Channing Hall

Board Meeting Minutes

Tuesday, August 19, 2008
A regular meeting of the Channing Hall Board was held Tuesday, August 19, 2008 at 7:00 pm at Channing Hall, 13515 South 150 East, Draper, UT 84020.  The President being in the chair and the Secretary being present.

Present:  Alaina Gull, Eunie Piper, Craig Johnson, Holly Sonntag, , Matt Haines,  Debra Didier

Excused: Deena Pyle, Katy Holt-Larsen (arrival 7:15 pm)

Administrators:   Heather Shepherd

Public Present:  Annette Barney (secretary), Sanford Barrett, Angie Lily-white

Meeting opened by Alaina Gull at 7:11 pm
Public Comment

Holly Sontaag, speaking on behalf of an anonymous friend, stated the last-minute supply list and changes for the middle school was inconvenient and unprofessional of the school. Heather Shepherd explained the oversight was unfortunate and has been recified.

Matt Haines commented, as a concerned-parent, that the school ordered plastic water bottles for the students he said should not be in the school due to the leaching of PCBs and PCAs into the water within the bottle and offered to coordinate a purchasing option of Clean Canteen® bottles. The board said he may look into the those options and take this issue to Heather Shepherd as it is not a board issue.

CHAPS

Heather Shepherd introduced the new CHAPS president, Angie Lily-White, and gave her the floor to talk about the coming year for CHAPS.  Angie commended her executive committee as a good and willing team.  Her committees have chairs and many are excited about their work.  She asked for further information about the fundraising, as CHAPS will no be doing fundraising at the board’s request.  Eunie Piper said that issue will be discussed later in the meeting and she will have more information at that point.  Angie then opened for questions.  Craig Johnson asked that an update of the executive committee and committee chars be placed on the website.  Angie said that information has been sent for update.  Jacki Bird should do that soon.  Annette Barney asked if Jazz reading will happen this year.  Angie confirmed is will take place, but couldn’t be placed on the school calendar as the Utah Jazz schedule has not been finalized.
Agenda approved. (Motion: Eunie Pipe; Second: Katy Holt-Larson)  7-0

Minutes from meeting 6/17/08 approved. (Motion: Holly Sonntag; Second: Matt Haines) 7-0

Administrator’s Report

Heather Shepherd reported that numbers for enrollment are at 637 currently, while the school is budgeted for 625.  The following numbers were read aloud to the board:

K - 22 CHERP (need 3)

AM - 24 (need 1)

PM 24 (need 1)

1st - 71 (need 4)

2nd - 76

3rd - 76

4th - 75

5th - 76

6th - 76

7th - 63

8th - 54

Total Now - 637

Total Soon - 646

New Students:

1st - 11

2nd - 7

3rd - 6

4th - 6

5th - 5

6th - 8

Heather reported that enrollment continues to be a large amount of work taking more of Jacki Bird’s time before school starts.  The middle school grades are not full at this time and all names have been drawn from the pool.  

Heather reported that faculty meetings before the start of school went well.  The current Faculty list was presented for approval (Attachment A to the mintues).  Sanford Barrett and his team have worked all summer to replace the law, rearrange storage for more office space.  A counselor will be at the school part time.  An new behavioral policy is implemented this year so that problems are first dealt with at a classroom level.  Kendra Frampton will be featured in the Nutritional Workers National monthly magazine for her innovations in lunch programs for charter schools.  Kendra is also helping other charter schools with their programs.  Kendra reports an increase in free and reduced lunches.  Heather feels that is due to the economic conditions currently.  The students will start the day with a pledge and learner profile.  

Heather asked that the board approve the Faculty Handbook (attachment B) and the Family Handbook (Attachment C).

MOTION

Holly Sonntag moved that we accept the staff list as it is.  Katy Holt-Larsen seconded.  Motion passed by a vote of 7-0.

MOTION

Katy Holt-Larsen moves that we approve the Family Handbook and Faculty Handbook and the fees therein. Craig Johnson seconded. Motion passed by a  7-0 vote.

MOTION

Craig Johnson moved that we approve the merit pay plan as approved per the state.  Holly Sonntag seconded.  Motion passed by a 7-0 vote.
Finance Report

Sanford Barrett, Business Manager, reported the school has saved money this year by not renting the portable and building a storage shed, bringing carpet cleaning in house, as well as using in-house IT services to install projector systems for the school.  The punch list from the bonding is still being worked on, but several items were completed over the summer and will be paid for by the escrow funds set aside for that purpose.

