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VISION 
 

Robert Fulton College Preparatory School students will participate in a rigorous, 
relevant, and coherent standards-based instructional program in a safe, 

personalized learning environment so that they will be college-prepared, career-
ready and become productive members of society. 

  
STUDENT LEARNING OUTCOMES 

 
Robert Fulton College Preparatory School will prepare its graduates to be: 

× EFFECTIVE COMMUNICATORS WHO: 

 Read, write, and articulate ideas. 

 Comprehend, analyze, and communicate in a complex world. 

 Use academic vocabulary that is necessary to engage in challenging learning 

experiences. 

 

× ACADEMIC ACHIEVERS WHO: 

 Meet California Academic Content Standards. 

 Use technology to locate, access, organize, evaluate, and apply information. 

 Produce high quality work. 

 

× MARKETABLE WORKERS WHO: 

 Develop strategies to set and achieve educational and career goals. 

 Apply content knowledge and critical thinking skills to real world experiences. 

 Effectively accomplish tasks, both independently and cooperatively. 

 

× PRODUCTIVE MEMBERS OF SOCIETY WHO: 

 Are self-sufficient. 

 Pursue their chosen career or educational path. 

 Recognize and value diversity. 

 Respect themselves and others. 
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SECTION I  
 

GENERAL INFORMATION 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 



 
 

1.1 WHhΩ{ ²Ih !¢ FULTON COLLEGE PREPARATORY SCHOOL 
 
Administrative and Support Staff 

 
Position Staff Member 

Principal Betty Riley 

Assistant Principals Sharon Bolita 
Joanne Godinez-Ali 
Michael Lovelady 
Victor Rodriguez 

Academic Decathlon Advisor Darren Lazarus 

Access to Core Coordinator Karen Harris 

Athletic Coaches 
Baseball 
Basketball (Boys) 
Basketball (Girls) 
Cross Country 
Footbal 
Soccer (Boys) 
Soccer (Girls) 
Softball 
Track and Field 
Volleyball 

 
Victor Sotelo 

Chuck Norman 
Hector Varela 

David Arbogast and Carmen Aybar 
Sean Jackson 
Eddie Garcia 

David Arbogast and Carmen Aybar 
Sean Jackson 
Chris Garton 
Eddie Garcia 

Athletic Director Larry Potell 

AVID Coordinator Yolanda Jimenez 

Band Director Michael Gordon 

Bilingual Coordinator Yuri Uceda 

Bridge Coordinator Phil Pearson 

Choir Director Gloria Smith 

College/Career Advisor Lisa Cynkin-Hardy 

Construction Advisor Larry Potell 

Counselors Rebecca Gross 
Kathleen Gurdine 
Yolanda Jimenez 
Dorie Steinberg 
Shoshana Taitz 

Deans 
 

Maria Eriksson 
Hector Varela 

Gifted Coordinator Amy Leserman 

DIS Counselor Dianna Zuniga 

Intervention Coordinator Patricia Merritt 

Leadership Advisor Maxine Bush 

Librarian John Hamrick 

Nurse Lorna Ellison 

Police Officer Tom Clemens 

PSA Counselor Erin Mason 



 
 

Psychologist Christina Powell 

Spirit Squad Advisor Tamara Gray Baston 

Stage Crew Advisor Tamara Gray Baston 

Technology Specialist Michael Fabian 

Title I Coordinator Marlene Kamin 

UTLA Chapter Chair Bill Gaffney 

WASC Coordinator Marlene Kamin 

Yearbook Advisor Maxine Bush 

 
 
Department Chairs 
 

Department Chair 

AFJROTC Master Sergeant Luis Morejon 

English Amy Leserman 

ESL Sonya Cole 

Math Marcie Kay 

Physical Education Michael Michaels 

Science Eva Behr 

Sixth Grade Academy Fawn Hartz 

Social Studies Paul Davis 

Special Education Rebecca Mackenzie 

Visual and Performing Arts Elyse Bleaman 

World Languages Maria Uribe-Rivas 

 
 
Certificated Faculty 
 

Last Name First Name Department 

Almaguer Silvia  Sixth Grade Academy 

Arbogast David JROTC 

Aybar Carmen Social Studies 

Behr Eva-Lisa Science 

Bergantino Laura Sixth Grade Academy 

Bleaman Elyse Visual and Performing Arts 

Bonilla Raymond Special Education 

Bronakowska Agata Mathematics 

Bronakowski Pawel Physical Education 

Bush Maxine English/Language Arts 

Campbell John Mathematics 

Christensen Jean  English/Language Arts 

Daniyan Olajumoke  Science 

Daversa Diane Sixth Grade Academy 

Davis Paul Social Studies 

Dean George Special Education 



 
 

