overriding focus of any student activity or field trip is student and staff safety. Every precaution will be 
taken by school staff to ensure that each child is accounted for and adequately supervised at all times. A 
minimum of one certificated staff member will be present on all buses transporting students to and from field 
trips/events.  The teacher will: 

• Have a cell phone in his/her possession at all times. If a situation arises, the school or principal should 
be contacted immediately. If a parent is transporting the child home from a field trip, the parent must 
first sign the child out with the teacher. A quick note on the back of the permission slip will suffice. 

• Be responsible for having in his/her possession permission slips that have student emergency contact 
information. Students with special needs will likely be accompanied by aides who have been trained to 
meet the needs of these students. These aides are not chaperones for the other students. Their only 
responsibility is to the student(s) to whom they are assigned and there must still be a teacher on board the 
bus in addition to these aides. 

• Take attendance, putting a check by each student’s name prior to the bus departing school and 
then again when loading up to return to the school. 

• Use whatever resources are available to conduct a search for a missing student(s). In these cases, the 
bus driver can supervise the students on the bus as the teacher conducts a search. Under no 
circumstances should the bus ever leave without every student accounted for and under adult 
supervision. 

• Be responsible for the conduct of students on the bus. 

• If the bus is running late, make an attempt to contact as many parents as possible to notify them of 
the time they should expect their child to return. The school office should also be notified. If the office 
is closed, the teacher should contact the principal by cellphone. 

 
To be eligible to participate in extracurricular activities, students in grades K – 5 must not have any full 5-day 
suspension during the previous semester. If the student has multiple suspensions that are less than a full 5-day 
suspension, then the principal may set a period of ineligibility not less than two weeks or more than one semester. 
Students in grades 6 – 12 are ineligible for extracurricular activities for 45 school days if they have a full five-day 
suspension or if they do not meet the following requirements: 

• Have satisfactory citizenship, including behavior and attendance 
• Have a minimum grade point average of 2.0 on a 4.0 scale. 

 

Funding and Cash Accounting Procedures for Field Trips and Activities 
 

It is essential that all funds collected and expended for the purposes of these events be handled in accordance 
with District Policy and the ASB Accounting Manual. All funds collected must be accounted for and turned in to the 
school secretary for deposit into the ASB account for the school. All expenditures will in turn be handled by 
requesting a student body check from the secretary. It is the responsibility of the requesting teacher to furnish 
the secretary with the original receipt or invoice. It is recommended that teachers organizing these events refer 
to the ASB manual and local cash handling policy when dealing with cash. Please note: No student may be 
charged fees for any trip If parents are asked to contribute a donation, it is still the responsibility of the teacher 
to ensure that all students can attend the event. In other words, there must be enough funds raised so that all 
students are covered, even if all students do not plan to go. If there are not enough funds to cover all students, 
there will be no field trip even if it has received prior approval! 
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OHS Cash Accounting Procedures: 
Before conducting any fundraising activity for the upcoming school year, the following must be adhered to 
ensuring that each activity is cost-effective, approved, and accounted for at Orosi High School. 

• Request, complete and submit a “Revenue Potential/Fundraising Form”  to Orosi High 
School’s ASB Bookkeeper. 

• The site ASB bookkeeper must initial the Revenue Potential/Fund Raising form indicating the activity 
is cost-effective. 

• All teachers that will be fundraising must insure that Orosi High School’s Activities Director and IOC 
has scheduled the fundraising activity with the date, times, and club advisor. 

• A representative from all clubs MUST attend the Student Council Meeting to have an activity request 
approved by Student Council. 

• If a purchase order is required for fundraising activity, a “Purchase Order Form” 
must be requested, completed, and submitted to ASB Bookkeeper for check request. 

• All purchase order requests must be received by ASB bookkeeper five (5) days prior to the event. 
• Club advisor or designee is responsible for ordering and/purchasing items used for fundraising activity. 
• All monies collected during Fund Raising activity will be accounted for on “Activity Collection Report 

“. This form along with the revenue will be turned in to ASB bookkeeper no later than 24 hours of event. 
 
Club Sponsorship/Sports Teams Fundraising/Student Groups’ Fundraising 
 
Club sponsorship will be arranged on a voluntary basis and will be assigned early in the year. All fundraising 
finances must be handled through the School Secretary or the ASB Bookkeeper at OHS. No student may be 
involved in any fundraising effort unless these guidelines are followed: 

• Fundraising activities must be pre-approved by the Principal. This includes all sports teams’ and 
cheerleading teams’ fundraisers. 

• Fundraising activities may be conducted only during lunch or after school hours. 
• Fundraisers are school-related events and school rules/policies apply. Teachers are required to monitor 

the behavior of students during such events. 
• No fundraising activities are to be conducted without a sponsor present. 
• Sale of tickets to concerts, plays, sporting events, or other presentations for which admission is 

charged, must be conducted before and after school hours and/or during lunch. 
• Clubs, which have sales or service projects, must provide an accounting of total sales to the School 

Secretary or ASB Bookkeeper prior to payment for goods. 
• Club dues are set by sponsors, the club, and the Principal. Each student shall receive a receipt. 
• School spirit items may be sold on a non-profit basis. 
• Sales of food items must follow strict State and Federal guidelines. Be sure to get prior approval before 

making any commitments.  The Director of Food Services can provide assistance. 
• All expenditures must receive prior approval from the principal. 
• Reimbursement may be made to teachers (sponsors) for “out of pocket” expenses in transacting club 

business (original receipt required). 
• Any club sponsor who collects money should submit the monies to the secretary or ASB 

Bookkeeper daily. Teachers must not take money home or keep it in a car or classroom. 
• No advertisement of a fundraising event may be circulated without the prior approval of the site 

principal. 
• No sports teams may solicit funds from community members/businesses without the fundraising activity 

being approved by the Athletic Director and proper procedures being followed. 
• No teacher may “promise” the students a particular trip unless the teacher is sure that enough money will 

be raised to cover the cost of all students in that group/class. If there is not enough money to cover all 
students (even if some students don’t want to attend or if some students may be ineligible), the “promised” 
trip will not happen. 
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• Parents may be asked for a “donation,” but no student may be denied participation if his/her parent 
does not provide a donation. There must be enough money raised to cover the participation of all 
students. 