Audit by the state was done quickly and well.  The bonding review has concerns about he schools shrinking reserves fund. The 501C3 application received generally good feedback, but the state would like to ensure the managerial contact and break off was at an arms length and proof of such will be provided.  

The lunch program was $22,000 in the red at the end of last year; decrease from last year, but not the projected amount of $6,000.  To help further reduce this debt staffing has been decreased by one person and a salad bar has been implemented.  Katy asked that Sanford report monthly on the debt ratio of the program and if any trends are found in participation.

Sanford suggested the school over enroll the K-6 grades to 26 students per class as natural attrition will decrease the numbers to 25 or below and the school will be funded for numbers on Oct 1.  

MOTION
Katy Holt-Larsen moved that we approve starting the school year with 26 students per class knowing that through attrition we will end up with 25 students per class. Craig Johnson seconded.  Craig Johnson amends the motion to allow the head of school discretion on the counts in specific classes.  Matt Haines seconded.  Motion passed by a 7-0 vote.

Sanford Barrett asked the board change the policy of checks to allow him with a co sign of Heather to sign checks under a certain amount as the signing board member is not available for urgent items.  

MOTION
Katy Holt-Larsen moved that checks written at $500 or below signed by the business manage and head of school do not need a board signature.  Holly Sonntag seconded.  Motion passed by a 7-0 vote.

Sanford reported the online payment system is being used by parents and will probably be utilized more.

Sanford agreed to draft a formal policy of the Healthcare Reimbursement as he requested and was approved for last meeting.

Policy 

Craig Johnson presented the neutrality policy and asked for approval.

Neutrality Policy
The Channing Hall board affirms the following:

1.      Channing Hall recognizes that a healthy discussion of current affairs and social issues can promote the school’s vision of developing agile learners who value other perspectives.  To ensure that such discussions are neutral, fair and reasonable, the following guidelines shall be in effect:

a.       Issues must be presented in a non-partisan fashion.  To help students develop agile learning skills, administrators and teachers should give students opportunities to discuss issues, weigh evidence and draw conclusions free from bias or pressure to conform to the presenter's personal viewpoints.

b.      A broad range of perspectives must be shared in a respectful and tolerant manner.  Staff members should model the behavior they expect from their students.
c.       Students may not receive a grade based on the position they take on a particular issue.  Students may be graded, however, on the strength of their position, the quality of their analysis, and/or other specific competency-based criteria as determined by the teachers.

d.      Parents shall be advised of the subject matter and given an opportunity for their students to opt out of specific discussions and/or assignments (a single document describing the topics to be discussed for the year is sufficient).  Should the student opt out of one or more discussions and/or assignments, different work may be given to the student to offset the work for which they will not be responsible.

e.
Discussions of human sexuality must follow existing Federal and State statutes and any applicable administrative rules.

2.      In compliance with Federal and State statutes and to preserve our non-profit status, partisan political activity is prohibited at Channing Hall.  This includes, but may not be limited to:

a.      Lobbying for or against any political party.

b.      Lobbying for or against officeholders or candidates for office.

3.      The Channing Hall board may choose to take a position on a federal, state, or local proposal, such as a bill or proposed ordinance.  Deliberation on such resolutions shall take place in open, public meetings and must receive a vote of at least two-thirds of a quorum of board members to pass.

4.      Administration or staff members may not lobby for or against legislation, ordinances, or other proposals to students or parents unless they are specifically asked to share their personal viewpoint.

5.      The Channing Hall board affirms that citizen participation in our representative democracy is one of our cherished American liberties.  Accordingly, the board encourages all members of the school community to be actively involved in the political process.
Holly Sonntag requested the change to 1d “Teachers shall make every reasonable effort to advise parents of potentially sensitive subject matter  and give an opportunity for their students to opt out of specific discussions and/or assignments (a single document describing the topics to be discussed for the year is sufficient.)”

Alaina Gull requested the following change to 3.      The Channing Hall board may choose to take a position on a federal, state, or local proposal, such as a bill or proposed ordinance deemed to be in the best interests of Channing Hall.

MOTION
Holly Sonntag moved to accept the neutrality policy with changes made today. Eunie Piper seconded.  Motion passed by a 7-0 vote.

Craig Johnson reported that the scope and sequence is coming along.  He received approval to site and utilize a compendium of knowledge found on the internet that will speed the completion of this. 

Craig Johnson excused from meeting.