Diaz Garcia Beatriz Special Education 

Donat Raji English/Language Arts 

Duncan Robert  Social Studies 

Edelman Steve Visual and Performing Arts 

Engnan Leila Science 

Faruku Anila Special Education 

Gaffney William  Science 

Garton Christopher Physical Education 

Gordon Michael Visual and Performing Arts 

Goudy Claudia ESL 

Grandi William Science 

Gray-Baston Tamara Visual and Performing Arts 

Hall Robin Science 

Hartz Fawn  Sixth Grade Academy 

Henderson Tonya ESL 

Hernandez Maritza English/Language Arts 

Indig Judy Special Education 

Johnson Kathrina  English/Language Arts 

Junio Rose Sixth Grade Academy 

Kaufman Grey Science 

Kay Marcie Mathematics 

Klingender-Vaghi Maria Special Education 

Lazarus Darren Social Studies 

Lenyard Vera Special Education 

Leserman Amy English/Language Arts 

Levine Dan Social Studies 

Luba Bryant Special Education 

Mackenzie Rebecca Special Education 

Madrigal Valerie Social Studies 

Manole Crina Mathematics 

Marzan Joel Social Studies 

Mazzilli Francesco Sixth Grade Academy 

McCulty Jeff Mathematics 

Mesa Jeremy English/Language Arts 

Mheryan Almast Sixth Grade Academy 

Michaels Michael Physical Education 

Monterroza Juan  Computer Science 

Morejon Luis  AFJROTC 

Muldong Edela  Science 

Newell Derrick Special Education 

Oguejiofor Miriam Special Education 

Packer Galina Mathematics 

Palma Gerardo World Languages 

Pan Michelle Sixth Grade Academy 

Park Linda Sixth Grade Academy 



 
 

Potell Larry Sixth Grade Academy 

Pulley Danny Page Special Education 

Rao Meena Mathematics 

Rios Marco Social Studies 

Rios Sophia Social Studies 

Ross John Physical Education 

Saini John Physical Education 

Shapiro Rhonda Visual and Performing Arts 

Shien Bruce Physical Education 

Smith Gloria Riddle Visual and Performing Arts 

Tokatlian Jenny Mathematics 

Tropper Joachim Special Education 

Uribe Maria Mathematics 

Uribe-Rivas Maria World Languages 

Vasquez Juan English/Language Arts 

Vogt Carole  English/Language Arts 

Yates Karen Special Education 

Yoon Kathy Mathematics 

 
 
 
Classified Staff 
 

Office Position Staff Member 

Administration School Administrative Assistant Ana Llauro 

Attendance Office Office Technicians 
 

Norma Garcia 
Myra Encarnacion 

Cafeteria Management Manager Michelle Coogan 

Cafeteria  Staff Maria Calderon 
Emma Clara 

Rebeka Dzhugaryan 
Rosalva Espinoza 
Sabina Figueroa 
Maria Heman 

Azniv Khardalyan 
Myrian Lopez 
Maria Olvera 
Jose Ordonez 
Roza Pakshyan 

Margarita Peralta 
Alicia Rojas 

Georgette Sutter 

Counseling Office Senior Office Technician 
Office Technician 

Martha Heredia 
Ana Agbayani 

Facilities Management Manager 
Assistant Manager 

Michael Porter 
Carl Cole 



 
 

Facilities  Staff Elizabeth Baughman 
Rafaela Burciaga 

Barbara Chambers 
Henry Davis 
Pam Flukers 
Renee Garcia 
Jose Quijada 

Financial Office Manager Aurora Phillips 

Instructional Support Paraprofessionals Sandra Abrams 
Elizabeth Amezcua 

Martha Davila 
Irma Diaz 

Rina Duarte 
Admire Estrada 
Vugane Faruku 

Alexander Flores 
Claudia Galindo 

Teresa Glass 
Kathleen Hamm 
Dalese Hardin 
Carol Mannara 

Maria Meza 
Miriam Morales 

Anita Patino 
Emily Poole 

Liliana Romero 
Brenda Ruiz 

Bertila Salcedo 
Jacob Smith 
Maria Sotelo 

Jessie Steinberg 
Ana Ter Mambreyan 

Monica Torres 
Jorge Valles 
Oscar Valles 

Library Educational Aide Daniella Gardina 

Main Office Senior Office Technician 
Office Technician 

Avon Murray 
Gaby Mena 

Parent Center Directors Gloria Medina 
Olga Ramirez 

Security Campus Aides Ronnie Acuna 
Caroline Brandt 
Rosalinda Guizar 

Special Education Modified Consent Decree Clerk Rebeca Villagran 

Textbook Room Office Technician Diana Waters 

 
 

