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Section 1:  Vision and Mission / MTSS School

Vision
“Doing right to achieve excellence.”

Mission
Hudson Middle School's administrators, faculty, and staff are committed to working
together to build a community of compassionate and committed 21st century learners.
Our goal is to promote academic rigor that meets the developmental needs of all
students and fosters a sense of personal responsibility, self-discipline, and self-worth.

Staff Facebook Link
HMS Facebook Link
Staff Google Classroom Link

Section 2:  Staff Attendance

Faculty Working Hours

Certified Staff
The faculty workday for certified employees begins at 7:15 am and ends when their
duty is concluded at the end of the day.  Teachers and certified support staff should be
signed in and be in their classrooms/locations, ready for students by 7:15 am.  The
work day is complete for certified staff once their students are safely off campus and
the employee’s job responsibilities and duties are complete.  Also, certified employees
are salaried employees per the FLSA who will likely have to work additional time to
complete their job.  For example, if a teacher has not put grades in PS in over a week,
their work day would not be complete until the grades were entered.

Non-certified Staff
Unlike certified staff, non-certified staff must adhere to a strict hourly schedule and are
not allowed to accrue overtime without prior principal approval.  Non-certified
employees may have different work hours than certified employees in order to meet
student needs and to adhere to district guidelines on overtime.  Non-certified
instructional employees are not allowed to make up time due to additional jobs (for
example, driving a bus).

If employees need to sign out early or leave and come back, an administrator’s
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permission must be obtained to leave school during regular work hours.  Faculty/Staff
must sign out on a log in Ms. Baker’s office before leaving campus and sign-in upon
return.

Planning days will begin at 8:00 am and end at 4:00 pm with one hour for lunch.
Teachers should remain on campus during planning days unless there is staff
development at another site or if they are given permission to leave early.  An hour
lunch may be taken without permission.

Staff Parking
Staff parking is first come, first serve and there are multiple lots to choose from.

● Behind the 6th grade
● 6th grade parking lot
● Staff parking lot
● Through the gate and by the 7th grade door.  The gate will be closed from 7:00

to 3:15, so please do not utilize this parking option if you will be leaving during
the day.  Administrators/custodians will not be unlocking it unless there is an
emergency that necessitates you leaving campus outside of the workday.

Proper Attire for Faculty and Staff
Professionals dress to build self-esteem and to stimulate respect from others; therefore,
we should monitor our own attire and conduct.  It is important to promote a
professional image as we work with students, parents, and the community.  On regular
school days, teachers should strive to look professional at all times.  Jeans should be
worn only on Fridays with HMS Gear or on specified days with principal permission.
Teachers should not wear sweatpants, athletic pants, or shorts as regular school day
attire.  On teacher workdays teacher dress is casual, but teachers should not wear
items that are vulgar or distasteful.  Teachers should remember that if they are
participating in activities off the school campus, dress should promote professionalism.

Faculty and Staff Attendance
● Faculty will sign in using Timekeeper every morning.
● Complete the Leave Request Form if you must be absent.
● Use SmartFind for all absences in order to ensure that substitutes are secured

appropriately and within the guidelines for their working hours.  All absences
MUST be entered into Smartfind, even if you do not require a sub.

● Employees, not Ms. Baker, are responsible for securing a substitute.  If an
emergency causes you to leave suddenly or for a limited time, notify the office so
that procedures can be followed to cover your class. Do not leave your class
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until coverage is arranged.
● Professional Leave/Staff Development documentation of professional absences

must be documented appropriately.  Administrative approval should be secured
at least 2 weeks prior to the event.  Use the Leave Request Form.

● Absences utilizing Personal Leave requires prior approval from administration.
Use the Leave Request Form.

● Sub Plans should follow the HMS Agenda Template, be posted in Google
Classroom, and a link emailed to Cora and your grade level chair.

Section 3:
Lesson Planning, Delivery, and Assessments

Lesson Planning
All teachers are required to have evidence of a prepared plan for
each lesson taught in accordance with Board of Education policy.