Ninth Grade Committee

Alaina Gull reported that she received word from Troy Walker that Summit is interested in a combined high school effort and has already submitted an application to the Charter School Board for such.  Alaina will attempt a meeting to discuss the application charter and determine if it aligns with Channing’s goals.  Holly Sonntag has offered to gain further information on how financially Summit Academy has been able to expand their property and facilities without exceeding a debt ratio.
Fundraising

Eunie Piper reported that a fundraising target has been set at $50,000.  The first $10,000 will be given directly to CHAPS for field trips.  The effort will start off in October with a State of School type meeting that parents will attend.  A video has been storyboarded and will be completed for use in the fundraising effort.  A list of possible class leaders for fundraising has been compiled and the board needs to review it in a closed session to discuss competency and professional skill.

Administrator Goals

Katy Holt-Larsen reports that the committee met with Heather Shepherd and came to the follow conclusions that still need some specifics.

CUT AND PASTE HERE
MOTION
Eunie Piper moved that the board move into closed session to review personal information regarding parents for fundraising and board member selection.  Holly Sonntag seconded.  Motion passed by a 7-0 vote.

Meeting adjourned at 10:29 pm. (Motion: Holly Sonntag; Second: Katy Holt-Larsen) 

ATTACHMENT A

Team Information 2008 - 2009
Heather Shepherd – Head of School 
Sarah Yerman – Asst. Head of School 
Karen Park – Administrative Assistant

Jacki Bird – Administrative Assistant

Elementary School Teachers

Spanish

Henry Ponnefz

Fitness/Brain Gym

Rosanne Delaney

Kindergarten

Sally Peterson  – CHERP


Matt Hoecherl– Half Day 

1st Grade

Brooke Henriksen

Lisa Stallard
Natalie Norman             


2nd Grade

Sarah McPhee


Marsha Norris

Margaret Drane 


3rd Grade

Jessica Montgomery

 

Kristen Moore
Ashley Nuttall


4th Grade

Jackie Grant 

Winnie Catbagan
Cami Struiksma

5th Grade

Jennifer Drane 

Lisa Roger

Roberta Reid
6th Grade

Peter Grant 

Grace Struiksma 

Kevin Worthley 
Middle/All School Teachers

Lindsay Allen – English
Susan Edmonds - English
Jennifer Angulo – Music (all school)

Dave Nuffer – Fitness/Health

Sunnie Bybee – Art (all school)

Dodi Weiler - Drama

Rebecca Kern - Science

Gichin Marsden – History
Migdalia De La Torre-Anderson - Spanish                      

Sheryl Rushton – Math                     

Michelle Wilkins - CTE


Istvan Berente – Technology
Bobby James – IT (on campus one day a week)
Library

Sueann Fraga
Marcia Horrall
Wendy Manzanares
Amy Reading

Resource
Jan Simmons - Director

Jessie Harwood - Teacher
Amberly Daines - Teacher

Sara Bannon - Counselor

Brenda Mitchell – Teacher’s Aide
Debbie Olsen - Teacher’s Aide
Wilson Reading

Barbara George

Janene Tanner

Janene Willener

Mary Ruth Wiggins
Teacher’s Aides

Sally Peterson  –
Tori Grandinetti
Matt Hoecherl– 
Diane Hardy

1st Grade

Brooke Henriksen – Samantha Bytheway
Lisa Millard – 
Wendy Vawdrey
Natalie Norman – 
Angela Stone            


2nd Grade

Sarah McPhee – 
Dana Thompson 
Marsha Norris – 
Cortnie Jenson 

Margaret Drane –
Florence Hale 

3rd Grade
Jessica Montgomery - Brenda Breaux 
Kristen Moore – 
Jenn Gooch 
Ashley Nuttall –
Carrie Tall


4th Grade 

Winnie Catbagan –  
Brittney Asper/Derek Struiksma
Jackie Grant – 
Kristi Kearney
Cami Struiksma - 
Christine Yates 
Business Office
Sanford Barrett

Ralph Turner

Lunch Staff

Kendra Frampton 

Lyndie Perkins

Cleaning Staff

Felix Callejas
Nefi Callejas
Karen ( Diana) Callejas

Amalia (Beatriz) Sanchez
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Channing Hall
13515 South 150 East
Draper, UT 84020

www.channinghall.org
Main Phone Number (801) 572-2709

Main Fax Number (801) 571-8786
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Vision Statement

 “Channing Hall students are agile learners who value other perspectives, who know how to learn, and whose vision, passion, and unique abilities inspire them to achieve excellence and improve the world.”

