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INTRODUCTION

Welcome to Middlesex County's second oldest vocational and technical high school. However, Perth Amboy Vo-Tech is also the county’s newest since we moved to our new location, 457 High Street, in April 2004.  You are a member of a school system that has a well known and richly deserved reputation in the field of vocational education and now is producing more and more students who are furthering their education in college and post secondary institutions.
Our students can be expected to model their behavior from their observations of their teachers. Therefore, each of us has the responsibility to establish a proper example in both behavior and appearance.

Every faculty member is part of a team whose mandate is to provide the best possible education for the students. Let's work together and support and help one another to achieve our goal.

We are all responsible for the students in the school and on the school grounds as well as in the shop or classroom. Guidance is not the only function of a counselor; teaching is not the only responsibility of the teacher and discipline is not only the responsibility of the administration. We are all accountable for the total aspects of the educational program.

We should always be prepared; prepared to teach, prepared to advise, prepared to assist, prepared to listen, prepared to discipline and prepared to contribute our talents to the building of an outstanding school. You are a proud member of the most noble of professions: Teaching.  You have a direct impact upon the future of each and every student in our school and, by implication, beyond.  Our responsibilities are immediate, but our effects lasting.

STATEMENT ON NON‑DISCRIMINATION


State and federal statutes and regulations prohibit school districts from 

discriminatory practices in employment or educational opportunity against any person by 

reason of race, color, creed, religion, sex, ancestry, national origin, age, English proficiency, 

sexual preference, marital status or veteran status.  Further, state and federal protection is 

extended because of disabilities, social or economic status, pregnancy, childbirth, 

pregnancy-related disabilities, actual or potential parenthood, or family status and other 

applicable laws.  Further information regarding these policies can be obtained from the 

Affirmative Action Officer, Mr. David Johnson, Director of Personnel (Phone 732- 257-3300          x. 1912).

IN ACCORDANCE WITH FEDERAL AND STATE LAWS AND THE  POLICIES OF THE BOARD OF EDUCATION OF THE VOCATIONAL SCHOOLS IN THE COUNTY OF MIDDLESEX, THE  504 COMPLIANCE OFFICERS

PRINCIPLES OF VOCATIONAL‑TECHNICAL EDUCATION
The following are the criteria for a sound program of vocational and technical education.

1. It successfully prepares pupils for entry into a chosen trade or occupation without neglecting the essentials of a sound general education and without excluding persons of a race, color, national origin, sex, handicap, religious, marital or veteran status.

2. It continuously adjusts to changing industrial conditions and technology; keeping up with the best current practices in the various skilled trades and occupations; uses advisory committees to assist in keeping up to date.

3. It counsels pupils without excluding persons of race, color, national origin, sex or handicap; carefully guides them through a sound training program; and helps them find satisfactory employment upon completion of training.

4. It provides for the learning of the hand skills employed in using the tools, machines, and materials of the trade or occupation and using them skillfully, safely, with good judgment, and with a pride in producing quality work.

5. It provides for the learning of the technology of the trade, and the related mathematics and science which is necessary for success in the trade and for a complete understanding of an occupation.

6. It uses methods, materials, and equipment as nearly like the actual working conditions in the trade or occupations as it is practical to do in a school shop situation.

7. It is flexible and permits high school pupils and adults to enter training when ready and able to do so without excluding persons of a race, color, national origin, sex, handicap, religion, marital or veteran status.

8. It provides opportunities for retraining and advanced training of employed workers and unemployed workers as job requirements change or as the technology of the trade changes without excluding persons of a race, color, national origin, sex, handicap, religion, marital or veteran status.

9. It provides for exploratory and guidance opportunities, recognizing that all young people do not have sufficient experience, knowledge, or maturity to decide in advance what trade or occupation they wish to prepare for or are best suited for without excluding persons of a particular race, color, national origin, sex or handicap.

10. It has the trade and technical teachers who are skilled crafts​people in their trades or occupations and also trained to be able to impart their knowledge and skill to the pupils.

          11. It is administered and supervised by personnel who are experienced in vocational and technical education; who understand the needs of pupils and the needs of industry; and who are able to work effectively with employers, labor, and other school authorities.

12. It provides opportunities for all pupils by increasing their knowledge about the range of career options available and eliminates barriers that prevent pupils from enrolling in the kinds of educational programs they choose through insuring that counseling materials as well as promotional and recruitment activities do not discriminate on the basis of race, color, national origin, sex, handicap, religion, marital or veteran status.

13. It pays particular attention to admission criteria, public notification of vocational program opportunities, prediction of success, student recruitment, promotional activities and accommodations for handicapped students so as to prevent discrimination on the basis of race, color, national origin, sex, handicap, religion, marital or veteran status.

14. It provides vocational education programs for all students including the special needs students, the disadvantaged students, the gifted and talented students and the bilingual students.

ADMINISTRATION

Mr. Brian Bilal… .. . . . . . . . . . . . . . . . . . . . ………. . . . .. . . . . . . …….…... Principal

Mrs. Rhonda Baskerville. . . . . . . . . . . . . . . . . . . . . .…… . . . .. . . . Assistant Principal

FACULTY

Mr. Michael Abbate………………………………………Health & Physical Education

Ms. Lisa Barthelme………………………………………………….……..……English

Mr. Paul Bretzger…….……………………….……..…..…Computer Assisted Drafting

Ms. Debora Brown………………………………………………….……………...Math

Mr. Anthony Catalano…. . . . . . . . . .. . . .. . . . . . . . … ….…….….….CVE Coordinator

Ms. Karen Cretella……………………………………………………..….School Nurse

Mrs. Patricia Forsman………………..…………………..…………….Media Specialist

Mr. Daniel Franke………………………………………... Health & Physical Education

Dr. Luis Garcia…………………..……………………………...…………...…..Spanish

Ms. Kathrine Gao…………………………………………………………………..Math

Ms. Debra Haghighat … . . . . . . . . . . . … . . . . …….......Computer Systems Technology

Mr. Bryan Hickman…………………………………………………….Electrical Trades

Ms. Bridget Hill………………………………………..…..…….…...Student Assistance

Mr. Guy Johnson .…………………..….…………..…………...…..Guidance Counselor
Ms. Nikki Karas …….….……..…….…….….….…….….Health & Physical Education 

Mr. James Luginsland…………………………………………………………….Science


           Mr. Stephen Moir……………….………………………………………….Culinary Arts


           Ms. Christina Monteriro……………………………………………………………..ESL

            Mr. Christopher Morley………………………………………………..……………Math

Mr. Frank Paprota….………………………………………………..……………History

Ms. Michele Hines………………………………………….……….…..…….…English

Mr. Mike Perpente…………………………………………………...….Auto Mechanics
Mr. James Rand……………..……...…….……Heating Ventilation & Air Conditioning
Mr. Zachary Stout…...……………………………………………………………History

Mr. Jeffrey Vella……..………………….……….…………..…………………..Science

Ms. Jamie Wasco …. …………………….….…….…………………………..…English 

Mr. Edward White . .. . . . . . .. . … . . . . . . . . .. . .... . . .. .. …………………….Carpentry 

                                                Office Staff

Mrs. Anair Rios





Principal's Secretary

Mrs. Ada Perez





Guidance Secretary

Mrs. Elizabeth Mullican
                 

            Clerk
                                                Custodial Staff

Mr. Leonardo Resto                                                              Head Custodian

Mr. Steven Bekesy                                                                Night Coordinator

Mr. Patrick Gorman                                                              Custodian

Mr. Grzegorz Kuziemski                                                      Custodian

Mr. Mike Meier




          Custodian

Mr. Kevin Mitro                                                                   Custodian