Objectives for that lesson must be displayed visually for students in a student-friendly
format.  Lesson plans should utilize technologically-based differentiation strategies.  It is
expected that all staff utilize this template for each day, and lesson plans should be
published in Google Classroom for administrative review and for parent
transparency. PlanBook will be paid for this year so that teachers can link to it and/or
pull information from it. Agenda

Programs Provided by CCS and HMS
STAR Assessment Suite
Freckle Math
Math 180
Wit and Wisdom
Ed Puzzle
Pear Decks
Talking Points
Bullseye
PBIS Rewards
PlanBook
LabAids
Ed Handbook
Study Island/Edmentum
Gizmos
Anything the district puts in Clever
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Tiered Educational Plans
Students require individualized instruction that focuses on closing gaps that may have
formed throughout the curriculum delivery.  Tiered Education Plans are designed
through the Multiple Systems of Support protocols and can be designated for small
target groups or individuals.  Plans supplement a 504, IEP, LEP, or BIP.  Core
instruction is our whole-school tier 1 plan and interventions for additional support begin
at the tier 2 level.

We will use ECATS to house educational plans.  More information and training coming
soon!

The district is publishing their own MTSS guidebooks. Only the first is available at this
time.

MTSS Guidebook-Section 1
Grades
Grades shall be entered at least weekly into the PowerSchool gradebook in accordance
with the Board of Education Policy.  Grades and feedback should be given within a
week of the assignment, preferably sooner as two-way feedback has a high impact on
student success.  Students should be given both opportunity and support in making up
work for failing grades.  Midterms are sent home each 4.5 weeks, with personal contact
to parents for any student with a D or F.

Grading strategies must be aligned with class standards and objectives and must reflect
student’s mastery of the material taught.  Assignments that are not closely aligned with
standards should not be assignments, and therefore never be grades.

A= 90-100
B= 80-89
C= 70-79
D= 60-69
F= 59 and below

School Board Policy 3400 states that, “Teachers are to use caution when assigning
zeroes, due to a zero’s ability to skew a student’s grade. Students should be permitted
and highly encouraged to redo and/or make up work on which they earned zeroes or
other failing grades.”  To balance the mathematical percentage that a zero creates
when calculated, teachers should adjust the final reporting grade to a minimum of a 50
and make sure that the grade is a true reflection of the academic mastery of the skills
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taught.

Report Cards
Grading periods are nine weeks in length.  The school year will consist of four grading
periods, which will be divided into two semesters. Report cards will be sent home with
students by the 10th calendar day after the period ends.  The principal will determine
the exact date(s) of report card distribution.  The principal, or designee, will notify the
faculty and staff of these dates.  Mid-term reports will be generated by each classroom
teacher and sent home with students for parents to review on the designated date.

2021-2022 Grading Periods
End of 1st grading period: October 22, 2021 (44 days)

● How to Post N1 Grades
End of 2nd grading period: December 17, 2021 (36 days)

● How to Post N2 & S1 Grades
End of 3rd grading period: March 10, 2022 (46 days)

● How to Post N3 Grades
End of 4th grading period: June 3, 2022 (53 days)

● How to Post N4 / S2 / F1 Grades
Total School Days: 179

After grades are submitted, the data manager will notify the teacher if any corrections
are needed.  If a change is needed after all grades are stored, the teacher must
complete a Grade Change Request Form.  Each class should be carefully checked in
order to minimize mistakes before report cards are printed and distributed.

Assessments
Reading and Math assessments, uniform through the district, will be administered
according to the testing schedule that is located in the Faculty Google Classroom.
District benchmarks, as well as state mandated tests must also be administered as
scheduled. Teachers are encouraged to utilize the SchoolNet program to
create classroom chapter / unit pre-unit tests, post-unit tests, and quizzes
based on the NC Standard Course of Study, utilizing the results to inform
instructional review and individualized remediation.

Communicating Student Progress
It is the responsibility of each classroom teacher to initiate contact with parents
concerning student progress, with the teacher maintaining appropriate documentation.
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Progress Reports will be sent home at the midpoint of each 9 weeks and should be
returned with parent signatures; the Data Manager will notify the staff as the midpoints
approach.

Parents should be informed immediately if their student has a D or F in a class or if
there is a marked change in their student’s work. It is also important that the parent is
contacted if the student establishes a pattern of inconsistent work habits or negative
work habits that affect his/her grades.  Contacts should be made through Talking
Points, phone, email, or in person and documentation should be maintained.
Teachers are to encourage parents and students to monitor grades in the Power School
System.