 
Guiding Principles
 Principle I - Every student can develop learning agility.
An Agile Learner:

· Understands and applies the range of agile learning and thinking skills

· Can examine and learn from multiple perspectives

· Learns and uses different approaches to solving problems

· Is able to learn both independently and collaboratively

· Has the confidence to take risks

· Is an active inquirer

· Has a passion for discovery

Principle II - Students learn in different ways.
It is essential to:

· Identify how each student learns

· Help students understand how they learn

· Help parents understand how their children learn

· Develop students’ strengths and shore up their “stretches”

· Teach students to appreciate various learning styles and how to work with others who are different from them

· Build on this knowledge from year to year, teacher to teacher

 

Principle III - Clearly articulated educational objectives are the foundation of an effective school.
· Educational objectives are comprehensive, integrated, and cascading

· All learning activities support the defined educational objectives

· Educational objectives are documented in a consistent, common, and accessible format

· The objectives describe what is to be taught; the how is determined by caring faculty and staff who use their talents, skills, experience, and love

Principle IV - Students gain a sense of their unique calling by contributing to their communities.
· Community involvement increases learning motivation and relevance

· Students use their agile learning skills to contribute in positive, meaningful ways

· Students gain a greater awareness of the world by being part of something larger than themselves

Principle V - Student engagement is a key to personal growth and accomplishment.
· Students are expected to give their best effort and to monitor their progress

· Parents are expected to support their students’ efforts and foster individual responsibility within their students

· Teachers are expected to engage students by using a range of methods and activities, and to match the challenge of their instruction to the skill of the students for optimal learning

· Students become aware of the personal satisfaction of accomplishment, motivating them to achieve greater success

 

Principle VI - An involved community of stakeholders promotes optimal student learning.
· Stakeholders include students, parents, teachers, administration, board, and the community at large

· All members of the Channing Hall community will treat each other with respect

· Parental involvement is a leading indicator of student achievement

· All stakeholders work together to help students achieve the defined educational objectives

Non-Discriminatory Policy

Channing Hall admits students of any race, color, national or ethnic origin and honors all the rights, privileges, programs and activities generally accorded to, or made available to, students in the school.  Channing Hall does not discriminate on the basis of race, color, national or ethnic origin in administration of its educational policies, admission policies and athletic and other school-administered programs.

Responsibilities of the Board

The responsibilities of the board include determining the mission of the school and articulating and implementing the vision statement; selecting, supporting and evaluating the Head of School; ensuring effective organizational planning, adequate resources and managing resources effectively, monitoring and strengthening the school’s programs and services; enhancing the school’s public standing; ensuring legal and ethical integrity and maintaining accountability; recruiting and orienting new board members and assessing board performance.

Channing Hall Board Members

Alaina Gull  - President

Katy Holt-Larsen – Vice President

Debra Didier – Treasurer

Annette Barney – Secretary

Deena Pyle  

Matt Haines

Eunie Piper
Craig Johnson
Holly Sonntag (parent voted representative)

Channing Hall Employment

Concurrent Employment 

Channing Hall has no objections to an employee holding another job as long as he or she can effectively meet the performance standards for his or her position at the school.  However, concurrent employment is prohibited where there are conflicts of interest that could be unfavorable or damaging to the school and impede with a teacher’s ability to perform his/her assigned duties.

Employment Relationship

If any conflict exists between the Employee Handbook and a written Employee Agreement between the Employer and Employee, the Employee Agreement will prevail.

· By joining or continuing employment with Channing Hall, each employee agrees to follow official policies and practices which may be in force at any time.

· Unless otherwise provided in a written Employment Agreement, all employees should remember that the employment relationship exists by mutual agreement.  Consequently, either party can terminate the employment relationship at will, at any time, with or without notice.  This manual therefore does not constitute an agreement for continuing employment or any employment of any length.  No one is authorized to change the at will nature of the employment relationship unless it is done in writing and signed by the Head of School and Board President.

Employment Status

· Full-Time Employees: Employees who work a minimum of 40 hours a week.

· Hourly Employees:  Employees who work on an hourly basis.

· Regular Part Time Employees:  Employees who are regularly scheduled a minimum of 20 hours but fewer than 40 hours per week.

Equal Opportunity Employment 

Channing Hall is an equal opportunity employer.  Employment decisions are based solely on qualifications for a specific position, and not on age, gender, race, color, ancestry, religion, sexual orientation, marital status, national origin or any medical condition or physical or mental disability which does not directly affect a person’s ability to meet the specific requirements of the position.  Equal employment opportunity will be extended to all persons in all aspects of the employer-employee relationship, including recruitment, hiring, advancement, training, transfer, discipline, layoff and discharge.

· Disabled Employees: Channing Hall will make reasonable accommodations for disabled employees.  If you require accommodation, it is your obligation to contact the Head of School.  You will be asked to provide appropriate documentation.