 
 



 
 

1.2  PHONE EXTENSIONS 
 
2106 RILEY, BETTY PRINCIPAL                                  

2174 Godinez-Ali, Joanne    Asst. Principal 

2113 Assistant Principal 

2105 Lovelady, Michael 

2104 Rodriguez, Victor.  

*********************************************  
2126 Agbayani, Ana  
2155 Coogan, Michelle 
2161 Clemens, Tom   
2177 Cynkin-Hardy, Lisa 
2143 Ellison, Lorna 
2112 Encarnacion, Myra 
2109 Garcia, Norma 
2127 Gordon, Michael 
2132 Hamrick, John (Cell: 818.720.2267) 
2134 Harris, Karen 
2121  Heredia, Martha 
2186 Kamin, Marlene 
2103 Llauro, Ana 
2101 Mena, Gaby 
2178 Merritt,  Patricia 
2122 Pearson, Phil 
2115 Phillips, Aurora 
2154  Porter, Michael 
2101 Potell, Larry 
2144 Powell, Christina  
2135 Rao, Meena 
2158 Shapiro, Rhonda 
2158 Smith, Gloria 
2187 Uceda, Yuri 
2185 Villagran, Rebeca 
2133 Waters, Diana  
2129 Zuñiga, Dianna 
 

 
 
    

 
 
2169 Eriksson, Maria (Dean, A-L)  
2168 Varela, Hector (Dean, M-Z) 
2171 Gross, Becky (7

th
 Grade Counselor) 

2189 Gurdine, Kat (HS Counselor0 
2173 Jimenez, Yolanda (6

th
 Grade Counselor) 

2123 Mason, Erin (PSA Counselor) 
2172 Steinberg, Dorie (8

th
 Grade Counselor) 

2188 Taitz, Shoshana (HS Counselor0 
 

2103 Administrative Assistant (Llauro) 
2101 Athletic Director (Potell) 
2112 Attendance Office (Encarnacion) 
2109 Attendance Office (Garcia) 
2187 Bilingual Coordinator (Uceda) 
2185 Bilingual Office Technician  
2155 Cafeteria (Coogan) 
2177 College/Career Advisor (Cynkin-Hardy) 
2125 Computer Room 
2126  Counseling Office (Agbayani) 
2121 Credit Technician (Heredia) 
2146 5ŜŀƴΩǎ hŦŦƛŎŜ  
2129 DIS Counselor (Zuñiga) 
2158 Drama/Music Department  
2134 9[! /ƻŀŎƘΩǎ hŦŦƛŎŜ όHarris) 
781.7448 Family Center 
2115 Financial Manager (Phillips) 
2143 Health Office (Ellison) 
2122 IEP Room  
2165 LA Bridges 
2132 Library (Hamrick) 
2133 Library Work Room   
2101/2102 Main Office (Mena) 
2135 aŀǘƘ /ƻŀŎƘΩǎ hŦŦƛŎŜ  
2127 Music Room (Gordon) 
2153 PE ς Boys Office 
2152 PE ς Girls Office 
2154 Plant Manager (Porter) 
2161  Police Officer (Clemens) 
2106 tǊƛƴŎƛǇŀƭ wƛƭŜȅΩǎ /ƻƴŦŜǊŜƴŎŜ wƻƻƳ 
2178 Intervention Coordinator (Merritt) 
2144 Psychologist (Powell)  
2175 Resource Room (303A) 
2180 Special Ed Technician (Villagran) 
2182 Special Education Coordinator (Pearson) 
2115 Student Store (Phillips) 
2133 Textbook Room (Waters) 
2101 Title I Technician (Mena) 
2186 Title One Coordinator (Kamin) 
2121 Transcripts/Records (Heredia) 
2186 WASC Coordinator (Kamin) 



 
 

 
 
 
 
 
 
 
 

SECTION II 
 

INSTRUCTIONAL STANDARDS 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

 
 
2.1 THE CALIFORNIA  STANDARDS FOR THE TEACHING PROFESSION 
 
 
The Stull evaluation is designed to evaluate teacher knowledge and skills aligned with the California 
Standards for the Teaching Profession.  The standards are organized around interrelated categories of 
teaching practice. 
 
Engaging and Supporting All Students in Learning  

 Connecting students' prior knowledge, life experience, and interests with learning goals 

 Using a variety of instructional strategies and resources to respond to students' diverse needs 

 Facilitating learning experiences that promote autonomy, interaction and choice 

 Engaging students in problem solving, critical thinking and other activities that make subject matter 
meaningful 

 Promoting self-directed, reflective learning for all students.  
 