Parents should not be surprised when report cards are sent home if proper
communication is taking place.

Homework
Homework assignments should be an opportunity for a student to apply and practice
skills already learned, which can be completed independently. Because homework is
unsupervised, discretion should be used in the assessment of the work.  Homework
should not require the use of materials and resources that may not be accessible for
each student.

Confidentiality
It is the responsibility of every educator to be constantly aware of confidentiality
policies regarding students.  Administration and support team members are the
appropriate contacts to communicate concerns in a private setting that is secured from
other students, parents, or community members.

Copyright
Copyright laws are protections put into place to any fixed, tangible work.  It doesn’t
necessarily have to be published or obtain a binding copyright.  Unless the work
specifically states that it is part of Public Domain or Free-Use, consider it copyrighted
material.

The following rules apply when copying or using materials that you did not create.

Print Materials:

● a single chapter from a book, magazine, newspaper article, etc
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● fan excerpt from a work that combines language and illustrations, such as a
children's book, not exceeding two pages or 10 percent of the work,
whichever is less

● a poem of 250 words or less or up to 250 words of a longer poem
● an article, short story, or essay of 2,500 words or less, or excerpts of up to

1,000 words or 10 percent of a longer work, whichever is less; or
● a single chart, graph, diagram, drawing, cartoon, or picture from a book,

periodical, or newspaper.

Copyrighted Material on Websites:

Please note that you cannot post any copyrighted material (even under Fair Use Policy)
on your school or personal website, even for the purposes of student distribution

● This can only be done if the website can only be viewed by your students or
requires a protected password to enter.  (Ex):  Google Classroom

Digital Media Presentations:

If using copyrighted material in a digital presentation, Fair Use Guidelines require:

● Credit the sources, display the copyright notice, and provide copyright
ownership information.

● State on the screen that the copyrighted images are being used under the
Fair Use Act.

Can I show videos in class?

● Only if the work is considered for educational use. i.e., bored and need
entertainment does not work

○ If the video is going to be analyzed, criticized, studied, or reviewed by
students, it is considered safe to show.

○ Videos cannot be linked to your public websites. Use Google Classroom.
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Section 4:  Staff Meetings

Meetings

Meetings will be held on Tuesdays whenever possible, but may occasionally need to be
moved to a different day if there is a scheduling conflict for those running the meetings.

Meetings will start 10 minutes after the start of planning.

● 1st Tuesday - Grade Level Meetings - Room 110 - During Planning
● 2nd Tuesday -  1st Block - Math Subject Area Meetings - Room 110 - STEAM to

cover in a rotation
● 2nd Tuesday - Science/SS Meeting - During Planning
● 3rd Tuesday - Grade Level Meetings - Room 110 - During Planning
● 4th Tuesday -  1st Block - ELA Subject Area Meetings - Subject Area Meetings -

Room 110
● 4th Tuesday - Science/SS Meeting - During Planning

1st and 3rd Wednesdays - SIT Meeting - 3 pm in the Media Center

Whole staff faculty meetings will be held as needed. Please reserve the second
Wednesday from 3 to 4pm for whole staff meetings in the Media Center.

Meetings will be scheduled for an hour but may be shorter.

Tech training will be provided after school on the 4th Wednesday of each month and
will be based on PD needs within the building.

Admin Team and Office Staff Meeting

Fridays @ 8:00

Student Support Meeting - Counselors, Nurse, SW, Admin, Key
To be determined once we know itinerant staff schedules

Section 5:  Committees

At HMS, distributive leadership is implemented through the establishment of
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committees to support our School Improvement Plan:

Safety/Crisis Team (MERT):  As defined and outlined in the Crisis Management Plan.

School Improvement Team:  Elected and selected representation of support based
on state regulations.  SIT meets bi-monthly to establish and monitor the progress of
goals based on the analysis of whole school data.

MTSS Committee: The MTSS Committee attends training at the district level and
then assists with the implementation of MTSS within the school.  COVID-19 interrupted
the DISTRICT work we were doing last year but that will resume this year.  Department
Chairs, MTSS, and PBIS will be sub groups of MTSS.