· Reporting Violations: The equal employment opportunity officer is the Head of School.  If you believe you have been discriminated on any impermissible basis, including any of the bases identified above, please report it immediately using the procedures for reporting complaints:  http://www.eeoc.gov/charge/overview_charge_filing.html 

Hours of Work
Being on time for work is a professional responsibility.  Please notify the front office if you are going to be late.  School operating hours are from 7:45 a.m. - 4:00 p.m., Monday-Friday.  Teachers are expected to be on campus during operating hours.  Friday is a shortened day for students only.  Faculty meetings and professional development days will be held during the year. We will do our best to stay within the operating hours during professional development and faculty meetings but this may not always be possible.  Teachers are expected to attend all meetings for their full length and should make arrangements accordingly.  Early Release Fridays are to be used for planning, meeting with parents, or working with colleagues when no meetings are scheduled.  Teachers are still expected to be on campus from 7:45 a.m. - 4:00 p.m. every work day.
Teachers’ aides will attend a full staff meeting once a month.

Inspection of File and/or Benefits Records 

Teachers may inspect their own personnel file by making an appointment with the Business Manager and stating a desire to review the file.  The file will be reviewed in the presence of the Business Manager and may not be taken out of the office.  Benefit information, such as sick leave records, personal days used, or hours worked may also be reviewed.  The school will make all reasonable efforts to accommodate requests.

Personnel Files  

Employee files and benefit records are considered confidential.
Professional Behavior and Communication  

Professional behavior in regards to confidentiality includes:

· Conversations about student behavior or academic work are to be shared only with that student’s parents (legal guardian), the Head and/or Asst Head of School or another teacher or staff member who is working with that student.  Do not share confidential information with those who do not work directly with the student.  



· Information in students’ cumulative folders and student records are confidential and available to the student’s parents and official school personnel only.  These folders are not to be removed from the office.

· All diagnostic information and medication information is confidential.

· Questions or concerns or conflicts should be addressed directly to the person or persons involved.

· Communication problems between faculty members, parents, board members and staff should be resolved directly with the persons involved and as soon as they occur.  When issues occur that appear irresolvable, an appointment with the Head of School should be made. Please refrain from gossip or undermining our unity with divisive speech.
· Parents who bring problems to the Head of School about a teacher will initially be referred back to the teacher for communication about this problem.  Parents who bring problems to a teacher about the Head or Asst. Head of School should be referred directly to the person they have the issue with.  Please make mature, professional choices when dealing with potentially conflictual situations.

Teaching Certificates  

Teachers are hired with understanding that they have a Utah license or that they will pursue an ARL (Alternative Route to Licensure).  Taking and passing necessary tests and taking necessary course work to maintain this credential are the teacher’s responsibility.  Channing Hall’s goal is to have 100% of the teachers working towards or designated Highly Qualified.
Teacher Paperwork  

The following documents must be turned in to the business office:

· Correct and updated personal information
· Social Security Card
· Picture ID
· Employment eligibility verification (I-9)
· Original copy of current Employment Agreement
· Copies of all academic records, credentials, degrees
· Copies of current academic licensing
· Background check (CACTUS number)
· Enrollment into benefits program (as applicable)
· Other forms as necessary
Equipment and Supplies

Copying Materials

There are two copiers, one on each level.  The larger copier is located on the main floor and also doubles as a printer.  There is a smaller copier and printer on the second level in the teacher’s work room.  Each employee will be given a copier number and is asked to use the copy machine and printers wisely.  School copiers and printers are not for personal use.   

Supply Budget

Each classroom will begin the year with basic supplies.  Each teacher will be given an individual budget to use throughout the year.  The budget is meant to be used toward general supplies, paper, etc.  The lower school will be given an additional budget for each grade level.  All supplies supported with this money are considered school property.

Supply Ordering Process

There are two ways to order materials.
1) Teachers will be given a designated amount of money to cover classroom expenses.  Teachers will need to keep receipts for expenditures and turn them into the business office at the end of the year.  For any approved out of pocket expenses teachers must complete a check request reimbursement form and turn in receipts within 6 weeks of purchase.   

2) The administrative assistant at the front desk will place orders weekly. Any money spent this way must be approved by the Head or Asst Head and will be ordered by PO (purchase order). Order forms should be filled out and given to the administrative assistant.  There is a 3-5 day turn around time depending on the supplier.