 HOMEROOM ASSIGNMENTS 2020-2021
	Grade 9
	Debora, Brown 
	Room 222
	A-Gonzalez

	Grade 9
	Hines, Michele
	Room 113
	Grammont-Pena

	Grade 9
	Stout, Zachary
	Room 114
	Perez-Zhingri

	 
	 
	 
	 

	Grade 10/11
	Bretzger, Paul
	Room 164
	All 10/11 CADD

	Grade 10/11
	Coyle, Joe
	Room 132
	ALL 10/11 GRAPHIC DESIGN

	Grade 10/11
	Haghighat, Debra
	Room 139
	ALL 10/11 CST

	Grade 10/11
	Hickman, Bryan
	Room 132
	ALL 10/11 ELECTRICAL

	Grade 10/11
	Moir, Stephen
	Room 208
	ALL 10/11 CULINARY

	Grade 10/11
	Perpente, Michael
	Room 117
	ALL 10/11 AUTO MECHANICS

	Grade 10/11
	Rand, James
	Room 119
	ALL 10/11 HVAC

	Grade 10/11
	White, Edward
	Room 122
	ALL 10/11 CARPENTRY

	 
	 
	 
	 

	Grade 12
	Barthelme, Lisa
	Room 210
	A-Fernandez

	Grade 12
	Lunginsland, James
	Room 215
	Ferrer-Oliva

	Grade 12
	Karas, Michael
	Room 153
	Olivares-Z


Board of Education 732-257-3300
    PO Box 1070, East Brunswick, NJ 08816



    FAX 390-4252 / 651-0618

East Brunswick Campus 732-254-8700
    112 Rues Lane, East Brunswick, NJ 08816



    FAX 613-9609

East Brunswick Special Needs 732-257-7715    112 Rues Lane, East Brunswick, NJ 08816



    FAX 613-9757

Special Needs Directors Office 732-238-7577   112 Rues Lane, East Brunswick, NJ 08816



    FAX 651-1929

Perth Amboy Campus 732-376-6300
    457 High Street, Perth Amboy, NJ 08861



    FAX 376-6391



Piscataway Campus 732-985-0717
    21 Suttons Lane, Piscataway, NJ 08854



    FAX 985-7717

Piscataway Special Needs 732-572-9494
    21 Suttons Lane, Piscataway, NJ 08854



    FAX 985-5668

Woodbridge Campus 732-634-5858
    1 Convery Blvd. Woodbridge, NJ 07095



    FAX 634-7073

Woodbridge Special Needs 732-750-9070
    1 Convery Blvd. Woodbridge, NJ 07095

Academy 732-452-2600
    100 Technology Drive, Edison, NJ  08817



    FAX 906-8421

FULL DAY SCHEDULE

1st Bell
 (Passing Time to Homeroom)
 8:49


2nd Bell (Students should be in Homeroom)
 8:52



Homeroom



 8:52  -  8:57
 

Block 1




 9:00  ‑ 10:24
 

Block 2




10:27 - 11:51



Lunch 




11:53 ‑ 12:37


Block 3




12:39 ‑   2:03


Block 4  




  2:06 -   3:30
1:30 PM SCHEDULE
1st Bell
 (Passing Time to Homeroom)
 8:45


2nd Bell (Students should be in Homeroom)
 8:48
Homeroom                                             8:48   -   8:53
 


Block 1
                                    
 8:56   -   9:51
Block 2
                                     
 9:54   - 10:49
Lunch                                       

10:52 - 11:34
Block 3
                                    
11:37 - 12:32
Block 4



          12:35 -   1:30
                                                    TEACHER GUIDELINES

OPENING DAY

The first day of school will be a full session with regular classes through the day, dismissing at 3:30 P.M.

STARTING TIME ‑ DISMISSAL TIME

Faculty members are required to sign in and out of the building on the sheet provided in the main office. This will be strictly enforced to insure the orderly operation of the school and the accuracy of records. We must know if a teacher is late or absent in order to provide coverage. Faculty members may not leave the building during the school day without first obtaining permission from the building administrator.  Staff members must sign in the exact time that they arrive.

The hours of the school day are 8:30 ‑ 3:45 Homeroom begins promptly at 8:45 A.M. All teachers should be in class before change of classes and should not arrive after the students.

OFFICE HOURS AND SERVICE

If you are in need of service or supplies from the office, please make theses requests in writing. Office hours are from 8:30 ‑ 4:30.  Please allow 24 hours to fulfill requests.

MAIL BOX

Each member of the faculty has an assigned mail box which should be emptied each morning and frequently checked for messages during the day and before leaving. Please check your box personally! Do not give students permission to clear out mail box. Items of personal or confidential nature could be in the mail box.

KEYS

All members of the faculty must leave all their classroom or shop keys in the Principal's office before leaving school each day so they are available in the event of teacher absences.

FACULTY MEETINGS

Attendance at faculty meetings is your professional responsibility. Meetings will be held at 3:35 P.M. Please see the schedule on the next page for meeting dates.  You must attend faculty meetings there are no excuses or exceptions.  Make-up meeting are held on Friday at 3:45pm.
TEACHERS' ABSENCES

If you are going to be absent due to illness, you must call an administrator as soon as possible.  If you feel you will be too ill to come to school the following morning, call an administrator in the evening so that a substitute teacher can be called right away.  Do not leave a message on the answering machine.  In situations where the illness extends beyond one day, you must call the Principal's secretary before 3:00 P. M. to notify her of your expected absence for the next day or days you must provide a doctor’s note upon your return to avoid the potential of being docked for on invalid sick day. This procedure must be adhered to for the orderly operation of the school. Always have plans for a substitute available.  If possible, current work should be provided for substitute to follow.  Teachers filing for personal days should do so as early as possible. 

 LESSON PLANS

Planning is an important part of good instruction. A large part of teacher evaluation is concerned with the planning process. Plan books will be completed in Genesis by 9am on Mondays.  Plans should be referenced to the learning objectives and proficiencies listed in your course of study outlines. Lessons should be in logical sequential order; homework is also to be listed.

PARKING
Parking is always at a premium in a school in an urban setting.  The school lots are for MCVTS staff and faculty.  Parking spots are assigned and each person is given a decal which is to be placed in the left rear window or left rear driver window.  If you need more than one decal permit, please come to the main office.

Students can park on the side streets or the small St. Stephen’s lot during the day.  In the evening both St. Stephen’s lots can be utilized by MCVTS and MCC students.

SYLLABUS ‑ COURSE REQUIREMENTS

As part of your organizational plans, you must set up in writing, the requirements of each course with which students will be expected to comply. These must be reproduced and distributed to each student and should contain such items as:

1. Course Proficiencies and Topical Outline (with headings)

2. Safety Regulations

3. Classroom or Shop Rules

4. Notebook Requirements

5. Homework Policy

6. Special Projects or Reports

7. Overall Requirements

8. Evaluation and Grading Policy which should include cutting policy

9. Requirements for Student Participation in Class

10. Special Regulations, etc. 
11. Each syllabus should posted on the individual teacher’s E-Board
12. You must submit a copy of your Syllabus to Mr. Fuller by September 20, 2019
TEACHERS RESPONSIBILITIES

Teachers are to directly inform parents via mail, conference, progress reports etc. when pupils’ absences indicate an impediment to the students’ instructional program.

TEXTBOOKS

It is the teacher's responsibility to use Board‑approved textbooks and to order primary textbooks, and to order needed replacement books when necessary.  Please use the appropriate book request form.

All textbooks supplied to students by the school system must have stamped on the inside cover a textbook label form, date, and be numbered in a conspicuous area.

When issuing a book to a student, the teacher must indicate the condition of the book on the label form and date issued. The student shall write his/her name in the appropriate area. The teacher must also record the number of the book issued to the student in the teacher's class book. Also insist that all issued books are covered.