Social Committee: The Social Committee is composed of  staff representing each
grade level, enrichment, and support specialists. The committee's purpose is to
recognize staff achievements, bring awareness to personal events / needs, and to
organize social gatherings to foster a positive working environment.

Awards Committee: The Awards Committee is composed of staff representing each
grade level, enrichment, and support specialists. The committee's purpose is to
recognize student achievements and to organize events for student recognitions.
COVID-19 affected end of the year awards during the 2019 - 2020 school year.

Section 6:  Resources and Supplies

Care of Classrooms and Lunch Trash
Teachers and students are responsible for maintaining classrooms as
neatly and orderly as possible.  Bulletin boards and wall postings
should be a visual reinforcement of the subject curriculum, and
should be used as an opportunity to showcase student work and / or
current curriculum.  Teachers are responsible for the cleanliness and

organization of their classroom and furnishings. Maintenance problems should be
reported to the office or custodians.  Students should be aware of recycling efforts and
should assist with these procedures as necessary.

Teachers have been trained on COVID-19 safety procedures and are responsible for the
necessary cleaning in their classrooms.  Current expectations for cleaning are that
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surfaces are wiped down at the end of each day.

Teachers will also be responsible for breakfast/lunch trash and are encouraged to
engage classroom helpers to assist.  Lunch details are still being finalized based on
current COVID conditions.  They will be added here and to the master schedule soon.

Lunch Details:We will begin the 2021-2022 school year eating in the classroom and
then expanding to outdoor dining areas as determined by class behavior and availability
of space. The cafeteria staff will provide lunches again using ‘clamshell’ containers and
milk cartons. Communicate with a neighboring teacher about who will escort students
to/from the cafeteria and who will stay to supervise remaining students.

Breakfast and lunch trash details:  The custodial staff will provide black trash bags for
breakfast/lunch collection and several large trash buggies will be in proximity to
classrooms. Please ask a capable student to take the bag of trash to the trash buggies
in your hallway. We will adjust as needed.

Milk and other beverages will be poured into red containers in your hallways and
removed by the custodial staff following lunch. Please monitor students as they dump
their trash.

Instructional Supplies
Teachers are to request supplies as needed.  All requests should be made to the lead
secretary.  If you are in need of supplies that cannot be found in the supply room
please let the lead secretary know in order to obtain materials needed for appropriate
instruction.

Money Collection
During the school year teachers will be expected to collect money and maintain
appropriate records regarding money collection.  Teachers should maintain a complete
and accurate receipt book.  All money that is collected from students must be receipted
and turned into the office each school day.  Money should be secured in the
classroom at the time it is received, and should never be kept in the classroom
overnight.

Check Requests/Purchase Orders
If you need to purchase items, complete the HMS PO Request Form in Google
Classroom 5 days before the materials are needed. It requires a list of those items with
the vendor name, price, tax, shipping, and total. Upon principal approval, the
bookkeeper will complete a purchase order.  Staff will not be reimbursed for items
purchased without a purchase order.  It is imperative that receipts for ALL items
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purchased with a purchase order should be returned to the bookkeeper.

Copiers
A copier is located in the 6th grade workroom, 7th grade workroom, the media center,
the music area, and in the mailroom for your convenience. No matter where you want
to pick up your materials, you print to the “Copier Queque.”  You then must walk to the
copier and type in your employee number (last 3, 4, 5, or 6 of your SSN).  Do not share
your code as your copy count will be monitored.  Replacement toners and extra paper
are stored in the main office.  Please contact Cora Baker you need assistance.

Section 7:  Parent / Community Communication
Personal calls should not be made during times in which
teachers are in direct supervision of students.  This includes
texting which should not occur during instructional time or
during meetings. Please keep your cell phone on vibrate or
silent when instruction is taking place or when you are

responsible for students.

Social Media
If you choose to represent yourself through social media, refer to the district guidelines
regarding policy and procedures.  School administration and other designated personnel
will maintain school sponsored social media accounts. Student photos will only be
posted with proper permission from parents.

Webpage
All certified staff are required to maintain a webpage in accordance with School Board
Policy.  Web Pages should be reviewed and updated a minimum of each quarter to be
utilized as an informational resource for parents and the community.  Ideally, they
should include information for accessing Daily Agendas in GC.