Creating and Maintaining Effective Environments for Student Learning 

 Creating a physical environment that engages all students 

 Establishing a climate that promotes fairness and respect 

 Promoting social development and group responsibility 

 Establishing and maintaining standards for student behavior 

 Planning and implementing classroom procedures and routines that support student learning 

 Using instructional time effectively 
 
Understanding and Organizing Subject Matter for Student Learning 

 Demonstrating knowledge of subject matter and student development 

 Organizing curriculum to support student understanding of subject matter 

 Interrelating ideas and information within and across subject matter areas 

 Developing student understanding through instructional strategies that are appropriate to the 
subject matter 

 Using materials, resources and technologies to make subject matter accessible to students 
 
Planning Instruction and Designing Learning Experiences for All Students 

 5ǊŀǿƛƴƎ ƻƴ ŀƴŘ ǾŀƭǳƛƴƎ ǎǘǳŘŜƴǘǎΩ ōŀŎƪƎǊƻǳƴŘǎΣ ƛƴǘŜǊŜǎǘǎ ŀƴŘ ŘŜǾŜƭƻǇƳŜƴǘŀƭ ƭŜŀǊƴƛƴƎ ƴŜŜŘǎ 

 Establishing and articulating goals for student learning 

 Developing and sequencing instructional activities and materials for student learning 

 Designing short-term and long-term plans to foster student learning 

 Modifying instructional plans to adjust for student needs 
 

 
 
 
 
 
 
 



 
 

 
 
Assessing Student Learning 

 Establishing and communicating learning goals for all students 

 Collecting and using multiple sources of information to assess student learning 

 Involving and guiding all students in assessing their own learning 

 Using the results of assessments to guide instruction 

 Communicating with students, families and other audiences about student progress 
 
Developing as a Professional Educator 

 Reflecting on teaching practice and planning professional development 

 Establishing professional goals and pursuing opportunities to grow professionally 

 Working with communities to improve professional practice 

 Working with families to improve professional practice 

 Working with colleagues to improve professional practice 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 



 
 

 
2.2 STULL PERFORMANCE INDICATORS 
 
1.  SUPPORT FOR STUDENT LEARNING 
 

a.  Uses the result of multiple assessments to guide instruction 
 -  Effectively utilizes the results of multiple assessments to guide instruction. These include periodic 

assessments from district core programs, state assessment 
  results or measure designed by the school or local district. 
b.  Guides all students to be self-directed and assess their own learning 
 -  Explains clear learning goals for all students. Helps students to develop and use strategies for 

assessing knowledge and information. 
c.  Engages students in problem solving, critical thinking and other activities that make subject matter 

meaningful 
 -  The teacher regularly encourages all students to think critically and to consider diverse 

perspectives. 
 -  Provide opportunities for all students to learn and practice skills in meaningful context. 
d.  Uses a variety of instructional strategies and resources to respond to student's 
 diverse needs 
 -  Provides opportunities for students to experience different learning modalities. 
 -  Modifies materials, strategies and resources to increase student's participation in learning. 
 -  Use strategies that support subject matter learning for second language learners. 
e.  Integrates student's prior knowledge, life experiences, and interest into the 
 instructional program 
 -  Help students to see the connections between what they already know and new material. 
 -  Help students to connect classroom learning to their life experiences and cultural understandings. 

 
2.  PLANNING AND DESIGNING INSTRUCTION 

 
a.  Demonstrates evidence of short-term and long-term plans to foster student learning and achievement 

of the State standards 
 -  Develop short-term and long-term plans that build on and extend student's 
  understanding of subject matter. 
b.  Uses state subject matter content standards and other sources to establish rigorous 
 learning goals for each student. 

-  Ensures that goals for learning are appropriate to students' language acquisition, or other special 
needs. 

 -  Ensures that goals for student learning promote critical thinking and problem solving. 
c.  Interrelates ideas and information within and across subject matter areas 
 -  Uses strategies and activities that integrate concepts and information within and across subject 

areas and standards. Relates content to previous learning, other subject areas, and student 
experiences. 

d.  Uses instructional strategies, materials, resources, and technologies that are 
 appropriate to the subject matter 
 -  Select and use learning materials and resources that promote students' understanding of the 

subject matter. 
 -  Uses varied instructional material, resources and technologies to promote key subject matter 

concepts. 