• Any overnight trip must receive Board approval and must be submitted to the site principal for 
approval at least six weeks in advance of the trip. 

• Trips arranged by outside agencies are not school-sponsored and are not under the jurisdiction of the school 
administration. All arrangements for such trips must be made between the outside agency and the parent. 
Any advertisement for such trips must indicate that it is not a school- sponsored activity. 

 
No teacher may transport any student in his/her private vehicle. If a teacher is driving students, (s)he must do 
so in a school vehicle and (s)he must have a DMV report on file with the district. 
 

Booster Clubs and Parent Organizations 

Parent organizations/booster clubs are legally separate from the COJUSD. Parent organization/booster clubs 
are not under the legal control of the COJUSD Superintendent, Governing Board or site administrators. 

• Parent organizations/booster club funds are not controlled by District officials or students. 

• Parent organizations/booster clubs must never comingle their funds with ASB funds. (Do not deposit their 
funds into District accounts.) 

• Parent organizations/booster clubs must not administer or supervise ASB organizations. 

• Booster clubs may raise funds and donate those funds to the district or purchase items with their funds for 
donation or assistance to the District. Once funds are donated to the School/District the funds belong to 
the site and may not be returned to the boosters or parent organizations (or pay their bills). 

 

Emergency Training and Drills: 

 
All staff members are expected to follow safety procedures during any type of emergency situations. 
Emergency drills are very important and staff members should ensure that students, as well as they 
themselves, take the drills seriously. 

• Employees must attend the Crisis Response Initial Actions safety training conducted yearly. If you are 
absent, you should notify your supervisor so that you attend the make- up emergency training session 
offered by the District. 

• Employees must pay close attention the required on-line safety training as important information is 
addressed. 

• Employees must train students on the safety procedures for the Crisis Response Initial Actions. 
• Employees must read and become familiar with the emergency procedures posted in each classroom 

and familiarize themselves with exit routes for fire and evacuation drills. 
• Employees must practice all drills to its fullest as if it were a real emergency. 

Classified staff may be assigned to assist teachers or perform other duties as may be needed during 
the emergency. In a real emergency, school staff become authorized emergency workers and may not 
be released from work if needed during the emergency situation. The following are specific instructions 
for potential emergency situations: 
 
Duck and Cover: 
 

To be used as the initial reaction to any sudden event such as gunfire, earthquake, explosion, etc. This 
action may by followed by “Lock-Down”, “Shelter-In-Place” or “Evacuate Building” actions. 

• If inside, duck under furniture and cover head with arms and hands. 
• Move quickly away from windows, bookshelves or anything that might fall. 
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• Remind students not to lie down, they should crouch and remain mobile, if possible under a desk or 
table. 

• If outside, drop to the ground, place head between knees, and cover head with arms and hands. 
• Move to a sheltered placed when possible, but avoid areas where falling objects may harm you. 

 
Evacuate Building: 
To be used in case of fire, gas leak inside the building or chemical release inside the building. In case 
of a fire, the fire alarm will sound. When the fire alarm sounds all teaching/office activity should stop. 

• All personnel should leave the building and remain outside until the drill has ended or the emergency has 
passed. 

• Students should follow designated exit instructions, keep in single file, walk, refrain from talking, and 
proceed to a distance of approximately 100 feet from the nearest building or to their designated area. 

• The teacher should be the last out of the room, take their emergency folder that has their class roster, 
keys, close and lock the door, and remain with his /her group. 

• The teacher will take attendance once the group has reached its proper distance from the building 
• The regular class bell is the signal to return to class. 

 
Shelter-In-Place: 
To be used in case of an unknown potential dangerous situation near the school (while be investigated  
by administration and law enforcement). Instruction continues but doors are locked and no one is to 
exit the classroom. This action may by followed by a “Lock-Down.” In addition, Shelter-In-Place may 
also be used in case of chemical spill outside, a natural disaster, explosions, or an exterior gas leak. 

• If inside, remain inside until further instructions are given. 
• If outside, proceed to nearest building and await further instructions to be given. 
• If needed, shut down air or heating system. Close doors and windows to protect from outside 

air. 

Lockdown: 
To be used in case of an armed intruder/active shooter, dangerous incident near campus or a 
suspicious person or activity on campus. 

• If outside, proceed to nearest building. 
• If inside, lock doors and close shades or blinds if possible. Then lie on the floor or seek cover (ballistic 

capability) behind brick or concrete walls, rows of filled file cabinets, rows of full book shelves and remain 
quiet. 

• Remain in secured room pending further instruction from school official or Sheriff’s Department. 

Armed Intruder/Active Shooter: 
An Armed Intruder is any suspect who has anything that may be used as a weapon (gun, knife, crowbar, 
etc.) and is causing death or serious bodily injury. The activity is not contained and there is an 
immediate risk of further death and serious injury to others. 
Even though the school may be in “Lockdown”, you may have to face the active shooter (or other armed 
intruder) as he/she moves about the campus. When this happens, and you are being directly threatened 
you, and those immediately around you, must take immediate action to avoid being injured or killed. 
Your best options RUN, HIDE or FIGHT: 
 
RUN:  

IF there is an accessible escape path, attempt to evacuate the premise: 
• Have an escape route and plan in mind. 
• Evacuate regardless of whether other agree to follow. 
• Leave our belonging behind. 
• Help others escape, if possible. 
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• Prevent individuals from entering the area. 
• Follow the instructions of any police officers. 
• Keep your hands visible at all times. 
• Do not attempt to move wounded people. 
• Call 9-1-1 when you are safe. 

 
HIDE:  

If evacuation is not possible: 
• Quickly find a place to hide. 
• Be out of the armed intruder’s view. 
• Try to barricade by using filing cabinets or heavy furniture to block door opening. 
• Load furniture with books/heavy items to increase ballistic capabilities. 
• Wedge door stop or other item under inward opening door for added security. 
• Provide protection if shots are fired in your direction (i.e: an office with a closed and locked  door). 
• Do not trap yourself or restrict your option for movement. 
• If outside, behind vehicles-the motor end or rocks/mounds. 