Announcements
All pertinent announcements will be made using the intercom each morning (along with
the school-wide Pledge of Allegiance). If you have an announcement that needs to be
made, it should be sent to Elisa Bailey by 1:30 the day before it is to be made.  If you
need an announcement made in a shorter timeline, please place a sticky note on Dr.
Elliott’s phone.  There may be occasion to interrupt for special announcements but
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every effort will be made to avoid this.  Afternoon announcements may be made on an
as needed basis at 2:40 pm.  If you have an announcement that needs to be made in
the afternoon, it should be in the office by 2:30 pm.

Blackboard Connect
Blackboard Connect may be used to send messages/reminders to parents/guardians,
faculty and staff, or specific grade levels.  If a staff member has a message to be sent,
submit the message to the office for approval by administration, along with the date
and time that it should be sent.  Office staff will assist you with the message.

The “No Surprise” Rule - To repeat from above
Parents should never be unaware of the accumulation of low / failing grades, consistent
classroom misbehaviors, or an event of student injury or victimization.  Parents should
also be well informed of details regarding student recognitions, projects, field trips, and
parent meetings.  A note home is not an acceptable form of communication for updates
on individual students in regards to concerns or unique recognitions.   It should only
accompany a personal parent contact.  The school social worker can assist in this
communication if all attempts of communication fail.

Section 8:  Supervision Duties

Morning Duty - Core Teachers
Core Teacher Duties:  Be in your classroom at 7:15 to supervise
students. Encourage students to eat free breakfast, get help on
homework, and to READ!  The media center will be open for
check-out at this time.  Please use discretion when sending students
to the media center without supervision.

Afternoon Duty - Core and STEAM Teachers
8th Grade Teachers are responsible for afternoon bus supervision and 4th block
teachers are responsible for walking out with their car riders and remaining until
dismissed - same as 2020 - 2021.

STEAM Teacher Duties are included in the complete Duty Schedule.

Gate Duty
Teachers are responsible for Gate Duty throughout the school year for athletic events.
Please refer to the duty roster in the Staff Google Classroom for specific assignments.
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If a teacher is  unable to report to their assigned duty, it is their responsibility to find a
replacement.  Please see the athletic director for any questions or concerns.

**Often games are rescheduled for rain or other weather events.  Teachers
will be responsible for their gate duty or finding a replacement in the event
of a game being rescheduled for any reason.

Student Dance/Social Event Duty
Teachers are responsible for assisting with school student dance/social event duty
throughout the school year.  Please refer to the duty roster for specific assignments.
SIT will work on a schedule in September 2021.  Will depend on COVID restrictions.

Parent Events
Teachers are expected to attend various parent / community events throughout the
school year.  These include, but are not limited to: Open House Orientation, Parent
Informational Sessions, First Quarter Parent Event, Third Quarter Parent Event.
Teachers are encouraged to attend various extracurricular events that showcase
students (ie:  band/chorus concerts, athletic events). These are professional
expectations.

Clubs
Student Council - Jessica Epley
Science Olympiad - Crain, Peschel, Sims, Brotherton
Beta Club - Misty Key
Frisbee Golf - Terry Dugger
Unified Champions - Amanda Niehoff
???

Section 9:  Student Attendance and Support

Attendance

Students who are absent are responsible for obtaining an attendance note on the
morning they return to school.  Students will turn notes into their temperature
screening location.  If a student is aware of a future absence, due to an appointment or
vacation for example, they should complete an Excused Absence Form and return it to
the data manager, prior to this absence.  The forms are located in the front office and
require a parent signature, along with the signature of the student’s teachers.  This
form serves as documentation for the student’s absence and allows for consideration of
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the absence to be coded as “excused.”

COVID Related Absences

Students who are showing any symptoms of COVID or who have been in direct contact
with a person who is displaying those symptoms are asked to contact the school or
homeroom teacher prior to arrival. The office or teacher will contact the school nurse
who will decide if the student will need to quarantine or if they are cleared to return to
school. Any student who is instructed to not attend school will be considered present
off-site. These absences will be considered excused. Students will be responsible for
completing classwork online.