 
 

 
 e.  Plans instruction to ensure that all sub-groups of students have equal access to the curriculum 

 -  Plan lessons and units that promote access to academic content for all students 
-  Design lessons that promote subject matter knowledge and language development for second 

language learners and standard English learners - Recognize and incorporate student diversity as an 
integral part of planning. 

 
3. CLASSROOM PERFORMANCE 
 
 a.  Demonstrates knowledge of state standards and student development 

-  Identify and understand the key concepts and underlying themes and relationships in the subject 
areas to be taught. 

  -  The teacher is aware of norms for students' social, emotional and physical development. 
 b.  Uses a grading/evaluation system that is aligned with state standards 
  -  Uses a variety of assessments to determine what students know and are able to do. 
  -  Ensures that grades are based on multiple sources of information. 
  -  Implements district grading policies and procedures. 
 c.  Establishes and maintains standards for student behavior and creates a climate that promotes fairness 

and respect 
  -  Models and promotes fairness, caring, equity and respect. 
  -  Help students to become respectful of others who may be different from them. 
  -  Respond to inappropriate behaviors in a fair and equitable way. 
 d.  Plans and implements classroom procedures and routines that support student 
  learning 
  -  Procedures and routines work smoothly. Teachers periodically clarify or reinforce a procedure or 

timeline. This results in little loss of instructional time. 
 e.  Uses instructional time wisely - Develop a daily schedule, timelines, classroom procedures and routines 
  -  Makes effective use of instructional time as they implement class procedures and techniques. 
 f.  Provides an effective classroom environment 
  -  Creates a physical environment that that engages students in purposeful learning activities. 
  -   Maintains a safe learning environment. 
  -  Arranges the room to facilitate positive classroom interactions. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

 
4.  DEVELOPING AS PROFESSIONAL EDUCATOR 
 a.  Establishes professional goals and demonstrates continuous growth 

-  Participates in a variety of school and district professional development activities that are aligned 
with school priorities. 

  -  Maintains an attitude of lifelong learning. 
  -  Pursue opportunities to develop professional knowledge and skills. 
 b.  Works with colleagues to improve professional practice 
  -  Collaborates and actively works with colleagues in grade level and/or content areas. 
  -  Contribute to the learning of other educators. 
  -  Maintains positive relationships with others. 
 c.  Provides effective supervision of students 
  -  Supervises student activities and organizations. 
  -  Supervises students both within and outside the classroom. 
 d.  Collaborates in the improvement of the school program 
  -  Participates in making and implementing school-wide decisions. 
  -  Promotes school goals. 
  -  Contribute to school-wide events and learning activities. 
 e.  Communicates regularly with students, parents, and community about instructional goals and student 

progress 
  -    Provides students and families with information about progress toward learning outcomes and 

relevant standards. 
  -  Responds to a family's concern about student progress. 
  -  Ensures that communications with students and families is understood. 
 f. Follows district and state policies, laws and regulations 
  -  Is compliant with school, district and state policies and procedures. 
 g.  Consistently communicates with colleagues, staff, parents and students in a 
  respectful manner 
  -  Maintains positive relationships. 
  -  Speaks and writes in a manner that is professional. 
 h.  Performs adjunct duties effectively 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

 
2.3   INITIAL PLANNING SHEET 
 
LOS ANGELES UNIFIED SCHOOL DISTRICT   EVALUATION OF INSTRUCTIONAL  PERSONNEL 
HUMAN RESOURCES DIVISION    INITIAL PLANNING SHEET 
       To be completed by the evaluatee and the original copy 

Name        submitted by evaluator 
 Last  First  Middle 
 
School/Office       Employee No.      Status    
 
       Location      Years at 
Grade/Subject       Code       Present site    
 
Position        
   NOTICE    First Assigned to this Site     
Individuals will be evaluated based upon the stated objectives on 

this Initial Planning Sheet as well as areas addressed on the final       Years of Service in 

evaluation form.  Objectives should be written in relation to the  Class Code    Present Position   

California Standards for the Teaching Profession.  Please type or 
print neatly. 