At the end of the school year, the books are to be collected, fines assessed and collected, if the books have been mistreated, abused or lost. Be certain that the number on the book corresponds to the number recorded when you issued the books.

PROGRESS REPORTS

Progress reports shall be used to inform students of positive accomplishments as well as deficiencies as per Board of Education policy. In the majority of situations progress reports shall be issued on the dates listed below. Teacher may distribute progress reports at other times if needed. 
NINTH GRADE SHOP ROTATION

All ninth grade students will go through three 15 day rotations.  They can rotate through three of the eight shops available in our school.

The rotation dates are:
September 08, 2021 – September 29, 2021
September 30, 2021 - October 21, 2021 

October 22, 2021 - November 18, 2021







File Code: 6146

GRADUATION REQUIREMENTS                                                                                                                                                                                                                                   
The chief school administrator shall put into effect the procedures necessary to assess each student upon entry into the system, and, annually thereafter, to identify those students not meeting the state or district proficiency requirements in reading, writing and deficiencies at the lowest possible grade level.

Students with Limited English Proficiency

Students with limited English proficiency must be provided with the program opportunities required by law, and must fulfill the regular state and district requirements for graduation.

Proficiency 
In consultation with appropriate professional staff, the chief school administrator shall develop and present to the board for adoption indicators of achievement and standards of proficiency and attendance demonstrating successful completion of each course offered at every level of the high school.       
GRADES

All grades must be recorded in the Genesis Computer System and are to be available to the student and/or his/her parents upon request.

GUIDELINES FOR DETERMINING GRADES

1. Grades are always cumulative in the sense that the quality of work done now is inevitably based on everything learned before and this should be taken into account in arriving at the present grade.

2. Normally, if the course of study is well adapted to the pupils and the teacher, and pupils have done their best, ACTUAL FAILURES SHOULD BE LESS THE 10% Of ANY CLASS.

4. Always consider the pupil's attitude and ability in determining grades and setting achievement standards. Expect high quality of work from every student! 
5. Students who cut your class are not entitled to make up any work and are to receive a zero for all work missed on that day.

6. Since a student’s performance / participation is a significant portion of every grade

excessive absences should have a negative impact on pupil grades.

7. Refer to the district's policy edition (policy # 6147.1) for further information on the

"evaluation of individual student performance."

Teachers are encouraged to directly inform parents via conferences, progress reports and/or telephone calls when absences from their particular class or classes indicate an impediment to the student's instructional program.

Adult students or parents/guardians will be notified of failure or possible failure by the mid‑point of each marking period. If the possibility of failure occurs after the mid‑point, the teacher must contact the adult student or parent/guardian by telephone or Progress Report.

Progress reports should be utilized to indicate positive remarks as well.

 REPORT CARDS AND GRADE SHEETS

I. All students, including adults, are to receive grades:

The numerical grade will correspond to a letter grade as follows: 

Grading System for Achievement
         Grade

A+
(98-100)
This grade indicates that the student is outstanding both as to quality and quantity of work produced.

A
(92-97)
A- (90-91)

B+
(86-89)
This grade indicates that the student is above the average in quality and quantity of work produced.

B
(82-85)

B- (80-81)

C+
(76-79)
This grade indicates that the student is producing a passable quantity of work.

C
(72-75)

C- (70-71)

D
(65-69)
This grade indicates that the student is near failing because he/she cannot do or will not do the required quantity or quality of work.


F
(Below 65 - FAILING)
This grade indicates that the student has not completed the required amount of work and / or the work done is unsatisfactorily. All failures must be made up in summer school with a passing grade.
STUDENTS CANNOT RECEIVE A NUMERICAL GRADE BELOW 50 during the 1st, 2nd, 3rd, 4th marking level on their report card. The Genesis system will automatically default to the “50” if the student’s average is below that threshold. 
b. If a student has not completed the work for the marking period and is entitled to additional time, the student should receive an incomplete. This is represented by an "INC". Any student who received an incomplete must be given a time limit in which to complete the work, normally two weeks after the close of the marking period.

c. Students receiving a 65 or lower in one of the first two marking levels must receive a “Possible Failure for the Year” letter. If improvement is not made after the third marking level another letter must be sent. 

In some instances, more or less time may be given due to individual circumstances.

TEACHERS GIVING INCOMPLETE GRADES ARE RESPONSIBLE FOR SUBMITTING THE PERMANENT GRADE TO THE GUIDANCE DEPARTMENT.


.
.
_
.
.
.

II. The following applies to the grades in the Health and Physical Education Department.  This procedure is slightly different.

a. Separate grades will be given for health and physical education,

            They will be averaged for a final 

IV. Shop Teachers should send in "Best in Shop" list for each grade level. Ninth graders may be included.
Your adherence to these procedures is extremely important. Report card time is a highly emotional and stressful time for everyone. A smooth and error‑free process can do much to reduce the tension and misunderstandings which sometimes lead to involved and often unpleasant confrontations.

HOMEROOM & CLASSROOM ATTENDANCE PROCEDURES
All attendance for your classes should be maintained on Genesis Computer System

Homeroom 8:52 A.M. – 8:57 A.M

2. When a student enters homeroom after 8:52 bell, he/she is late and it should be noted on Genesis that the student has arrived late for school.  Please mark the Genesis appropriately. DO NOT HAVE THE STUDENTS SIGN THEMSELVES IN! You MUST call each individual student and record their attendance in Genesis ACCURATELY!
3. It is extremely important to keep accurate attendance records as they become official records for the Board of Education and determine the amount of financial aid received from the state.  Also, attendance records become critical when working with students who are discipline problems.

AFTER HOMEROOM

If a student arrives at school after homeroom period ends, they must report to the MAIN OFFICE where they will sign in.
Late entering students will receive a late pass indicating their time of arrival.

ABSENTEE LIST
1. The attendance office will publish a daily list of all absent and late students.  Students arriving to school after homeroom period has ended will have their time of arrival written in next to their name on the attendance list.

2. If a student arrives after the absentee list is distributed, the late issued by the attendance office will be the indicator to the teachers that this student has signed in and is officially present in school.
3. All Teachers are to use the absentee list to check the attendance of their students

a. Teachers are to keep a daily record of class attendance on Genesis: accuracy is extremely important.
b. When discrepancies occur, i.e. a student is listed as absent but is present and does not have a late pass, or if a student’s is absent but not listed on the attendance list, the teacher will submit the student's name under the appropriate column on the discrepancy form.  This form is to be submitted to the attendance office no later than 3pm each day.

c. All students involved in school activities which require them to miss a class must have a pass signed by the sponsor of the group and must show that pass to the teachers whose classes they are going to miss.

d. If at all possible, if a student’s name appears on the attendance list and is present in your class without a late pass, it would be greatly appreciated by the office if you would send the student to the attendance office to sign in, in addition to entering their name on the discrepancy form as being present, but marked absent.

CUTS

Cutting individual classes is highly disruptive to a student’s continuity of instruction and cannot be tolerated.

Any student that cuts a class should be reported as soon as possible to the Assistant Principal for punishment and resolution of the matter.

The Assistant Principal will send notification to parents informing them of cuts.  If problem is serious, a parent conference is warranted.
TEACHER RESPONSIBILITY IN HANDLING LATENESS TO CLASS
The following procedure should be followed in handling lateness to class:

1. Keep a record of student lateness in your class. (You can if you wish withhold privileges.)
2. DO NOT refer a student to the office for lateness unless the lateness has become a common place event with the student.

Attendance records become legal documents.