Telephone Usage

Cell Phones:  Every classroom is provided with a telephone, which has voicemail.  We do not allow students to use cell phones during the day and request you use yours only when necessary.  Ringing cell phones are disruptive to the learning environment and should be put on vibrate as to minimize classroom interruptions.  Please only take a call at an appropriate time.  Do not talk on your cell phone while you are supervising recess. Of course, in the case of an emergency, do what you need to do.  Texting, playing games, watching videos, movies, etc. are inappropriate during school hours.

Messages:  Messages will be transferred to individual voicemail boxes.  Please make sure to check your voicemail several times daily.  Also, it is important not to save voicemails as the system as a whole only has a limited amount of space.  In the case of an emergency a message will be delivered to you.  Please limit calls coming to you during school hours to work related calls.

Phone Answering: When answering the phone, please remember that you are the representative and possibly the first person representing Channing Hall to the caller.  If you are talking to a parent it is advised that you record the date and a brief note in regards to the conversation.

Telephone Usage and Telephone Messages:  We encourage teachers to use school phones to communicate with parents and for other necessary school business.  These phone calls should be before or after school, during a lunch break, etc.  Phone calls are inappropriate during teaching time.  The school does not have long distance access for teachers.  If you need to make a school related long distance call, please ask the front office for assistance.

Faculty Duties and Responsibilities

Animals in the Classrooms

Animals bring warmth and learning into the classroom and are allowed in the classroom as long as they do not become a distraction.  If you would like an animal in your classroom, an approval from the Head or Asst. Head is needed.   The following should be noted:

· Teachers must make sure no student is allergic to a classroom pet.

· Parents of the all students who will come into contact with an animal must be notified and sign a consent form if there is going to be a pet continually in the classroom.

· The teacher must accept responsibility for any classroom animal over long weekends and during the summer. 

· Small animals, such as silk worms, may be kept in the classroom if they are being used as a part of our academic programs.

· Service animals and therapy animals may be brought in with approval from the Head of School.

· Teachers are responsible for all messes and clean up associated with pets.  It is not the responsibility of the cleaning staff to clean up after a classroom pet.  

· If there is a smell associated with a pet, this animal may not be allowed on campus.  

· Students must be supervised when handling class pets. 

Attendance Records
· Daily Attendance:  The first bell rings at 8:15 a.m. and the tardy bell rings at 8:20 a.m.  Teachers are required to take attendance daily by 8:30 a.m..   Attendance must be in the form of hard copy (in an attendance book) and on the SIS system.  Students arriving after 8:30 a.m. MUST have a tardy slip to enter class.   This ensures that the front office notes the tardy and can account for the whereabouts of every student.   

· Tardies:  Students are considered tardy the second after the tardy bell rings at 8:20 a.m.  No exceptions!  Tardies are recorded in the office as students arrive later than 8:30 a.m. and the office updates the SIS system.  Teachers will need to update their roll book for tardies after 8:30 a.m.  Students who arrive after 8:30 a.m., must have an admit slip to enter class.  Classroom teachers should encourage punctuality.

· Absences:  Students are expected to bring an excuse note to the teacher (who then turns it into the office) on the day following an absence. Please send the notes to the office in order to excuse an absence.

· All teachers must have all attendance taken by 8:30 a.m. daily.  For Middle School teachers,   all daily attendance must be entered into the computer for the day by 4:00 p.m..  

· All teachers will carry a hard copy of the attendance list during emergency evacuation drills and use it to count students at the end of the drill.  

· Teachers will only need to record absent (A) and tardies (T).  The front office will use other codes that indicate if the absence is excused or unexcused.  SIS codes: 
· A = Absent

· E = Excused absence

· T = Tardy (unexcused)

· C = Check-in (excused tardy)

· O = Check-out

Birthday Celebrations/Holidays

Each teacher will include a birthday/celebration policy in their course outline and address it at Back-to-School Night.  Generally, birthday celebrations involving food should be limited to grades K-2.  It is recommended that treats or items brought into class be healthy or useful to the students such as fruit snacks, pencils, bookmarks, etc. As a Gold Medal school, we do not allow sugared treats. Treats cannot, by Utah law, be homemade.  We encourage each student to donate a book to the library on their birthday.  Students will be recognized for this contribution.

Care of Students in Case of Injury or Illness

First aid supplies are kept at the front office.  If no one is available at the front office, the teacher may administer minor first aid.  Injuries occurring during recess will be attended by teachers’ assistants.  First aid kits must be on hand during every recess.  Depending on the nature of the illness/injury, a student will be accompanied to the office by a teacher, another adult or student if additional care is necessary.  Parents may be called to pick up a student if necessary.  

If the injury is serious and needs more than a band-aide, the incident will be registered in the injury log and a call or letter explaining the injury will be sent home by the classroom teacher if the student remains in school.