If the armed intruder is in a nearby room or hallway: 
• Lock the door. 
• If possible, quickly blockade the door with furniture. 
• Silence your cell phone and/or pager. 
• Silence other sources of noise (i.e., radios, televisions). 
• Hide behind large items (i.e. cabinets, desks). 
• Remain quiet. 

 
FIGHT:  

As a last resort, and only when your life is in imminent danger, attempt to disrupt and/or 
incapacitate the active shooter: 

• Use improvised  weapons  (scissors,  letter  opener, fire  extinguisher,  belt,  mop,  or belt buckle. 
• Aggressively attack the attacker. 
• Throw items or strike the attacker with improvised weapons. 
• Yell, Kick, Punch. 
• If trapped in a group, work together to neutralize the attacker. 
• Be committed…it may save your life or others! 

There are drills scheduled for all the various Crisis Response Initial Actions and Armed Intruder 
throughout the year. An emergency bin is located in each room and is to be opened and used for any 
emergency that requires a long-term stay in the room. 
 
For emergencies, teachers, the school secretary, custodian, food service worker, transportation 
personnel, and/or maintenance person must be able to perform specified tasks as outlined in the School 
Safety Plan. The principal at each site will review these tasks with the identified person who is 
responsible. 
 

MISCELLANEOUS TIPS 
 

Communication 
 

Routine daily reminders and announcements will be sent to all staff via district e-mail. Teachers should 
check their email on a regular basis. 
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Caution about email: Teachers should avoid sending religious-oriented emails because district owned  
computers are not your personal computers and there is policy regarding separation of church and state. 
Content with religious overtones needs to be sent from personal computers at home via a personal email 
account. 
 
Correspondence which contains errors, is poorly worded, or is illegibly written, creates an inappropriate school 
image. Correspondence sent school-wide or to parents must have the Principal’s approval prior to sending out, 
except for report cards and progress reports. Teachers and sponsors of clubs/organizations must provide the 
office with a copy of all correspondence that they send home to parents or out to businesses and/or community 
partners. Clubs or organizations may use the marquee space, where available, to publicize upcoming events as 
long as the message has been submitted to the School Secretary in a timely manner. 
 
Mail 
Mail pertaining to school activities may be placed in school envelopes and placed in the "Outgoing Mail" box in 
the main office (see the secretary for envelopes). Postage will be paid by the school for official school 
business. Employees are not to send personal mail in school envelopes or put in the outgoing mailbox unless 
the mail is in a pre-stamped/personal envelope. Staff mailboxes are located in the staff room. Students are not 
allowed to check mailboxes for staff under any circumstances. 
 
Parking 
The parking lot is to be utilized by staff and visitors for parking. Personal vehicles are not to be driven on 
campus at times when students are present. All vehicles should be locked and all personal property and 
valuables safely locked in the trunk or out of sight. 
 
Telephones and Cellular Phones 
 
School telephones are for official school business only. If a teacher must make a school-related long distance 
call, make it from an Administrative Office and log the call. Teachers are not to allow students to leave during class 
time to make or receive telephone calls. Teachers should not use cell phones for personal business or send 
personal text messages during class time or while supervising students. 
 
Tobacco 
 
Cutler-Orosi Joint Unified School District strives to maintain schools that are safe and supportive 
environments for all students and staff members. All staff are expected to collaborate on maintaining 
an environment in which everyone feels comfortable and respected. The Board of Education believes that the 
maintenance of drug, alcohol, and tobacco-free workplaces is essential to school and district operations. All 
employees and visitors are prohibited from using tobacco products in District vehicles or while on District 
property. All employees are prohibited from using tobacco products while supervising students for any school-
sponsored activities or on campus. 
 
Food and Beverages 
 

Our schools have cafeterias that offer a variety of meals. Teachers and students are encouraged to eat in the 
cafeteria. Health regulations mandate that only Food Service personnel can go behind the lunch counters during 
lunch periods. Teachers may eat in the cafeteria, staff room, or in their classrooms. If a teacher wishes to eat 
lunch in their room with students, they are required to make sure students clean up after themselves. No food 
shall be left in the rooms or staff refrigerator over the weekend, extended breaks such as Christmas Break, 
Spring Break, or Summer Vacation. 
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Visitors/Guest Speakers 
 
Visitors who come to see a particular teacher must have a Visitor’s Pass from the office. No student is allowed 
to bring visitors to school or to invite visitors on campus during the school day. All staff members inviting a guest 
speaker must: 

• Have the guest speaker complete a “Guest Speaker Request Form” at least one week prior to 
the presentation 

• Obtain approval by the administration before the guest speaker is scheduled 
• Remind the principal prior to the day the speaker will be on campus and give a brief 

description of the content of the speaker’s purpose on campus. 
• Teachers must remain with the guest speaker and/or visitors at all times. (AB1025) 

 
Reporting Accidents 
 
A safe working environment is our number one priority. Should an accident or injury occur we want to ensure 
that our employees receive prompt, effective medical treatment. 
 
What should I do if I am injured on the job? 

• Immediately notify your supervisor and report the injury. (Report the injury even if you are not seeking 
treatment at this time.). 

• The supervisor and injured worker are advised to immediately call our injury hotline – Company Nurse 
at 1-877-518-6702. When prompted, you will indicate your employer as Cutler-Orosi or provide the 
search code: TUJ01. Note: Contact information is list on the back of your ID badge. 

• If medical treatment is needed, you will be directed to the District’s Medical Provider by Company Nurse 
with authorization for  treatment. 