LATE ARRIVAL AND EARLY DISMISSAL

The board recognizes that from time to time compelling circumstances will require that a student be notified in advance of such absences by written request of the adult student or parent/guardian, which shall state the reason for the tardiness or early dismissal.
When any student is tardy more than three times for UN-excused reasons during a marking period a conference with the adult student or parent/guardian may be required.  Three tardies will be equivalent to one absence.
1. High school students who wish to leave class/shop early must file and early dismissal request in the building administrator’s office two days prior to release.  For an emergency the building administrator can grant permission based on a telephone contact with the parent/guardian.  A high school student must have his/her parent’s/guardian’s permission and must secure the permission of the teacher(s) before any early dismissal is granted.

2. A note from the parent/guardian must be brought to the homeroom teacher on the day the student returns to school, or within 48 hours.  
3. Periodically, the Attendance Office will publish a list of students who have accumulated Un-excused absences from school, not from individual classes, and implement the attendance procedure.
 a. In order to remain on the rolls of the school, a student must continue to attend a full schedule of classes even when excessive absences have denied that student credit in one or more courses.

 b. Three (3) Un-excused lates to class will equal one (1) UN-excused absence from class.  It is the individual teacher’s responsibility to monitor this.
MAKE‑UP WORK

When a student is absent from school for a legal reason the teacher, by school law, must give the student an opportunity to make up the missed work. Suspensions, in and out of school, are legal absences. Students should be given 10 days to complete assignments and the work must be completed. In some situations it is not possible to make up the exact work. Therefore, you may substitute other assignments, reports, etc. If the student has not completed the work within the time period, you should average a "ZERO" into his/her for each assignment missed.

Each teacher must carefully record attendance information and keep the students aware of the procedure. This system will improve the attendance of students if all teachers cooperate in this effort.

FIRE DRILLS

Fire drills are held as required by law. Teachers are to instruct his/her classes in the route of egress from the classroom and the rules and regulations for fire drills. (See attached rules and regulations). Everyone must leave the building when the fire signal is given.

PROCEDURE DURING FIRE DRILLS

1. Signal to leave building ‑ fire bells will ring in halls. It must be assumed that each alarm is real.

2. Procedure for leaving classroom or shop:

At the alarm, pupils should become quiet and give their attention to the teacher.

The teacher should line up their group, selecting two responsible students to lead, and after ascertaining that the route is clear, instructs the class to leave the room to go to their respective station.

The teacher should leave the room last. The electric current must be off, windows and doors closed. The teacher should be the last person in line behind the pupils but must keep up with them.

Students must walk rapidly. No running, shouting, pushing, crowding or playing will be tolerated. Talking should be kept to a minimum.

In the event of a blocked stairway or corridor, use the nearest available exit.

When the fire signal sounds, EVERYONE MUST LEAVE THE BUILDING. Any variation to this rule must come from the Principal. Please see the BUIDLGIN EVACUATION PLAN map located at the back of this handbook to see where your class is expected to congregate during Fire Drills and Emergencies. 
No pupil or teacher is to re‑enter the building until the pre​arranged signal for re‑entering is given. 

Teachers should count pupils upon reaching outside station with the pupils facing the teacher.

 Teachers must have their attendance book with them during the fire drill.

Teachers at lunch should stop eating and go to student cafeteria to see that students go outside in an orderly manner.

In the event it is raining, students leave as usual and do not stop at lockers for coats

Misbehavior by the students will not be tolerated during a fire drill; fires can cost lives!

CAFETERIA SUPERVISION

Interpretation and enforcement of rules must be uniform among teachers if we are to expect student compliance.

Cafeteria duty consists of being present in the cafeteria and keeping the diners orderly. They are not to leave the cafeteria before being dismissed by the Instructors on monitoring duty. Your schedule assigns the period and time of the duty.

FOOD IS NOT TO BE TAKEN FROM THE CAFETERIA FOR ANY REASON OR EATEN IN ACADEMIC CLASSES OR SHOPS BY STUDENTS OR TEACHERS. 

TEACHERS MUST REMAIN in the cafeteria until all students are dismissed and have left.

Alternately, teachers may be assigned patrolling duties.

IN SCHOOL SUSPENSION 

Pupils are to work from bell to bell.

Teachers must remain until relieved by the next teacher.

Teachers are encouraged to send assignments for their students who are assigned to I.S.S. 
HALL DUTY ASSIGNMENT

Teachers will be assigned to Hall Duty according to a definite schedule.

1. Tour the Building and note the condition of the facility, lockers, ceiling tiles, floors, drinking fountains, etc. Notify office in writing if there are any problems.


          (See item #7)

2. Check gym and return students to their classes.

3. Check Boy's Room / Girl's Room.

4. Check all students encountered in the hall for the right kind of pass.

5. Greet visitors courteously. Direct visitors to the main office.

6. In the case of an unauthorized fire drill ‑ pinpoint the time it occurs and record names of any students in halls at that time.

7. Staff members may have fixed assignments.

HOMEROOM HALL DUTY (AM)

At the start of the day pupils are to be encouraged to enter the building in a timely fashion.

Teachers are to enforce rules about food & phones, etc.

OUTSIDE ASSIGNMENT (PM)

At the end of the day teachers are to supervise pupils waiting for their buses.  Problems

should be reported to the administrators. 

PASSING PERIODS
Classroom teachers must supervise the pupils in the halls during class changes and dismissals. This is a normal duty and helps with the orderly Conduct of the school.

Do not change the location of your class without approval of the building administrators.

SMOKING

NO SMOKING ON SCHOOL GROUNDS AT ANY TIME BY ANYONE. NJ STATE LAW.  This will be enforced by teachers and administration. Students caught smoking can be subject to suspension from school and fine by the Board of Health Stop Smoking Information is available in the Nurse's Office. IDA Insurance will pay for help if you check your coverage.
PREPARATION PERIODS

Preparation periods are to be used by the teacher for the improvement of instruction per the current contract. Other duties will be assigned in accordance with the current association agreement. Under no circumstances should teachers leave the building unless excused by the Principal.
PASSES FROM CLASS
Any pupil who requests to leave the classroom must be given a written pass.  Only one (1) pupil is allowed out of class at a time.  Pupils who are allowed to leave class must complete the sign in/out sheet.  This sheet is to hand in at the end of the week along with your plan book.

MORNING EXERCISES

The State Law requires that a flag salute be given each morning before classes. Encourage student participation ‑‑ at minimum stand up and be respectful. Everyone must listen to the announcements.

EQUIPMENT AND SUPPLIES

Equipment requests and supply requests are normally due during the fall (or when requested by Central Office). The obtaining of additional equipment or supplies after budgets are submitted cannot be done. Do not rely on the office to order such items as goggles, rulers, masking tape, etc. These should be included in your annual supply requests.

All equipment and supply requests must include the following information; supplier’s name, address, approximate cost, catalog #, etc. Do not rely on the business office to obtain this information for you. If all information required is not available to the business office you run the risk of that item not being ordered

Supplies will be checked by the custodians and delivered to the individual teacher for further checking. If items are missing, notify the office immediately. A list of equipment should be kept by individual teachers with model numbers and serial numbers.

ANNOUNCEMENTS

Announcements will be made each morning at 8:52 A. M. Meetings scheduled by teachers should be approved by the Principal and all faculty members notified in writing of time and place of meeting. Coaches are required to supply the office with a list of players for each sport and to post this list on the bulletin board. All notices of games must be presented before 8:30 to he announced.

The intercom is to be used only by office personnel.

ASSISTANT PRINCIPAL

The Assistant Principal is in complete charge of the building during the absence of the Principal.
CERTIFICATION REQUIREMENTS

Teachers on emergency or provisional certification must send their certificate for renewal and a transcript from the college to the Superintendent’s office so it can be processed for renewal. Failure to qualify for renewal could mean loss of job. Check with your building administrator if you have questions.

CHANGES IN SCHEDULES OR PHYSICAL ASPECTS OF ROOMS

Teachers should secure advance permission from the Principal or Assistant Principal before any changes are made in student schedules and activities, or any changes in the physical aspect of rooms or departments.