Checking Out of School Early

We encourage parents not to take their child out of school early as it disrupts the learning process that can only take place in the classroom.  All doctor and dentist appointments should be scheduled during school breaks or on Friday afternoons.  In an emergency, parents are welcome to check-out students from school.  If a student is going to leave early, we ask that parents write a note and have the student give it to his/her teacher in the morning. Parents are required to come in to the building and sign their child out.  Once a parent arrives, the front office will call the classroom and ask that the student come down and meet his/her parent.  Parents are not allowed to check out students during the last 20 minutes of the school day. 

Class Observation Policy

Channing Hall welcomes scheduled parent class observations.  Unscheduled observations can become distractions or interruptions.  Unscheduled observations are permitted at teacher discretion.  If there is any question regarding this policy please refer a parent to the Head or Asst. Head for explanation.

Classroom Responsibilities

· Create a safe and friendly environment for each student to succeed.

· For your protection, never be alone with a student in a closed room.  The outside door must always be unlocked and the window unobstructed.  We suggest you leave the door open or meet in a place with others around when meeting with an individual student.  
· Lock doors when leaving the classroom.  
· Supervise students at all times.  Students should NEVER be left in a classroom without adult supervision or placed outside the classroom door unless in direct vision of the teacher.  Be constantly aware and vigilant in order to protect the safety and well-being of our students.  Parents should not be asked to supervise large groups of students, small groups only. 
· Send a monitor to get another adult to cover your class in the case of an emergency. 
· Keep keys secure; do not lend them to students.

· Turn off lights when leaving a classroom.

· Conserve energy by turning off AC or heating for the weekend. 

· It is imperative that you set an example for your students.  Your classroom should be neat and clean at all times and not cluttered or unorganized.  Students should assist in picking up the rooms each night by stacking chairs, picking up paper or items off the floor, etc.  

· Fill out a repair form and report maintenance or repair problems to the business office immediately before they become larger problems.  

· Submit written requests or complaints regarding custodial services to the business office.

· Care for furniture. Students are responsible for clean desks.  Damage should be reported to the office.  A student may be required to pay for repair or replacement of damaged items.

· Ensure all pathways in the classroom are clear with no clutter as per the Fire Marshall’s instructions. 

· Model the “No Gum” rule.  

· Refer to the daily playground supervisor schedule when taking students to the playground.  Make sure that supervisor is present before leaving students.   

· Cover afternoon recess.

· Keep accurate records of student book assignments and perform an end-of-the-year inventory of texts books.  Students will receive their textbooks from their classroom teachers and are expected to maintain and keep them clean and damage-free.  Teachers are responsible for the condition of classroom textbooks. At the beginning of the year, parents will receive a letter explaining their responsibility for replacing lost or damaged books. In the event that a student’s book is lost or damaged, a letter will be sent home explaining the loss and cost of replacement.  Students will receive new books upon the receipt of the replacement cost.  Direct all payments to the front office.  

· Teachers are also responsible for any books they check out from the library.  The amount of any damaged, lost or stolen articles will be taken out of the teacher’s classroom budget.  Students may be held responsible for damage or loss incurred to books checked out by teachers.  

Class Sponsored Night Event

Teachers are welcome to host night events at the school.  This may be a class play in the gym or a get-together in the classroom.  The following procedures should be followed:

· The teacher hosting the event is responsible for set-up, clean-up and making sure the school is secure before leaving.

· The teacher is responsible for staying at the school until all parents and students have left the building.

· All lights should be turned off (in the classroom, check bathrooms, main lobby, and hallways).

· Confirm ALL doors to the outside are shut tightly and locked.  Set the alarm system.

Discipline

· The teacher creates a classroom environment that establishes clear, consistent expectations (not rules) for students.

· Teachers must follow the school wide behavior plan.

· Teachers will clearly POST Classroom Expectations in their classroom

· Define behavioral expectations

· Teach behavioral expectations

· Monitor and recognize appropriate behavior

· Provide consequences for behavioral errors

· Teach correct behaviors for behavioral errors

· Provide opportunities for information-based problem solving

· If necessary, put a student on a behavior plan that involves positive reinforcement

This discipline method addresses the behaviors in a way that will teach the student ways to respond differently the next time a frustrating situation arises.  

Positive Discipline and Disciplinary Procedures:  Channing Hall embraces the philosophy of positive discipline as our primary source of guidance in the classroom.  Kind words and encouragement and affirmation motivate students much better than shame, embarrassment and harsh words.  Acknowledge students for what they are doing right rather than have them gain attention from negative behavior.
This discipline method nurtures and supports students and creates desire in students to make the right choices because of the positive reinforcement.  We teach students to be motivated by the good feelings that come from being part of the solution rather than part of the problem.  It is our goal to teach students how to resolve conflict in a peaceful way and to grow into responsible, contributing adults.  Channing Hall faculty will receive instruction on the philosophy and implementation of this approach.