• Visit the District Office and request to meet with a Workers Compensation  (WC) Representative 
• Fill out the employee section of the Worker’s Compensation Form (DWC-1) that will be provided by your 

WC representative. 
• If medical care is needed and your supervisor is not available, you may also report the injury to the District 

Office: Belen Lua – (559) 528-4763 
 

COMPONENTS OF WORKERS COMPENSATION 
• Docked Sick Leave: Once you have exhausted the 60 days of Industrial Leave, your sick time is 

docked by 1/3rd and 2/3rd of your pay falls under Workers Compensation if you are out on TTD. 
• 5 Month (100 days) Differential Leave: Once you have exhausted your sick leave you will begin your 

entitled 5 Months (100 Days) of differential pay. Differential pay is calculated as your daily rate minus 
the cost of a sub. 

• 39 Month Re-Hire List: Once all leave has been exhausted you will be placed on a re-hire list for up 
to 39 months. 

“Reporting promptly helps prevent problems and delays in receiving benefits, including medical care you may 
need. If your employer does not learn about your injury within 30 days and this prevents your employer from 
fully investigating the injury and how you were injured, you could lose your right to receive workers’ 
compensation benefits.” (California Department for Industrial Relations). 

For more information, go to the CDIR website at: http://www.dir.ca.gov/dwc/WCFaqIW.html#1. 
 
Board Policy 4157.1 states: “An employee shall report any work-related injury or illness to his/her supervisor as 
soon as practical. Upon learning of an injury, a supervisor shall promptly report the incident to the 
Superintendent or designee.” Failure to follow Board Policy in reporting injuries could result in disciplinary action 
being taken. 
 
 

http://www.dir.ca.gov/dwc/WCFaqIW.html#1
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Student Injury: 
All accidents will be reported immediately to the Secretary. Accident report forms are located in the office. A 
Teacher should fill out the “Student Accident Report” form immediately after the accident. The secretary will 
submit all accident reports to the principal who will determine what, if any, further action is necessary.  
Remember that the District carries student accident insurance on all of its’ students.  Parents of seriously injured 
students should be given a form available in the school office. 
 
Emergency Drills 
 
All staff members are expected to follow safety procedures during any type of emergency situations. Emergency 
drills are very important, and teachers should ensure that their students, as well as they themselves, take the 
drills seriously. 

• Every teacher must have a copy of the District Emergency Procedures posted in the classroom. 
• Every teacher must have the evacuation map posted in the classroom. 
• Teachers must read and become familiar with these procedures and familiarize themselves 

with exit routes for fire and evacuation drills posted in their classrooms. 
• Teachers are to explain emergency drill procedures on the first day of school and repeat at least 

monthly. 
• During the first week of school, adequate time should be taken in each class to review rules, 

escape routes, and special procedures. 
 
The following are specific instructions for potential emergency situations: 
 
Fire Drill/Evacuation Procedures 
 

• In case of fire or a fire drill, the fire alarm will sound. When the fire alarm sounds all teaching and 
office activity should stop. 

• All personnel should leave the building and remain outside until the drill has ended or the emergency has 
passed. Students should follow designated exit instructions, keep in single file, walk, refrain from talking, 
and proceed to a distance of approximately 100 feet from the nearest building or to their designated area. 

• The teacher should be the last person out of the room, take a grade/roll book, keys, close and lock the 
door and remain with his/her group. 

• The teacher will take attendance once the group has reached its proper distance from the building. 
• The regular class bell is the signal to return to class. 

 
Other drills will be executed throughout the year. Teachers should follow the directions on the Emergency 
Procedures Chart on the wall in their classroom. An emergency bin is also located in each room and is to 
be opened and used for any emergency that requires a long-term stay in the room. 
 
All teachers are expected to finish the online safety training before the first Friday in September. 
 
Copiers 
 
Copiers will not be utilized for non-school related business unless first cleared with the Principal. If there is a 
problem with the copier, notify the secretary immediately. Do NOT return to your classroom without notifying 
the office. There is often a lengthy delay in response time for repairs so the sooner a problem gets reported, the 
sooner all staff can use the machine. Everyone must be accountable for keeping the copier in working order. 
Students are not allowed to operate copiers at any time in K – 8 grades. At OHS, Teacher Assistants (TAs) may 
use the copier in the library but are not allowed to operate copies in the staff work room. 
 
Some schools have designated copiers for teachers. If you have a copier code, safeguard your copy pass 
code; do not allow others to use your code. 
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For grades 7 - 12, these rules apply for copies: 
• Each teacher will be given one copy pass code for general instruction. 
• Each Core Content teacher will be given 2nd copy pass code for supplemental instruction. 
• Each copy code will be assigned a certain amount of copies; once a teacher reaches the allocated 

amount of copies and requests more copies, the teacher will need to schedule a meeting with 
principal to discuss copy request. 

• Teachers should safeguard the copy pass code provided and should do not allow others to use the 
copy code. 

 
Custodial, Maintenance or Technology Help 
 
Every school has Custodial and Grounds staff on duty during school hours. Administration will make every effort 
to maintain the general appearance of the school through the efficient use of the custodial staff.  A district wide 
maintenance team rotates among the school sites  to  do  major jobs. The district also has computer and network 
technicians to maintain district software and hardware. 
 
Teachers should do the following: 

• Initiate work order requests to the lead custodian when classrooms have not been properly cleaned.  
• Report damaged equipment or technology problems on FMX Service Ticket System (on the website) 

and to the administration. 
• Make sure the room is neat and orderly and that papers and trash are picked up off the floor and 

placed in trash cans. Desks should be neatly organized and chairs should be stacked  or placed on 
top of desks as appropriate. 

 
Keys 
 
Teachers are responsible for all keys issued to them. Keys are not to be entrusted to students for any reason 
and are not to be duplicated without permission. When keys are lost, the teacher must contact the office 
immediately. All keys must be returned to the office at the end of the year unless the teacher accepts 
responsibility for them in writing. Teachers who are in possession of master keys must take extreme caution 
with their keys. A lost master key can result in thousands of dollars of expenses for resetting all rooms accessed 
by the master key. 
 
Gates 
 
All staff members are expected to maintain responsibility for the school site. All staff members who unlock any 
gate(s) (whether to enter or exit campus) are responsible to lock the gate behind them. 
 