ROUTINE MAINTENANCE REQUESTS

Requests for repairs or any type of extra custodial service must be channeled through the Principal's Office. The size of the school and the routine of the maintenance staff require that this procedure be mandatory.

ACCIDENTS AND REPORTS (INCLUDING ALL SPORTS)
Any student involved in an accident, however minor, shall be sent to the school nurse. Accident reports should be made on all accidents on the day of the accident by the teacher or responsible person supervising the activity or witnessing the accident

Safety Standards Plan book must be possession of the shop teachers at all times.

Any accident, however minor, may become subject to litigation, essential information should include:

1. Date, Time of Day, place, witnesses, apparent extent of injury, first aid given, instructions given and transportation provided.

A form for physician or hospital care is to be given to student or parent upon request. The physician or hospital will fill out the form and mail it directly to the insurance company.

The parent or guardian is responsible to see that payment is made. Purchase of school insurance for students is advisable. Every student is covered by an excess liability insurance policy issued by the Board of Education.

FIELD TRIPS

The Board recognizes that field trips are a most effective and worthwhile means of learning. Trips of an educational nature are encouraged and approved by the Board, provided they supplement the teaching program, are well planned, and are carried out in a constructive manner.

The following guidelines are set to implement the planning of field trips:

1. All field trips and trip arrangements must have the approval of the School Principal, Superintendent, and Board of Education. Please use REQUEST FOR APPROVAL OF FIELD TRIP FORM.

2. Transportation costs for educational trips shall be paid by the Board within budgetary allotments. Students may be asked to pay incidental charges such as for lunch, provided arrangements are made for students who are unable to do so. No student shall be required to take part in a field trip for which there is any charge.

3. Suitable instructional arrangements must be made for students in the group who do not take the trip and for classes whose teacher is making the trip with another group.

4. Sufficient supervision must be provided in order that discipline on the trip is effective.

5. All high school students must submit a signed parental permission slip for the specific trip. Post‑secondary students must submit signed parental permission slip if they are under 18 years of age.
6. Private transportation will not be permitted except in line with Board policy.

7. Each trip will be evaluated by the teacher and the administration.

RECYCLING
       Besides the citations and fines, it is our responsibility to teach our students the need for and importance of recycling and conservation.  We should not need a crisis, drought or unexpected shortage to spring into action.  Recycling is proactive and is another way to teach students how to think ahead and prepare for the future.  Please use the proper receptacles to recycle white paper, aluminum, glass, plastic and cardboard.
STAFF INDENTIFICATION
     Instructors are reminded that our students are required to wear/have in their possession a lanyard displaying School I.D. This policy will be in effect for all staff as well.
I.D. Cards- All students and MCVTS faculty and staff are required to have school authorized identification cards.  Students must produce their I.D. cards on demand.  Visitors should have passes which identify them.   Visitor passes will be available in the main office.

POLICY PERTAINING TO SCHOOL MONIES

1. Cash Record Books are required for verification and as an orderly procedure when accounting public funds. There are two accounts: Board of Education Money and Teacher‑Pupil Money. They are never mixed. Separate entries must be made in your cash book. Anything involving school property is Board of Education. Fund raising money is Teacher‑Pupil.

2. The cash book open pages will show RECEIPTS on the left page and DISBURSEMENTS on the right page. Successive pages will be marked.

3. When receiving money from anyone always issue a receipt. Then make this entry on the receipt page. The office clerk receiving your money for bank deposit will issue you a receipt for your money.

4. To make a disbursement of teacher/pupil money, (Board of Education money is impossible to disburse by anyone except the Board) you must complete a Teacher/Pupil Fund Request for Payment form and submit same to the Principal's secretary. The disbursement must be indicated in your cash book

5. All lost or missing money must be reported immediately in writing ex​plaining the circumstances in detail. Never leave public money in your desk or elsewhere. It must be turned in after 3:30 P. M. each school day. Never put public money in your personal checking account for convenient disbursement. This is against the law.

6. Teachers with extra services positions who are involved with dues and fund raising activities have a big responsibility handling money. Receipt money in writing always.

ASSEMBLIES

All teachers are to supervise the orderly passage of their classes to the gym or cafeteria for assemblies and remain with them during the entire time

CLASSROOM - SHOP MAINTENANCE

The following routines should be strictly adhered to in each and every classroom/shop


on a daily basis:


1. Food and beverages are not to be brought into or eaten in the room.

2. The room is to be locked, lights out, and windows closed every day when checking out. Desks are to be straightened, papers picked up, the board erased and "good order" should be obvious.

3. Bookcase shelves should be orderly and uncluttered.

4. The instructor's desk should be orderly and prepared as though a substitute is expected in your class tomorrow.

5. All broken furniture and cracks in walls and partitions. etc. should be reported in writing to the Principal immediately.

6. The bulletin board should be maintained and changed frequently.

EMERGENCY MANAGEMENT PLAN

     The District has implemented an emergency procedure to inform students and staff of a potential life threatening circumstance in our building.  The following two (2) code signals will be used:

1. Medical Emergency:  This will signal a life threatening medical situation (e.g., cessation of breathing, uncontrolled bleeding, heart attack, unconsciousness, severe shock, etc.)

2. Lock Down:    This will signal a non-medical emergency and relates to an extreme circumstance that has the potential of becoming life threatening for one or more within the building (e.g.,) armed and/or dangerous individual within the building, to include students.) During a Code Red situation it is necessary for NO ONE TO MOVE.  This indicates a situation is unstable and the risks are too great to have anyone moving about the school until the Police arrive and assist in the assessment of the incident. 

Once a situation is given a code category the following procedure will go into effect.
1. The Principal will make an announcement over the Public Address System-which a 

       Code will be repeated at least three (3) times.

2. Under an Active Shooter situation, the following will happen:

a) All students shall remain in their classrooms with their teachers.

b)   Doors will be locked & teachers & students shall move out of doorway if             possible.

                c)    Students and Staff in the hall should seek their classrooms or a enclosed area
d) Absolutely no passes will be given.
e)  Class change bells will be ignored until further notified.

f) An “All Clear” announcement over the Public Address System will be     repeated by the Principal at least three (3 times.  This will signal that the situation is now over.     
3. Under Medical Emergency (Code Blue), follow all above steps, except b.

4. A “Lock Down” is slightly different from an “Active Shooter”. This is called when there is potential danger from the surrounding neighborhood such as a fugitive or other dangerous situation. During a “Lock Down” situation, all windows facing the outside should be covered with drawn shades. No one is to enter or leave the building. Inside the building, normal operations will continue. 
ACCIDENTS ON THE JOB
If you should suffer an accident while in school or at a school function, you should report it to the school nurse immediately or as soon as possible. QualCare will be notified and they will direct you to a doctor if needed.  

In case of an emergency, transportation to medical services, normally am emergency room, is first priority.  The administration should be notified as soon as possible so that QualCare can begin to manage your health services.  All accidents, no matter how minor, should be reported to the school nurse.
QualCare contact number: 1-800-425-3222 

SHOP PRODUCTION REPORTS
Monthly reports are due in the office before the last school day of the month. The production report contains the shop order number, the quantity and description of articles produced and sold the actual charge and the sales value. The total sales should equal the amount handed into the office during the month.

RECEIPTS FROM SALES

All money, except cafeteria receipts, must be deposited with the office secretary on the day it is received. It will be accepted only after 3:30 P. M. Accurate records must be kept of every financial transaction, regardless of the amount of money involved.