Student Tardies
Students are expected to report to school and all classes on time.  Every student should
be seated by 7:45 am.  Students arriving late to school will receive a tardy slip to be
given to their teacher. For students who arrived at school on time, yet are late to class,
follow the behavioral matrix protocol. Students arriving at school after 11:15 am will be
counted absent for the day.

Student Early Dismissals
All students must be dismissed from the office.  Parents/Guardians must sign a student
out from the office with a valid ID. School CheckIn will scan the parent/guardian’s
driver’s license that will be linked to the student's account in PowerSchool. Someone in
the office will call for the student to report to the office to be dismissed.  Do not send
any student to the office until he or she is called. Students dismissed from school prior
to 11:15 am, or who do not have a cumulative presence of 3.5 hours for the day, will
be counted absent.

Cumulative Folders
Cumulative folders are kept in filing cabinets in the records room.  PowerSchool updates
will be completed at the first of the year.  Cumulative folders may not be removed from
the campus for any reason.  Cumulative folders may be removed from the file cabinet
for teacher use but should be returned as soon as the work is completed.  If a folder(s)
is removed from the filing cabinet, the teacher MUST sign the check-out sheet and
indicate which folder(s) is in their possession. The cumulative folders fall under strict
rules of confidentiality and cannot be compromised in any way.  Please see the
corresponding School Board Policy for use of files.
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IEP, 504 and LEP Plans
IEP’s are kept by the EC case manager, 504’s are secured through the counseling team,
and LEP’s are secured by the ELL teacher.  Teachers will be provided with a written
copy of all goals and accommodations within the first ten days of school.  For 2021,
teachers should pick these up from room 110 on Friday August 20 from 8:30 - 12.
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Section 10:  Student Schedules

Delay / Release Schedules
Schedules for 2 and 3 hour delays, early release days and half days
are located in the HMS Faculty Google Classroom.

Alternate Schedule
Please notify the office of any deviation from the regular schedule.  Examples would be:
walking trips on the school campus, grouping for instruction with other classes, or any
other time that you would not be in your regularly scheduled class. The office needs to
know the location of students at all times.

Field Trips
Field trips must be an extension of classroom curriculum and must follow the Board
Policy guidelines with administrative approval.  Because field trips are an extension of
curriculum, students are not to be excluded from trips due to past disciplinary
infractions unless the student is assigned out of school suspension during the day of the
trip, or administration has determined that a student’s behavior presents safety risks.
Decisions on exclusion will be at administrative discretion only.  There is a limit of four
field trips per school year that does not include the mandatory Artists in Schools
programs.  The adult to student ratio on a field trip must be one adult for every ten
students (except for Artists in Schools). Field trips are not to be taken during the month
of May.

All students going on a field trip must have a signed permission form from their parent
for that specific trip. No blanket field trips permission slips are allowed.  Teachers
should notify the office one day prior to the trip of any students who have failed to
return permission forms so the office staff can assist in contacting parents.
All field trips must be pre-approved by the principal before they are scheduled.  SEE
DR. ELLIOTT PRIOR TO SCHEDULING, PLANNING, and/or COMMUNICATING ANY
FIELD TRIP.  After Dr. Elliott approves, all information about field trips should be turned
in to the assistant principal as soon as the trip is planned but no later than 10 business
days before the trip is to take place.  All costs involved must be included when
collecting money from the student. (Example: bus, driver, trip)  A trip that is not
entered into travel tracker will not take place.
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New Enrollments
As new students enroll, the data manager will be responsible for enrollment paperwork
and record requests. Registration will be online at caldwellschools.com. Addresses will
be checked by the administration, or data manager, to validate the residence in district
lines.  The new student will receive their schedule from the office and a school
employee will take the new student on a tour of the school and get them to their first
class of the day.  If possible, a peer helper will be assigned to take the student around
the school and to classes.  Please make every effort to welcome a student and make
him/her feel comfortable.  Assigning a buddy would be appropriate.
Need help completing the online application? Click here

**PowerSchool changes for individual students are only made through
administration.
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Section 11:  Student Discipline and Safety

Discipline
HMS implements the state model of Positive Behavioral Intervention and Support (PBIS)
school-wide.  SIT will assist with planning and implementing PBIS.  Please see the PBIS
Handbook for more information The student handbook and beginning of year slides
have already been updated and placed in Classroom. The Student Code of Conduct is
also located in the student handbook.