Staff Room Procedures 
 

The staff room is for staff members only. Many confidential conversations or important documents may be 
found in the staff room; therefore, at no time should students be allowed into the staff room unsupervised. The 
door to the staff room will remain locked at all times to prohibit unauthorized personnel from gaining access to 
staff mail, school equipment, and personal property kept in the room. Teachers are expected to clean up after 
themselves after using the staff room, especially when eating or drinking. Teachers are not to rearrange furniture 
or equipment without first checking with the Lead Custodian. Teachers must not tamper with activity calendars 
that are posted and must not post items on bulletin boards that could be offensive to others (i.e., political, 
religious, or controversial). 
 
Facilities/Equipment Use 
 
No staff member may use any school facility (other than working in his/her classroom by him/herself) after school 
hours without the permission of the district. A “Facilities Use” form must be filled out, approved by the site 
principal, and sent to the District Office for approval before any school facility may be used after school hours for 
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any single or group activity, including a class activity. In addition, no school furniture or equipment may be taken 
home for personal use. 
 
No shoes, other than tennis shoes, will be allowed on the gym floors at the middle school and high schools 
except for infrequent events when the public is invited. 
 
Use of Surveillance Cameras in School and on Buses 
The Cutler-Orosi Joint Unified School District Board recognizes its responsibility to promote and foster school 
safety and to help create a safe and effective learning environment.  After having carefully considered and 
balanced the rights of privacy with the District’s duty to promote discipline, health, welfare and safety of staff and 
students, as well as that of the general public who has occasion to use school facilities, the Board supports and 
authorizes the use of surveillance cameras in its schools, its buses and on school grounds.    
 
District surveillance cameras will be used in areas deemed appropriate by the Superintendent but will not be 
used in locations where confidential or private activities/functions are routinely carried out (e.g., bathrooms, locker 
rooms, changing rooms).  Audio and video recordings will be used in District school buses.  Audio recordings in 
other settings shall not be utilized by District officials for surveillance purposes, except that law enforcement 
officials may use audio recordings in accordance with their official duties and/or as otherwise authorized by law. 
The equipment and/or recordings may or may not be monitored at any time.  It is the responsibility of the bus 
driver to ensure that the bus camera is in operative order and is operating before leaving on a bus run. 
  
Any recordings taken in school buildings, school buses and on school property, shall be the sole property of the 
district.   All recordings will be secured to avoid tampering and ensure confidentiality in accordance with 
applicable laws and regulations.  Release of such recordings will be made only as permissible pursuant to 
applicable law. 
 
Appropriate signage will be posted at entrances to the school campus and/or at major entrances into school 
buildings notifying students, staff and the general public of the district’s use of the surveillance cameras.  Students 
and staff will receive additional notification, as appropriate, regarding the use of surveillance cameras in schools, 
school buses and on school grounds.  Such notification may include, but is not limited to, publication in the 
employee, site, and student handbook.  
 
 
Student Fights 
 
After the regular school day, if a teacher observes a fight in progress or about to begin in the community, (s)he 
should call 911. 
 
 
Classroom Decorations 
 
Paper postings and decorations can increase the risk of fire and entrapment depending on the volume and location 
of the postings and decorations; therefore, compliance with CCR Title 19 and CCR Title 24 is required. No more 
than 50 percent of the vertical surfaces of a room should be covered with paper and/or postings, unless the paper 
has been treated with a fire-retarding chemical. Consideration should be given to limiting the placement of paper 
and postings on the wall to a level no higher than the teacher can reach when standing on the floor and no lower 
than his/her knee. Other alternatives include the use of border paper only and eliminate the use of background 
paper or use fire retardant paper. If fire-retardant paper is chosen, proof should be available on site that the paper 
has been treated. 
 
Charitable Contributions 
 
Employees may contribute to various charitable organizations, including Community for Youth, which is a local 
non-profit organization whose mission is to provide recreational and scholastic opportunities to youth in Cutler-
Orosi. Employees may donate directly or through payroll deduction. 
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                Cutler–Orosi Joint Unified School District 
12623 Avenue 416 Orosi CA, 93647 

 
ACTIVITY COLLECTION REPORT 

 
 
Date  / / Account Number to be Credited    
 

Project    
 

Activity Receipts 
 

Beginning #    
 

Ending #     
 
 

Denominations   No. Of Bills or Coins Total Amount 
100.00    
50.00    
20.00    
10.00    
5.00    
1.00    
.50    
.25    
.10    
.05    
.01    

$  .  
$  .  
$  .  
$  .  
$  .  
$  .  
$  .  
$  .  
$  .  
$  .  
$  .  

 
 
 
Checks: No. of Checks =  Total Amount of Checks = $  .  
 

Subtotal of Money Turned in $  .  
Total Amount Due $  .  
Cash Over or Short $  .  
Total to be Deposited $  .  

 
 

Master Receipt #   Date  / /  
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CALIFORNIA STANDARDS FOR THE TEACHING PROFESSION (CSTP) 
 
 

 
STANDARD ONE: 
 

Engaging & Supporting  
All Students in Learning 

 

Element 1A:  Focus on Students 

Element 1B:  Knowledge of Students 

Element 1C:  Student Backgrounds and Family 
Engagement 

Element 1D:  Diversity and Equity  

  
STANDARD TWO: 
 

Creating & Maintaining Effective 
Environments for Student Learning 

 
Element 2A:  Learning Environment 
 
Element 2B:  Student Behavior 
 
Element 2C:  Organizational and Resource Management 
 
Element 2D:  Including Environment 

 
STANDARD THREE: 

 
Understanding & Organizing  

Subject Matter for Student Learning 

Element 3A: Knowledge of Subject Matter and Pedagogy 

Element 3B: Connecting Subject Matter to Real-World 
Contexts 

Element 3C: Curriculum and Resources for Specific 
Students and Student Groups 

Element 3D: Content and Skills across Subjects 

Element 3E: Curriculum Materials and Resources 

 
STANDARD FOUR: 