TUITION RE- IMBURSEMENT PROCEDURE*

1. The teacher must apply in writing to the Superintendent through the Principal requesting approval of the course(s) to be taken.

a. You may register and then request approval.

b. If you change courses, notify the Superintendent

2. Upon receipt of written approval, teacher may take course(s).

3. The teacher must submit a copy of the tuition receipt payment form.

4. Upon completion of the course(s) the teacher must submit a transcript of course(s) taken indicating the grade or grades received.

5. The teacher must submit a Board of Education voucher requesting and showing tuition costs.

*Applies only to certified teacher.

HAZING NEW STUDENTS

New Students are constantly enrolling in our school, particularly in the ninth and tenth grades. The first few weeks' can be rather difficult due to adjustment, barrage of new information, strange names and places, etc. These students need and deserve our empathy and understanding.

New students, during the first few months of orientation, can be easy prey for upperclassmen. They can be harassed, teased, and discriminated against without rhyme or reason.  Bullies are hollow leaders that instructors must deal with constantly. Very often, their activities end up in fights and injuries
Because two grades may be in the shop at the same time the shop teacher must not become complacent or apathetic to hazing.   It must never be tolerated or treated as a “necessary ingredient to reaching adulthood.”   To encourage this nonsense provokes obscenity, profanity and horseplay.

Each shop teacher should take enough time to carefully explain the hazards of hazing as well as its ramifications to each individual's rights. This is an ongoing educational process. Teachers must nip hazing the moment it starts and report repeaters to the office immediately.

EXCUSES FROM GYM/CLASS (LONG TERM)

Students wishing to be excused from gym or class, because of health problems which would interfere with their regular attendance or performance in class, must have an official explanation from a physician. The school nurse must have a copy of the excuse on file. She will notify the teacher when the excuse is valid and when it expires.

GUIDANCE COUNSELOR

TEACHERS SHOULD CONSULT FREQUENTLY WITH COUNSELOR TO GAIN/SHARE BACKGROUND INFORMATION ON THEIR STUDENTS AND TO DISCUSS LEARNING PROBLEMS.

SUPERINTENDENT

Teachers wishing to see the Superintendent must make the appointment through the Principal.

Any correspondence to the Superintendent or Central Office must be made through the Principal.

ORDERING MATERIALS

All materials ordered for school use must be cleared through the Principal first. In requesting books or other materials for examination, please be aware you (the teacher) are responsible for the return mailing and mailing costs. Once you feel you would like to use these materials for your class or shop, consult the building administrator.

Items purchased under petty cash will only be reimbursed if approval was received from the Principal in advance. There is a $10.00 maximum allowed for petty cash purchases. If supplies or equipment are needed by school personnel a requisition must be submitted through the Principal to the Central Office. Instructors are not to order materials directly from salespeople or business office.

Teachers in charge of class projects must have the Principal's permission to purchase items for these projects.

WORK ORDERS

All orders for shop work requested by teachers must be authorized by the Principal. A Work Release Form must be completed by all faculty members before work can be done on autos or TV's or have projects made in any shop. All personnel shall provide or pay for all parts or materials uses.

PROCEDURE GOVERNING WORK ON VEHICLES

1. All vehicles to be worked on must have a signed release by owner of vehicle before work starts. Check registrations. If registration is not available, do not accept work. Release must show vehicle identification number.

2. Vehicles cannot be left outside overnight, over weekends or over holidays. If the job is to take more than one day, the vehicle must be stored inside the building.

3. When storing vehicles inside your shop, insure that adequate space is provided for night school operations.

4. Do not accept any work unless the owner has parts or the parts can be obtained that day from a local supplier.

EXTRA SHOP TIME

No student is to be in shop during his/her academic or related classes. Extenuating situations will require the written permission of the Principal or Assistant Principal.

BUILDING USE AND USE OF SCHOOL EQUIPMENT

School personnel may not use shops or school equipment when school is closed without authorization from the Principal. No school equipment is to be taken from the building without permission.

EARLY RELEASE

Do not release any classes at any time during the day until the bell rings and, at that time, they should leave the room in an orderly fashion. This includes lunch periods.

EARLY RELEASE MAKES DISCIPLINE IMPOSSIBLE.

VISITORS

Visitors are to report to the office for a pass before being allowed in any shop or class. Do not allow any person to enter your shop or class unless they have a pass from the office.

STUDENT PASSES

When a student leaves your room to go to another area of the school, i.e., nurse, guidance, lavatory, office, he/she must have a written pass from you.  This pass must have the time, date and location that the student is attempting to go to.

IN‑SCHOOL SUSPENSION

Students assigned to in‑school suspension (ISS) must receive work to do from the teachers whose classes the student is missing.

Teachers will receive notification from the Principal's office when a student is assigned to I.S.S.

WITHHOLDING TAX CHANGES

Changes must be made in writing using the appropriate form and given to the Principal's secretary, who will forward it to the appropriate office.

DISCIPLINE

The majority of discipline problems can be avoided through effective organization of classroom procedures and teaching material. Setting procedures that are followed in the classroom provide the student with a framework in which to function. This can be done efficiently and effectively through the use of course requirements as stated earlier.

All lessons should be well thought out and planned ahead. Students can easily tell when a teacher has not planned and is "winging it". Being unprepared leads to classroom problems and can lead to loss of respect. If the students lose respect for you, it is very difficult to regain respect.

Most discipline problems can be, and should be, handled by the classroom teacher. Some tips on how to prevent and handle discipline problems are the following:

1. Overreacting can escalate a minor incident into a major confrontation. Avoid confrontation in front of other students. Try not to paint yourself into a corner.

2. When establishing class rules, keep them to a minimum. Specify the rules in a positive way.

3. Post the rules in front of the room.

4. Praise students when they follow rules.

5. Send students to the Principal/Assistant Principal only when it is necessary.  A written report must be submitted by the end of the day.   LEARN TO HANDLE SITUATIONS YOURSELF. STUDENTS SHOULD BE REFERRED ONLY AFTER YOU HAVE EXHAUSTED ALL OTHER METHODS

 6. An unexpected answer to a rhetorical question can put you in an embarrassing position.

7. When verbally reprimanding, express your displeasure with the behavior, not the student.

8. When a student is angry, frustrated, etc., try to identify a "feeling" word and reflect it back such as ''You really are angry, aren't you?". If the student feels you truly understand his or her feelings, this may encourage further dialogue which ultimately leads to problem solving.

9. Be knowledgeable and sensitive to the hormonal and physiological and psychological changes which may precipitate discipline problems. Also be aware of your own physiological/emotional conditions which may determine whether what you consider and react to as a discipline problem one day would not be considered as such on another day. BE CONSISTENT.

10. REINFORCE POSITIVE BEHAVIOR RATHER THAN ALWAYS PUNISHING NEGATIVE BEHAVIOR.   Positive attention could take the form of praise, hand shaking, smiling or any other action of approval. Minor negative acts should be ignored. Intervene only when serious disruptions occur with an accent on encouraging the positive.

11. Hold consistently to your rules for reinforcement or punishment. Don't sometimes reinforce and sometimes punish the same behavior. Don't give in after deciding a behavior shouldn't be reinforced. Only if you show consistent reactions to students' behavior can they learn what is acceptable and what is not.

12. Avoid group punishments whenever possible as they are difficult to enforce and many times students not involved in the situation are punished unjustly.

CLASSROOM INSTRUCTION GUIDELINES
1. Bell to bell instruction

2. Regularly assigned homework

3. Class-work assigned to pupils when the teacher is doing clerical work.

4. Active participation of pupils in all lessons.

5. Assignments given for A-V (audio - visual) lessons.

6. Comprehensive summary notes to be copied by pupils into their notebooks

should be graded at least once per marking level.

7. Projects should be assigned for over vacation periods e.g. Winter and Spring

breaks.

8. Extra credit assignments should be given.

9. Wherever possible HSPA preparation should be integrated into classroom

work.