OBJECTIVES STRATEGIES TO MEET OBJECTIVES 

1. SUPPORT FOR STUDENT LEARNING 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
2. PLANNING AND DESIGNING INSTRUCTION 
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LOS ANGELES UNIFIED SCHOOL DISTRICT  EVALUATION OF INSTRUCTIONAL PERSONNEL 

HUMAN RESOURCES DIVISION    INITIAL PLANNING SHEET 

 
 
 
 
 
Name        Employee No.     
 Last  First  Middle 

OBJECTIVES STRATEGIES TO MEET OBJECTIVES 

3. CLASSROOM PERFORMANCE 
 
 
 
 
 
 
 
 
 
 
 
4. DEVELOPING AS A PROFESSIONAL EDUCATOR 
 
 
 
 
 
 
 
 
 
 
5. PUNCTUALITY, ATTENDANCE AND RECORD KEEPING 
 
 
 
 
 
 
 
 
 
 
 

 

 
Submitted by                

   9ǾŀƭǳŀǘŜŜΩǎ {ƛƎƴature         Date 
 
Reviewed and approved by               
    9ǾŀƭǳŀǘƻǊΩǎ {ƛƎƴŀǘǳǊŜ       Position 
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SECTION III 
 

OPERATIONAL PROCEDURES 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 



 
 

 
 
 

3.1  TEACHER ATTENDANCE 
 
Emergency Lesson Plans 

Lesson plans to cover an emergency absence are to be turned in by the second Friday of each 
semester.  Forms are in the Main Office.  Please attach pertinent information as needed.  It is 
important to have an updated Emergency Lesson Plan; therefore, if the emergency lesson plan was 
used, please replace the plan within one week of your return. 

 
Leaving School Grounds 

The office must know the whereabouts of each staff member during the entire school day.  Anyone 
who needs to leave the campus for any reason must have prior approval from the administration and 
need to sign-out and sign-in in the main office. 

 
Sign-In / Sign-Out Procedure 

Teachers are to sign in by each morning.  Please note that we assign class coverage based upon 
teacher timecard sign-in.  If you arrive late, there is a separate sign-in folder where you indicate your 
time of arrival.  Please remember that other teachers are sent to your class and asked to cover during 
their conference block if you arrive late or forget to sign in.  It is very important that you sign-in when 
you arrive each morning in order for us to ensure that there is a teacher in every classroom.  Thank 
you for your cooperation. 

 
To Report an Absence 

 Register with Sub-Finder.  (877) 528-7378 
(It is a good idea to register as soon as possible, prior to reporting your first absence) 

 You can call Sub-Finder to review, create and cancel absences and jobs, and to modify preference 
lists. 

 When reporting an absence, always wait for the Job Number before disconnecting or the absence 
may not be recorded. 

 The Job Number is your confirmation that Sub-Finder has accepted your absence.  You will also 
need this number if you need to cancel the absence. 

 Call the Main Office to provide pertinent information concerning your absence, including the Job 
Number, no later than 7:00 a.m. the day of your absence. 

 You can call the Sub-Finder to request a sub up to 6:30 a.m. the day of your absence.   

 ¦Ǉƻƴ ǊŜǘǳǊƴƛƴƎ ǘƻ ǎŎƘƻƻƭ ƛǘ ƛǎ ǘƘŜ ǘŜŀŎƘŜǊΩǎ ǊŜǎǇƻƴǎƛōƛƭƛǘȅ ǘƻ ŎƻƳǇlete a certification of absence 
card and return it to the payroll Technician immediately. 

 If it is necessary for you to extend your absence, call the Main Office by 2:30 p.m.   

 If you do not properly cancel or notify the Main Office of your return from an absence and the sub 
is retained, the substitute has the right to work and you may be sent home. 

 
 
 
 
 



 
 

 
3.2 OPERATIONAL PROCEDURES 

 
Accidents 

Each teacher is responsible for the prevention of accidents, removal of safety hazards, and 
development of good safety habits and attitudes.  

 All accidents causing injury to students or teachers should be reported to the Health Office and 
an accident report filled out by the teacher-in-charge.   

 Teacher related accidents are reported to the School Administrative Assistant.  

 If the injury is slight, the student may be escorted to the nurse.  

 If the injury is severe and there is doubt as to the extent:  

 The nurse should be notified at once to come to the student.  

 In case the nurse is not on the premises, notify an Administrator and the Main Office.  
 
 
Activities (During or After School Hours) 

If you are planning an activity during or after school hours aside from your normal classroom activities, 
please fill out the Master Calendar Request form in the Main Office.  Please check the daily bulletin for 
overlaps of activities and locations.  All forms must be turned into ǘƘŜ ŀǇǇǊƻǇǊƛŀǘŜ ŀŘƳƛƴƛǎǘǊŀǘƻǊΩǎ box 
at least two full weeks prior to the activity/event. Please advise your students that anyone (including 
Fulton students) who are not directly involved in the after school activity are not allowed on campus 
for security reasons.  
  