 
Planning Instruction & Designing  

Learning Experiences for All Students 
 
Element 4A: Planning Instruction for Student Learning 
 
Element 4B: Designing and Developing Instruction for 
Student Learning 
 
Element 4C: Facilitating Instruction for Student 
Learning 
 
Element 4D: Adapting Instruction for Student Learning 
 
 

 
STANDARD FIVE: 
 

Assessing Students for Learning 
 

Element 5A: Understanding and Using Assessments 
 
Element 5B: Interpreting and Using Assessment Data to 
Inform Student Learning 
 
Element 5C: Communication of Assessment and Data 
 
Element 5D: Assessment for Continuous Improvement 
 
 
 

 

 
STANDARD SIX: 
 

Developing as a Professional Educator 
 
Element 6A: Reflection on Practice 
 
Element 6B: Focused Professional Learning 
 
Element 6C: Collaboration with Colleagues 
 
Element 6D: Collaboration with Families, Guardians, 
and the Community 
 
Element 6E: Ethical Conduct and Professional 
Responsibilities 
 
Element 6F: Activating Access and Equity 
 
Element 6G: Personal Growth and Well-Being 
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Cutler - Orosi Joint Unified School District 
Certificated Personnel Performance Appraisal 

 
 
 

Teacher:    Date:    
Grade/ Subject:     
Department/ Site:     

 
Employment Status: Temporary  Probation 0  Probation I  Probation II  Permanent  

 
Rating Scale: DN – Did Not Meet Standards  NI – Needs Improvement MS – Meets Standards NA – Not Applicable 

STANDARD 1:  Engaging and Supporting All Students' Learning DN NI MS NA 

1.1 Uses knowledge of students to engage them in learning     

1.2 Connects learning to students prior knowledge, backgrounds, life experiences, and interests     

1.3 Connects subject matter to meaningful, real-life contexts     
1.4 Uses a variety of instructional strategies, resources, and technologies to meet students' diverse 

learning needs. 
    

1.5 Promotes critical thinking through inquiry, problem-solving, and reflection     

1.6 Monitors student learning, and adjusts instruction while teaching     

Commendations: Recommendations: 

  

STANDARD 2: Creating and Maintaining Effective Learning Environments for Student 
Learning 

 
DN 

 
NI 

 
MS 

 
NA 

1. Promotes social development and responsibility within a caring community where each student is treated fairly 
and respectfully 

    

2. Creates physical or virtual learning environments that promote student learning, reflect diversity, and encourage 
constructive and productive interactions among students 

    

3. Establishes and maintains learning environments that are physically, intellectually, and emotionally safe     

4. Creates a rigorous learning environment with high expectations     
5. Develops, communicates, and maintains high standards for individual and group behavior     
6. Employs classroom routines, procedures, norms, and supports for positive behavior to ensure a climate in 

which all students can learn 
    

7. Uses instructional time to optimize learning     

Commendations: Recommendations: 
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STANDARD 3: Understanding and Organizing Subject Matter for Student Learning DN NI MS NA 

3.1 Demonstrating knowledge of subject matter content and student development     
3.2 Applies knowledge of student development and proficiencies to ensure student understanding of subject matter     
3.3 Organize curriculum to facilitate student understanding of the subject matter     
3.4 Utilizes instructional strategies that are appropriate to the subject matter     
3.5 Uses and adapts resources, technologies, and standards-aligned instructional materials, including adopted 

materials, to make subject matter accessible to all students 
    

3.6 Addresses the needs of English Learners and students with special needs to 
provide equitable access to the content 

    

Commendations: Recommendations: 

  

 
STANDARD 4: Planning Instruction and Designing Learning Experiences for All 
Students 

DN NI MS NA 

4.1 Uses knowledge of students’ academic readiness, language proficiency, cultural background, and individual 
development to plan instruction 

    

4.2 Establishes and articulates goals for student learning     

4.3 Develops and sequences long-term and short-term instructional plans to support student learning     

4.4 Plans instruction that incorporates appropriate strategies to meet the learning needs of all students     
4.5 Adapts instructional plans and curricular materials to meet the assessed learning needs of all students     

Commendations: Recommendations: 

  

STANDARD 5: Assessing Student Learning DN NI MS NA 

1. Applies knowledge of the purposes, characteristics, and uses of different types of 
assessments 

    

2. Collects and analyses assessment data from a variety of sources to inform instruction     
3. Reviews data, both individually and with colleagues, to monitor student learning     

4. Uses assessment data to establish learning goals and to plan, differentiate, and modify instruction     

5. Involves all students in self-assessment, goal-setting, and monitoring progress     

6. Uses available technologies to assist in assessment, analysis, and communication of student learning     

7. Uses assessment information to share timely and comprehensible feedback with students and their families     

Commendations: Recommendations: 
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STANDARD 6:  Developing as a Professional Educator DN NI MS NA 

1. Reflecting on teaching practice in support of student learning     

2. Establishing professional goals and engaging in continuous and purposeful 
professional growth and development 

    

3. Collaborating with colleagues and the broader professional community to support 
teacher and student learning 

    

4. Working with families to support student learning     

5. Engaging local communities in support of the instructional program     

6. Managing professional responsibilities to maintain motivation and commitment to all 
students 

    

7. Demonstrating professional responsibility, integrity, and ethical conduct (Demonstrates professional 
cooperative relationships with student, staff, parents and community. Completes adjunct duties and meets 
organizational responsibilities.) 

    

Commendations: Recommendations: 

  

 
 
 

Additional Comments:      
      

      

Employee's Performance Meets District Standards: Yes  Needs Improvement No 
     
 
Improvement Plan Required 

 
Yes No 

 
Evaluator must complete an Improvement Plan for five 
(5) marks of 7 DN or a Combination of DN and NI. 

Teacher's Statement: Signature of employee does not indicate agreement. This evaluation form will be placed in the 
employee's personnel file. The employee may submit response within 30 days. 