10.  Pupils who are absent or late are to make up missed work / assignments.

STUDENT DETENTION          

Detention is assigned to students for violations within the classroom by the teacher involved. Reasons for student detention may include misconduct, failure to turn in homework on time, horseplay, being sent from the room and many other reasons. Students involved must be given at least 24 hours notice of such detention. Students are to report directly to the teacher involved for their detention.

DISCIPLINARY ACTION

Teacher follow up information on pupils to the office.

Disciplining students is the responsibility of the faculty ‑ whether the infraction occurs in the teaching period ‑ or between classes.

If a student misbehaves in class the teacher should reprimand the student‑explaining exactly what kind of conduct is expected. If the student responds well, the problem is solved. If the student does not respond well they may be assigned teacher detention (and given 24 hours notice). Make sure the student knows WHY detention was give and WHEN to report to the teacher.

Should the student fail to report for detention, the teacher should fill out DISCIPLINARY REFERRAL and send a copy to the Assistant Principal who will take further action. Should the student not report on the 2nd detention, the teacher will send the office copy to the Assistant Principal who will take further action.

STUDENT SAFETY
We should never relax our efforts toward the maintenance of safe shops, laboratories, and classes. Safety is everyone's responsibility. Therefore:

1. All employees of the school system shall report any unsafe equipment, tools or practice to the Principal.

2. Each shop instructor and each related science teacher shall develop a set of general safety rules for his shop or laboratory and specific rules for each machine, process or piece of equipment used to instruct pupils.

3. The general safety rules for each shop and specific safety rules for each machine should be carefully prepared.   Each instructor requiring such safety rules should have sufficient copies available for each student and copies should be posted in the shop. 

4. No pupil shall be permitted to work in a shop or laboratory until he/she has been instructed in the general safety rules and no pupil will be permitted to operate a machine, use a piece of equipment or hand tool or conduct an experiment until they have received proper safety instructions concerning the particular equipment to be used.

5. The principal shall arrange for sufficient inspections during the year for such things as electrical extension cords, motor connections; machine safety guards, portable equipment, tools, ladders, goggles, hand tools, etc., so that they are always safe to use. The inspection of the major equipment in a shop shall be conducted by the principal and the teacher of the shop being inspected.

6. It is recommended that each school have a functioning Student Safety Council made up of at least two students from each shop class. The students should be selected by the shop teacher and should assist in keeping the shop safe.

7. One of the two students should be selected as a delegate and the other as an alternate to a Student Safety Council which should have officers and which should meet at least once a month, with a faculty adviser for the purpose of working out programs for making and keeping the school a safe place.

8. The secretary of the Student Safety Council should keep accurate and legible minutes and accurate monthly records of accidents by shops.

9. Safety should be stressed in every lesson and one safety aspect emphasized at least once a week.  This special emphasizes should be highlighted in your plan book.

10. Teachers are to provide hall supervision of students when students are passing from one class to the next. Students must not be permitted to run or push.

11 Teachers must be familiar with the safety regulations for students.

12 Teachers are to review periodically with their classes the fire regulations pertinent to the rooms in which they are located.

13. In every fire drill / fire, teachers must, as required by law, carry the class roster with them at all times.

14 Students may not work at any time in the building without faculty supervision.  A class must never be left unattended.

15. By order of the Fire Department, no car may be parked directly adjacent to shops in the fenced in area. No driveway should be blocked by a vehicle.

16. All accidents should be reported to the nurse and main office immediately.

EYE PROTECTIVE DEVICES

A. Use of Eye Protective Devices

6:3‑1.14, Title 6, Department of Education, State of New Jersey Administrative Code (Sup. 1‑3‑84):

a) Each district board of education shall require each pupil, teacher and visitor in the public schools of the district, including evening adult school pro​grams, to wear appropriate eye protective devices while participating in any regular school program as defined in N.J.A.C. 6:8‑1.1 in which caustic or explosive chemicals or materials, hot liquids or solids, molten materials, welding operations of any type, repairing or servicing of vehicles, heat treatment or tempering of metals, the shaping of solid materials and laser device operation and experimentation or any similar process or activity is engaged in, exposure to which might have a tendency to cause damage to the eyes.

b) The term "appropriate eye protective device" shall include plane or prescription lenses provided the lenses and other portions of the device meet or exceed the prescribed specifications for the device. Specifications for appropriate eye protection for various activities shall meet or exceed standards described in 1 and 2 below. The standards, with all subsequent amendments and supplements, are hereby adopted as rules. [NOTE: ANSI Z87.1‑1989 has been accepted by the American National Standards Institute.]

1. American National Standard Practice for Occu​pational and Educational Eye and Face Protec​tion, ANSI: Z87‑1‑1979.

b) The term "appropriate eye protective device" shall include plane or prescription lenses provided the lenses and other portions of the device meet or exceed the prescribed specifications for the device. Specifications for appropriate eye protection for various activities shall meet or exceed standards described in 1 and 2 below. The standards, with all subsequent amendments and supplements, are hereby adopted as rules. [NOTE: ANSI Z87.1‑1989 has been accepted by the American National Standards Institute.] 

2. American National Standard Practice for the Safe Use of Lasers, ANSI Z.136.1‑1986 and eye protective procedures recommended by the manu​facturer of the laser device.

c) Emergency eye wash fountains or similar devices capable of a minimum of 15 minutes continuous flow of eye wash solution shall be provided in class​rooms, shops, laboratories or other areas where pupils or instructors are exposed to caustic materials that can cause damage to the eyes.

EYE PROTECTION DEVICES (Cont’d)
d) The following types of eye protective devices shall be used to fit the designated activities or proc​esses:


Potential Eye Hazard Eye Protective Device(s)

1.   Caustic or explo​sive materials

2.  Dust producing operations 

3.  Electric arc welding

4.   Oxy‑acetylene welding

5.   Hot liquids and gases

Goggle, flexible fitting, hooded ventilation; add plastic window face shield for severe expo​sure; Goggle, flexible fitting, hooded ventilation; Welding helmet in com​bination with spectacles with eye cup or semi‑ or flat‑fold side shield; Welding goggle, eye cup type with tinted lenses; welding goggles, cover spec type with tinted lenses or tinted plate lenses; Goggles, flexible fitting, hooded ventilation; add plastic window face shield for severe exposure;


Potential Eye Hazard
Eye Protective Device(s)


6. Hot solids
Clear or tinted goggles




or spectacles with side




shields;


7. Molten materials
Clear or tinted goggles




and plastic or mesh window​




face shield;


8. Heat treatment or
Clear or tinted goggles



tempering
or clear or tinted spectacles 




with side shields;


9. Glare operations
Tinted goggles; tinted




spectacles with side




shields or welding goggles,




eye cup or covers spec type




with tinted lenses or




tinted plate lenses;

10. Shaping solid
Clear goggles, flexible



materials
or rigid body; clear




spectacles with side




shields; add plastic window​




face shield for





severe exposure;

EYE PROTECTION DEVICES (Cont’d)
11. Laser device
Appropriate for specific



operation or 
hazard;



experimentation

12. Repair or
Clear goggles, flexible



servicing of vehicles
or rigid body; clear




spectacles with side




shields;

13. Other potentially
Appropriate for specific



hazardous processes
hazard.



activities.

e) Each district board of education shall establish and implement specific eye protective policy and program to assure that:

1. No teacher, pupil, or visitor shall be subject to any hazardous environmental condition without appropriate eye protection.

2. The detection of eye hazardous conditions shall be continuous.

3. Eye protective devices shall be inspected reg​ularly and adequately maintained.

4. Shared eye protective devices shall be disin​fected between uses by a method prescribed by the local school medical inspector.