 

Asbestos Management Plan  
9ŀŎƘ ǎŎƘƻƻƭ ǎƛǘŜ ƛƴ ǘƘŜ 5ƛǎǘǊƛŎǘ Ƙŀǎ ŀƴ !ǎōŜǎǘƻǎ aŀƴŀƎŜƳŜƴǘ tƭŀƴ όά!I9w! wŜǇƻǊǘέύ ǿƘƛŎƘ 
identifies where asbestos containing building materials are located at the school and the 
conditions of those areas. The AHERA report is updated every three months, and is available for 
review upon request. 

 
 
Assemblies 
 Teachers must - 

 Attend assemblies with the students. 

 Accompany students to assemblies and sit with the class. 

 Maintain proper control of students during the assembly. 
 
 
Back-To-School Night  

The purpose of Back-to-School Night is for teachers to discuss the instructional program and 
expectations, progress reports, student responsibilities, homework, and marking practices.   

 
 
Calendar/Daily Bulletin/PA Announcements 

If you have items that need to be announced over the PA, please fill out the appropriate form and turn 
it in to the appropriate administrator. The PA announcements are limited in order to minimize 
disruptions during class time.   



 
 

 
 
Class Coverage 

There are two types of class coverage assignments. 
1. Paid Assignment ς This is authorized when the district cannot provide a substitute for a regular 

teacher who is absent for illness, personal necessity, bereavement, must leave the school because 
of illness or emergency, or is on district authorized business providing a paid coverage.   

2. Unpaid Assignment ς This involves coverage for a regular teacher who is away on school business 
or school activity.   

 
During religious holidays, special occasions or emergencies all personnel will be called upon to cover 
classes or combine classes.  All non-register carrying teachers who do not have specific classroom 
assignments will be ŀǎƪŜŘ ǘƻ ŎƻǾŜǊ ŀƴ ŜƳŜǊƎŜƴŎȅ άƻƴ Ŏŀƭƭέ ǎƛǘǳŀǘƛƻƴΦ 

 

Class Dismissal 

Classes should be dismissed by teachers only upon the ringing of the passing bell unless specific 
instructions have been given to release students by the clock.  Occasionally, due to security/safety 
problems, classes need to be kept in the classroom past regular dismissal time.  Students should NOT 
be given passes the first ten minutes or last ten minutes of class. 

 
 
Class Parties  

District rules prohibit class or club parties during class time.  Instruction is to take place from the 
first moment students set foot in our school, to the last minute before they leave.   

 
 
Course Description/Syllabi 

Each class shall have a course description and a syllabus that include a course outline, brief overview of 
the essential standards in the course, and a clear grading policy.  This syllabus is to be sent home with 
the students within the first two weeks of each semester.  The course description and syllabus is due to 
ǘƘŜ ǘŜŀŎƘŜǊΩǎ ǊŜǎǇŜŎǘƛǾŜ ŀŘƳƛƴƛǎǘǊŀǘƻǊ by the second Friday of each semester. 

 
 
Emergency Card 

All teachers must complete and have an up-to-date emergency card on file in the Main Office.  
Emergency cards may be obtained from the Main Office. 

 
Facilities 

To keep your belongings safe and to keep our school secure, please close all your windows, lock your 
doors and lock away your valuables in the cabinets before you leave everyday.   

 
 Air-conditioning:   Please do not touch the thermostat. If you lower the temperature gauge in your 

room, you will end up freezing up the system for your room.  There is one main computerized 
system for the entire campus which the plant manager has access to.  If there are issues with 
the temperature of your room, please fill out a maintenance form and put it in the plant 
ƳŀƴŀƎŜǊΩǎ ōƻȄΦ  If you tamper with the temperature yourself, it may break and may end up 
without air-conditioning or heating for an extended period of time. 



 
 

 
 
 Cleaning Schedule for Classrooms: Your room will be swept on a regular basis.  However, in an effort to 

instill responsibility and pride in our students, please encourage your students pick up their 
trash at the end of each block.   

 Food in the Classroom:   Open containers of food in your room will attract little critters that may carry 
rabies and other diseases.  Even though trash will be picked up everyday, food will attract 
ants and rats.  Rats/mice can chew through paper boxes and plastic containers.  If you must, 
please use tightly closed glass, ceramic or metal containers. 

 Maintenance IssuesΥ   tƭŜŀǎŜ Ŧƛƭƭ ƻǳǘ ŀ ƳŀƛƴǘŜƴŀƴŎŜ ŦƻǊƳ ŀƴŘ Ǉǳǘ ƛǘ ƛƴ ǘƘŜ Ǉƭŀƴǘ ƳŀƴŀƎŜǊΩǎ ōƻȄΦ  ²Ŝ ǿƛƭƭ 
do our best to address the issue as promptly as possible.  The plant manager will let you know 
if your issue requires special attention and, if that is the case, the amount of time needed to 
address the issue. 