 
Teacher's Signature    

    
Date 

 

 
Evaluator's Signature     

    
Date 
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Cutler-Orosi Joint Unified School District 
12623 Avenue 416 Orosi, CA 93647 

FIELD TRIP CHECK LIST 
Item Completed? Date 

Transportation Arrangements   
Drivers Approved by District (if not bus driver)   
Administration Approval   
Board Approval (if necessary)   
Parent Permission Slips Collected   
Medical Emergency Information for Each Student   
If a Field trip, Enough Money Raised for All Students in 
Group/Class to Attend 

  

Destination Phone Numbers for Emergency Use (see below)   
Field Trip First Aid Kits Checked and Refilled   

First Aid Providers Identified: (1)  (2)  
Chaperones: Add additional chaperones on the back of this form 
1.          

Name Address Cell Phone (to be used on trip) 
 
2.          

Name Address Cell Phone (to be used on trip) 

3.          
Name Address Cell Phone (to be used on trip) 

 
Local Emergency Telephone Number for Destination Area: 

Agency Phone Number Agency Phone Number 
Police / / Closest Hospital / / 
Highway Patrol / / Fire Department / / 
Park Ranger / / Other: / / 

 
Teacher/Club Advisor/Program Manager MUST sign: 
I have read the rules and regulations related to field trips which are outlined in the Teachers’ Handbook and in 
District Board Policies. This trip will be conducted with compliance to all such rules and regulations. 

 
 

Signature of Teacher/Club Advisor/Program Manager Date 
Note: Please make copies: One (1) for the school, one (1) for the trip director, and one (1) for the bus driver and/or all other drivers. Before leaving 
on the trip, ensure that a list of all students actually attending the trip is given to the office, along with the copies of the parent permission slips. If 
multiple vehicles are being used each driver must have a list of all students who are actually in his/her vehicle, along with a copy of the parent 
permission slips. 
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Guest Speaker Request Form 
 

Teacher Requesting Guest Speaker:     Name of 
Guest Speaker:     Date of 
Presentation:    
Topic to be covered:    
 

Will materials be used? YES No 
Any materials used during presentation MUST be pre-approved by Principal. Approved:

 YES No 

 
        Principal’s Signature Date 
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TEACHER CHECKOUT LIST 
 

   
 

  1. Turn in grade book/sheet to the principal/counseling office or electronically filed as required. 
 

  2. Turn in signed weekly attendance report. 
 

  3. Contact parents concerning failing students. 
 

  4. Turn in school keys. An inventory of all school keys must be made. Teachers may retain keys by initialing:  I will be 
responsible for my keys and notify the District if lost or stolen. 

 
  5. Turn in requisitions for materials, books and supplies for next year to the office. 

 

  6. Turn in a list of lost/damaged books to the office. 
 

  7. If involved in ASB, submit class or organizational treasurer’s reports and books to the office. 
 

  8. Clean your classroom so that desks, counters and floors can be washed and walls painted by the custodial staff over 
the summer. It is your responsibility to make sure the following is done: 

► All bulletin boards, tape off walls, countertops and desks are cleared; posters, etc., are taken down. 
► All desks are cleaned out – take off all stickers, writing, decals, gum, etc. 
► All boxes and classroom items are to be placed in cabinets or removed from the floor so that it can be 
cleaned. Textbooks are not included as they will be centralized. 
► Room left in neat order, ready for inspection. 
► DO NOT move computers. 

 
      9.   Remove any personal items such as knick-knacks, plants, computers or printers, etc., from your rooms before leaving for  the summer. 

The District cannot guarantee the security of classrooms and will not assume any responsibility for personal items left in the rooms 
over the summer. Personal items should be packed and taken home with the teacher. 

 
  10. Turn in classroom inventory/equipment list to the office. 

 

  11. Submit classroom repair/maintenance requests on FMX - Maintenance / I.T. Support. 
 

  12. Have students empty and clean out their PE locker. 
  13. If you are changing classrooms, box up everything to be moved– clearly label the boxes as follows: 

Teacher Name:   Room Number:  _ 
 

  14. Unplug and clean personal equipment in classrooms. (refrigerators, microwaves, etc.) This is your responsibility. 
 

  15. Unplug electrical equipment in room. Clean up computer files by organizing and deleting all unnecessary files. DO Not 
Move Computers! These will be moved by the Tech Department. 

 
  16. Return library materials. 

  17. Inform the Business Office if you want to pick up your summer paycheck, otherwise it will be mailed. 

  18. Sign and return your contract.   _ Contract retained by teacher, will submit no later than June 30th. 

SUMMER ADDRESS (if different from that on file at the District office) You must still notify the D.O. in writing. Name: 

 Phone:   
Street:  City,  Zip:   
Principals, please check rooms one-by-one to make sure that teachers have removed all personal items before signing below. Room 
left in good order and checkout completed:         

Principal’s Signature Date 

Teacher Name:    Site:       Room: 
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CUTLER-OROSI UNIFIED SCHOOL DISTRICT 
 

PARENT PERMISSION FOR STUDENT PARTICIPATION IN OFF-CAMPUS SCHOOL 
SPONSORED TRIPS 

 
   has my permission to attend    (Name 

of Student)  (Activity/Event) 
which will take place at:  Departure Time:  Arrival Time:   
 

Class or group attending:    
 

Date(s) of trip:   Teacher or Leader: _______________________________ 
 

Type of Transportation:    
 

If traveling by automobile, name of driver:    
 

1. In case of illness or injury on this trip. I give permission for my child to be treated by a doctor. 
 
 

2. List any special health needs or medical problems that your child may have. 
 
 
 

3. I understand that all students going on this trip will obey the bus driver, teacher, or adult sponsors. I 
understand that students will go and return from the trip on the transportation provided and that every 
reasonable caution will be made on this trip. If the trip ends later than the normal closing of the school 
day, I will be responsible for picking up my child at school. 

4. I also understand that if my child does not meet the bus at the right time, the buss will leave my child, 
and I will be responsible for driving my child home.  The district will make every attempt to notify me 
as soon as possible in the event that my child misses the bus. After that, the district will not be 
responsible for my child or his/her transportation home.  I also understand that my child may be 
suspended from future field trips, suspended from school, etc., for delaying or missing the bus. 