MERT
The Medical Emergency Response Team is composed of trained staff members who are
responsible for responding to school medical emergencies until official emergency
personnel arrive.  The team is trained annually and will be called into action through the
intercom when needed. This announcement will be notice to staff to remain clear of the
area of the emergency.  Staff should be aware of MERT members on their team, and
arrange supervision of their students when they are called out to the emergency.

2021 - 2022 Crisis/MERT

Supervision of Students
It is the responsibility of all staff members to maintain a safe and orderly school
environment.  Teachers are required to be present in the hallways / doorways during all
class changes, engaging proactively to ensure that students are walking on the correct
side of the hallway with voices at conversational level.  If an emergency occurs and a
teacher should need to leave a classroom, the office must be notified to provide
supervision and coverage for that teacher.  Students are not to be left unsupervised in
the classroom.

Sick / Injured Students
If a student reports to you that they are not feeling well, have the student wait in the
hall and immediately call the office.  A trained staff member will report to get the
student and take them to the isolation room.
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If a student injury has occurred (something not at all COVID-19 related), communicate
with the office to address the situation.  Office staff will communicate the observations
to the parent and arrange checkout if needed. The staff member in supervision of the
student during the time of injury must complete an Injury Report by completing the
form located in the HMS Google Classroom.  This includes injuries that occur after
school during extracurricular activities or athletics.

If a student injury or sickness causes a loss of bodily fluid (ie vomit, blood), secure the
area from other students and contact the office for custodial maintenance.

For any serious medical emergency contact the office for administrative / MERT
assistance.  It is important to remain calm and communicate the nature of the
emergency so that we can respond appropriately.

Student Medications
Students should not be in possession of prescription or over-the-counter medications at
any time, with the exception of bringing to/from school if needed and some exceptions
cleared through the school nurse.  All medications require a medication form to be
completed by a doctor and should be brought to the office and dispensed by guidelines
in the county medication policy.

Reporting Child Abuse
The 1971 Child Abuse Reporting Law requires educators who know or suspect that a
child is being abused to report this abuse.  Staff members should report cases
immediately to student services staff that will make the appropriate referral to DSS.
Any person making a report in good faith is immune from civil or criminal liability.  The
name of the person making the report is confidential.

Child Protective Services Investigations
Good communication between school personnel and the Department of Social Services
is critical in the child protective services investigation process.  Upon arriving at school,
the DSS social worker must complete written notice of the visit with the receptionist
(blue form).  The blue form will be given to the school counselor.  The receptionist,
student services staff, or administration will then locate an appropriate and confidential
area for the social worker and student to meet.  The receptionist will call for the student
to report to the office and then direct the student to the meeting area.  The
administrative team will be responsible for sharing information with the school
personnel while respecting confidentiality.  It will be the responsibility of the social
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worker to notify the school of issues that directly affects the child.

Visitors
Parents and other visitors must report to the office upon entering the building.  They
are required to sign in and wear a visitor badge/sticker. If you see someone in the
building who does not have a badge/sticker, approach them and arrange for them to be
escorted to the office.

Weather Dismissal
Should weather be the reason for dismissal, an announcement will be made over the
intercom.  The information will be shared with teachers as soon as possible so that
preparations can be made.  STUDENTS ARE TO REMAIN IN CLASSES UNTIL CALLED.
Students are not to be sent to the office to use the phone.  An announcement will be
made with regard to teachers leaving before the end of the workday.  Teachers who do
not have classes will assist the office with the following: delivering information or
messages to other teachers and personnel where there are no intercoms, covering
halls, keeping classes for teachers driving buses, or assisting in any way necessary.
Phone lines must be kept open in case of emergency.

For other emergency situations, please see the HMS Crisis Management Plan.

Reporting Damages, Necessary Repairs
Campus safety is a function of all faculty and staff. If there are repairs that are
needed, please notify a Custodian, as he/she is the designated person to make calls to
maintenance, the assistant principal, or principal.

The custodial staff will make efforts to keep supplies as accessible as possible.  If the
restrooms are out of tissue or soap, please allow a student to inform the custodians.  If
any other supplies are needed, see the custodians or call the office.
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