 
Guest Speakers 

An administrator must approve all guest speakers.  Please use the form provided in the Main Office for 
an approval no later than 48 hours prior to the proposed appearance.  The subject matter of the 
presentation should relate to the educational program.  The speaker should be competent in the 
subject matter to be presented.  Programs to be presented should be appropriate and educational in 
nature, challenging, connected to the content or curriculum. 

 
 
Homework Policy 

IƻƳŜǿƻǊƪ ƛǎ ŀ ƴŜŎŜǎǎŀǊȅ ǇŀǊǘ ƻŦ ŜŀŎƘ ǎǘǳŘŜƴǘΩǎ ŜŘǳŎŀǘƛƻƴŀƭ ǇǊƻƎǊŀƳΦ  IƻƳŜǿƻǊƪ ƛǎ ǇǳǊǇƻǎŜŦǳƭ 
when it provides the student with time to complete or expand upon assignments begun in class; 
develops good work habits and a sense of opportunities for the student to engage in creative 
projects, self-directed activities, and research in the area of his or her developing interests.   
 
Meaningful homework is related to class work and the objectives of the course, emphasizes quality 
rather than quantity, and is consistent with the grade level and maturity of the student. 
 
The following guidelines are applicable to all grade levels: 

 Daily homework assignments are important resources for teacher in helping students learn. 

 Homework assignments should be reasonable in content, length, and resources required.  
Books and other materials required for assignments should be provided. 

 Homework assignments should be purposeful and clear, based on an analysis of the needs of 
the class, and modified for students with special needs.  It is inappropriate to assign homework 
as a punishment. 

 Homework may be scheduled over an extended period of time, which may include weekends, 
as appropriate to course objectives and content. 

 Homework should be directly related to the content and objective being taught.  Students 
should not be given homework assignments they have not been taught how to do.  Homework 
should be assigned to reinforce and enrich student knowledge or extend abilities. 

 Homework assignments and due dates should be thoroughly explained by the teacher in 
advance and thoroughly understood by the student and parents. 

 When appropriately assigned and explained by the teacher, homework becomes the 
responsibility of the student to know, understand, complete, and return by the expected due 
date. 



 
 

 

 Completed homework assignments should be acknowledged and recorded by teachers and 
reviewed with students when appropriate. 

 Parents should be notified when students do not complete homework assignments or show 
signs of significant decline in effort or achievement. 

 The amount of homework in a college preparatory class should be the same for all students, no 
matter what their grade level.  In other words, a ninth grader taking Algebra 1A should have 
just as much homework as a twelfth grader. 

 

Inappropriate Behavior with Students 

While we all understand the desirability of cultivating positive relationships with students, employees are 
advised to generally refrain from situations such as the following: 

 Meeting with a student alone behind closed doors 

 Remaining on campus after the last administrator leaves the school site.  (There are exceptions to this 
rule, such as teachers rehearsing for a drama, music or an Academic Decathlon activity with students.) 

 Taking students off campus for other than a District approved school journey 

 Transporting students in a personal vehicle without proper authorization forms on file 

 Calling students at home except in an emergency situation 

 Providing students with a personal home telephone number 
 
Key Management and Control 

Your room key is not unique to your room only.  Loss of your key jeopardizes the safety of you and 
others and the valuables.  Keys will be checked out prior to or on Pupil Free day of the Fall semester, 
and will be turned in on the last of school to the Main Office.  Please observe the following procedures: 

 Any key, other than the classroom or washroom key, will be issued only as needed and requires 
administrative approval. 

 You are required to sign when you receive and turn in the keys. 

 Report loss of keys to the administrator in charge. It is very important that the administration is 
aware of the lost keys in order to take appropriate actions. 

 Please have the keys on you at all times.  Do not leave them in or on your desk or drawer.    

 Do not give keys to your students!   

 Lock all doors and close all windows when leaving for the day for security reasons. 
 
Mailboxes/E-Mail/Voice Mail 

Teachers are to clear their mailboxes, read their email, and listed to their voice mail in the morning and 
again in the afternoon before leaving school.  Messages, not of an emergency nature, will be placed in 
the mailboxes, sent to voice mail, and/or emailed and will not be delivered to the teacher. 

 
Make-Up Work Policy 

 Students with excused absences shall be afforded the opportunity to complete with full credit 
all missed classroom work and tests or other appropriate equivalent assignments. 

 Students absent for justifiable personal reasons, upon written request of the parent or 
guardian and approved by the principal or designated representative, shall be afforded the 
opportunity to complete with full credit all missed classroom work and tests or other 
appropriate equivalent assignments. 

 