 
 

Parent of Guardian Signature Date 
 
Home Address:  Tel  Cell   
 

Emergency Telephone Number  Name    
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DISTRITO ESCOLAR UNIFICADO DE CUTLER-OROSI 
PERMISO DE PADRES PARA QUE 

PARTICIPEN EN VIAJES PATROCINADOS POR LA ESCUELA 
 
    tiene mi permiso para participar en (Nombre 

del Alumno) 
 
   que se llevará 

(Actividad/Evento) 
acabo en:  Clase o grupo que atenderá:    
 

Fecha del viaje:  Profesor(a) o Líder:    
 

Tipo de transporte:  Hora de salida:  Hora de regreso:    
 

Si viajan por automóvil, nombre del chofer:     
 

 

1. En caso de enfermedad o alguna lastimadura durante este viaje, yo doy mi permiso para que mi hijo(a) sea 
atendido(a) por un médico. 

2. Por favor apunte cualquier necesidad de salud especial o problemas médicos que su hijo(a) tenga: 
 
 
 
 

3. Tengo entendido que todos los estudiantes que van en este viaje obedecerán al chofer del autobús, profesores y 
otros adultos. Tengo entendido que los estudiantes irán y regresan en transportación provisto por el distrito y se 
tomará toda precaución razonable en este viaje. Si el viaje termina más tarde de las horas normales del día escolar 
yo seré responsable de recoger a mi hijo(a) de la escuela. 

4. También tengo entendido que si mi hijo(a) no está al tiempo destinado en el autobús, el/ella se quedará en esa 
destinación, y yo asumiré toda responsabilidad de transportar a mi hijo(a) a la casa. El distrito hará todo intento 
de notificarme tan pronto como sea posible en caso de que mi hijo(a) se pierda del autobús. Después de esto, el 
distrito no asumirá responsabilidad futura por mi hijo(a) ni por su transporte a casa. También tengo entendido 
que mi hijo(a) puede ser expuesto(a) a acción disciplinaria escolar por retrasar o perder el autobús, por ejemplo, 
suspensión de participar en viajes futuros o suspensión de la escuela, etc. 

 
Padre/Tutor:      Firma

   Fecha 
Domicilio:  Teléfono  Celular   
 
 

Número de teléfono en caso de emergencia   Nombr
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FUND-RAISING RECAP 
 
Date  / / Organization/Grade   

Project  
BEFORE the activity begins, RECORD this basic information: 
 
1. Purchase Cost $  .  
2. No. of Items Purchased    

#   
3. Selling Price of Each $  .  

MULTIPLY #2 BY #3 TO GET: 

4. Potential Income $  .  

For Bookkeeper to Record 
Check #   

Check 

 
 
BEFORE and AFTER the activity, RECORD the monies collected: 

   Sold @ $  .  = $  .  
 

Receipt #    
   Sold @ $  .  = $  .  

 

Receipt #    
   Sold @ $  .  = $  .  

Receipt #    
   Sold @ $  .  = $  .  

 

Receipt #    
   Sold @ $  .  = $  .  

 

Receipt #    
Total Income $  .  

COMPARE #4 to #5. Was enough money collected (#5) to meet you potential income (#4)? If 
not, explain the differences below. For example: Did some of the items go unsold? If so, 
these items must be returned to the group’s advisor. Did any items get lost or stolen? If so, 
give a list of the lost or stolen items to the advisor. 
Collected (#5) $  . - Potential (#4) $  . = Difference $  .  
 
Explanation   
 
 

NET PROFIT RECAP Collected (#5) $  . - Total Expenses $  . = Net Profit$  .  
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CUTLER-OROSI JOINT UNIFIED SCHOOL DISTRICT 
STUDENT ACCIDENT REPORT FORM 

Attach additional pages as necessary to give a complete report 

1. Name: 2. Date of accident: 3. Time: 

4. Address: 5. Phone: 
 
6. Parent / Guardian: 

7. Was parent contacted? Yes  No  Attempted  
Number of attempts: Time(s) _ 

8. School: 9. Grade: 10. Age: 11. Gender:  Male   Female  
12. Location of accident:   School building   Room   School grounds  School bus  #   

OFF School premises AND under school jurisdiction  Other      
13. Person in charge when 

the accident occurred: 
 
14. Present at scene of accident: Yes  No  

15. Witness name: 16. Witness name: 

17. Witness name: 18. Witness name: 
 

19. NATURE OF INJURY: √ 
 

  
 

Other:   

20. PART OF BODY INJURED: √ 

 
Abdomen Hand 
Ankle Head 
Back Knee 
Chest Leg 
Ear Mouth 
Elbow Neck 
Eye Nose 
Face Scalp 
Finger Shoulder 
Foot (toes) Teeth 
Forearm Wrist 

 
INDICATE WHICH SIDE OF THE BODY (IF APPROPRIATE) 

Left Side of Body Right Side of Body 

21. DESCRIPTION OF ACCIDENT: Please describe how the accident happened. What was the Student doing? List any specific acts 
individuals or conditions that led to the accident. (include any tools, machinery, or instruments, games or activities involved) 
 
 
 
 
 

 
 

22. ACTION TAKEN: √ 
First aide administered    Sent to health office  Ambulance called   Sent home  Back to class  

23. Action taken by (please print): 24.  Specific action taken: 
 

 
25.  Unsafe mechanical, physical 
condition  or act that contributed to accident: 
  

26. Corrective action taken or recommended:  Yes     No  
27. Report Prepared By: 

(please print) 28. Title: 29. Date of report: 

0.  Administrator’s signature: 31. Date: 

 Abrasion  Fracture 
 Allergic Reaction  Heat Related 
 Amputation  Laceration (cut) 
 Asphyxiation  Poisoning 
 Bite (animal)  Puncture 
 Bite (human)  Repetitive Stress 
 Bite (insect)  Scald 
 Bruise  Scratch 
 Burn (scald)  Shock, electrical 
 Concussion  Sprain/Strain 
 Cut  Splinter 
 Dislocation  Strain 
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