5. All eye protective devices shall meet or exceed the appropriate specifications for the various types of devices and suppliers of eye protective devices shall certify, in writing, that the device meets or exceeds said specifications.

6. Specific policy and procedure shall be established to deal with individuals who refuse to abide by established eye safety practices and procedures.

7. The use of contact lenses shall be restricted in learning environments which entail exposure to chemical fumes, vapors or splashes, intense heat, molten metals, or highly particulate at​mospheres. Contact lenses, when permitted, shall only be worn in conjunction with appro​priate eye protective devices and the lens wearer shall be identified for appropriate emergency care in eye hazardous learning en​vironments.

8. All spectacle type eye protective devices shall have side shields of the eyecup, semi‑ or flat-​fold type.

EYE PROTECTION DEVICES (Cont’d)

9. Pupils, teachers or visitors wearing personal corrective eyewear shall be required to wear cover goggles or similar devices unless it can be certified by competent authority, that the personal eyewear meets or exceeds standards identified in subsection (b) above.

(Statements through e)‑6 based on Authority of N.J.S.A. 18A:29‑6 to 18A:29‑16; 18A:40‑12.1; and 18A:40‑12.2.)

The following regulations shall apply to all students, employees and visitors in school shops and laboratories:

1. Proper eye protection devices shall be required for any activity being conducted in the instructional program where exposure might have a tendency to cause damage to the eyes

2. The school will purchase the basic eye protective devices need for all shops and laboratories.

3. Pupils and teachers shall be encouraged to purchase their own glasses, through the school, if prescription glasses are needed.

4. Prescription glasses must meet the specifications set forth by the American Standards Association Inc.

5. All pupils, employees, and visitors shall be required to wear eye protective devices designated "eye protective areas" while the shop or laboratory is in operation.

6. Each visitor will be provided with the proper eye protective device. Visitors to a specific shop or laboratory designated as an "eye protective area" will be provided with eye protective devices in the respective shop or laboratory. Visitors to more than one shop or laboratory designated as eye protective areas will be provided with eye protective devices in the principal's office.

7. As recommended by the school physicians, aqueous zephiran hydrochloride, 1:750, should be used as the disinfectant for the eye protective devices when needed.

8. An adequate inspection program will be developed in each school to detect eye hazards.

9. Inspections of eye protective devices will be made by shop or laboratory instructors.

10. The pupil will be held responsible for the care and return of any eye protective device issued to him.
11. Instruction concerning the use of eye protective devices will be required in the shop and laboratory course of study outlines.

12. Instruction concerning the use of eye protective devices will be required in the health course of study outlines.

13. The shop or laboratory teacher will be responsible for the enforcement of rules concerning eye protective devices as it pertains to his shop or laboratory.

14. The following eye protective devices will be worn in particular shops and laboratories as indicated:

A. Auto Mechanics: Clear spectacles with side shields are to be worn at all times while the shop is in operation except as noted below:

Helmets and colored goggles are to be worn when observing, aiding or performing the operations of welding and burning.

B. Carpentry: Clear goggles are to be worn at all times when observing, aiding or performing operations utilizing heavy or portable machines and when the danger of flying objects exists.

C. Electrical Trades: Clear spectacles with side shields are to be worn at all times when observing, aiding or performing operations utilizing heavy or portable machines, when soldering and when danger of flying objects exists.

D. Electronics: Clear spectacles with side shields are to be worn at all times when observing, aiding or performing operations utilizing heavy or portable machines, when soldering and when danger of flying objects exists.

E. Machine Tool Technology:  Clear spectacles with side shields are to be worn at all times when the shop is in operation.

F. Heating Ventilation and Air Conditioning: Clear goggles are to be worn at all times when observing, aiding, or performing operations, utilizing heavy or portable machines and when the danger of flying objects exists. 

G. Science / Laboratories: Clear, splash proof goggles are to be worn at all times when observing, aiding or performing operations which involve the use of caustic or explosive chemicals.

A GUIDE TO STUDENT RIGHTS AND RESPONSIBILITIES IN NEW JERSEY

Sponsored and distributed by the New Jersey Association of High School Councils and the New Jersey Association Secondary School Principals.

1. Students have a right to a free and full education through secondary school in New Jersey from ages 5 through 20, unless you graduate before that age. Students are required by law to regularly attend an approved education institution until they are 16 years of age.

2. Students may wear their hair however they wish as long as it does not endanger their health or safety or the health and safety of other students, or create classroom disorder.

3. Students' parents are entitled to inspect the official or permanent school records (those which are retained after you leave school) relating to the students. This means that parents themselves have a right to inspect the actual record and not merely have items selected from the record by the school officials.

4. Under the Constitution, all citizens are protected from unreasonable searches and seizures; however, this does not mean that the student is legally protected from search or seizure of any materials in their locker which is school property.

5. Students are protected from corporal punishment by school employees except under these four conditions when such force is considered "reasonable and necessary":

a. to quell a disturbance

b. to obtain possession of weapons or other dangerous objects

c. for the purpose of self‑defense

d. for the protection of persons and property

Suspension, which is a function of the school administrator, and expulsion, which is a function of the local board of education, are serious disciplinary sanctions which may be imposed against the student when it can be proved that they have "materially and substantially interfered with the maintenance of good order in the school," and then, under procedures conforming with due process of law.

STUDENT GRIEVANCE PROCEDURES
1. Students should discuss the problems with their teachers. Most grievances should be settled at this level.

2. Students who have problems which cannot or are not solved at the teacher level may go to the guidance counselor or assistant principal.

3. If necessary, the student may discuss his/her problem with the principal, with or without his/her parents and/or guardians present.

4. If a group of students has a complaint, it shall be first discussed with class or activity advisor. If not settled at this level, the principal will follow through until a settlement is reached.

5. Students shall always be given a fair and reasonable opportunity to present their case. Solutions shall be arrived at after giving all concerned a chance to be heard.

6. The Board is the ultimate authority, if necessary, in hearing and resolving student grievances.

LIBRARY/COMPUTER ROOM

The school library is a learning laboratory where the resources for thinking and the techniques of thinking are joined into a pattern of purposeful, intelligent, and profitable media usage. We must encourage our students to think for themselves. Rote memorization of facts is no longer considered education. The library extends the classroom and the textbook to provide media which will enhance the students' thinking.

The purpose of the school library is:

1. To participate effectively in school programs as it strives to meet the needs of students and teachers.

2. To provide students with the library materials most appropriate and most meaningful in their growth and development as individuals.

3. To stimulate and guide pupils in all phases of reading.

4. To provide an opportunity through library experience for students to develop helpful interests, to make satisfactory personal adjustments, and to acquire desirable social attitudes.

5. To help students to become skillful and discriminating users of libraries and of printed and audiovisual materials.

6. To work with teachers in the selection and use of all types of library materials

       which contribute to the teaching program.

7. To participate with teachers and administrators in programs for continuing professional and cultural growth of school staff.

As you can see, it is essential that the librarian and the teaching staff work together to insure an effective learning situation for the students. In order to provide optimum library services, certain facilities have been designed and certain procedures have been developed:

1. Teachers are encouraged to make use of the library facilities with their classes solely for the purpose of furthering classroom instruction. Teachers who bring classes to the library are responsible to supervise their classes at all times.  

2. When scheduling the library for instructional purposes, please consult with the librarian as to the nature of your research assignment, in this way, necessary materials can be selected and placed on reserve for your use.

3. Students who have been released on an individual or small group basis from your classroom are to report to the Library to work on a specific project. This must be pre‑arranged with the librarian.

Substitute Teachers


Subs are not telepathic.  Do not expect them to know your particular routines, specific problems, areas to avoid, etc. without informing them.  

Emergency plans should always be available on file, but a continuation of current lessons is always preferable.  The following form can be utilized to aid a substitute coming into your room for the first time
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