We believe in:

· Treating all students with respect, dignity and by example, showing the students how individuals learn to get along with others

· Taking the opportunity to have students practice solving problems independently by providing appropriate guidance if necessary

· Being active in the supervision of students both in the classroom and throughout the school site

Teachers will extend these behavior expectations in the classroom with modification for age and circumstances.  Most minor discipline problems should be handled at the classroom level implementing the warning system as necessary.  If serious infractions occur or the safety of any student is threatened, the student should be escorted to the Head of School’s office immediately for further discipline and the Head of School will contact the parent as necessary.
Dress Code

Teachers are expected to dress professionally and appropriately for school.  Dress is designated as “business casual.”   Staff should avoid sweats, jeans, denim skirts, shorts, or very casual sports wear.  Skirts should hit just above the knee or lower.  All tops and blouses must completely cover the stomach.  No bare midriff.  Also be aware of not being exposed when bending over.  Tennis shoes and leather sandals are permitted but flip flops style shoes and Tevas are not.  Teachers represent Channing Hall and are often the first contact with the public.  Modest, professional dress is an important impression.

All teachers are responsible for ensuring proper student attire.  Teachers will send any student not in proper dress code to the front office first thing in the morning.  The front office will have the student change into proper uniform dress and send the student back to class.  

Faculty Meetings

Faculty meetings and professional development are scheduled throughout the year.  The majority of faculty meetings are on either Tuesday from 3:45 p.m. – 5:00 p.m. or on Friday afternoon 1:30 p.m.– 4:00 p.m..  The faculty meeting schedule is posted on the master calendar.  The purpose of these meetings is communication, curriculum discussion, in-service, and to share information.  Each faculty member must attend these meetings.  If a faculty member is unable to attend please let the Head know in advance. 

FERPA

Channing Hall has adopted policies for student records and information consistent with FERPA and PPRA, 20 U.S.C. 1232 g.   For more information see the school website.
Fundraising

No request for funds shall go to parents or to other members of the community unless first cleared through the Administration.  Any funds or gifts-in-kind which come into the school, solicited or unsolicited should be reported to the Administration.  As a common courtesy, anyone who contributes money, gifts-in-kind, or special gifts to teachers should receive a thank-you note from both the school and the teacher.

Grading

Report cards will come out four times a year.  Teachers are responsible for all students’ report cards that are in their class.  This includes any special education students.  Any teacher who has a student on an IEP and/or spends time in the resource rooms should consult with the Special Education Director prior to turning in the final report to the front office.  Special teachers must have a rubric sheet filled out and given to grade level teachers two days prior to grades being due.  All teachers must keep a copy of the original report card and give a copy to the front office on the designated days during the year.   At the end of the year, teachers must place a final original report in the student’s official file, stamp the file, and make report card copies for the front office.

Homework and Daily Planner

At Channing Hall, homework is introduced at the Kindergarten level and continues as part of the school curriculum for the remaining years.  Teachers in grades 2nd – 8th will use a daily planner to help students learn how to organize homework assignments, keep track of important information, etc.  Homework assignments are designed to promote active learning, self-discipline, practice/reinforce classroom work, and develop good study habits.  Homework should be developmentally-appropriate, and tied directly to the unit of study.  The amount and length of homework will increase as a student progresses through the grades as developmentally appropriate.  Refer to Family Handbook for specifics.
Homework Goals  

· To teach the student to complete and return homework.

· To reinforce concepts and skills that have been presented in class.

· To foster the student’s creativity and discipline through enrichment projects and research.

· To train the student to work independently and to accept responsibility for completing a task.

Grades K-8  

· Students should be expected to spend 10 - 15 minutes per grade level per night Monday - Thursday.  In grades K – 5th grades there will be no homework assigned over the weekend.   This does not include any long term projects.  Students should also read for 20 minutes in addition to their homework assignments.  In grades K-3, homework will continue to reinforce skill development and encourage family participation.  Assignments will help develop good personal study habits and may include occasional special projects.  Teachers will instruct students on how to develop good study techniques and habits.

· Homework assignments may require the use of internet or other resource materials.   

· Rubrics will be designed by teachers and students to score assignments.  This allows students to know exactly what is expected to receive the highest mark before beginning an assignment.  Teachers have the responsibility for helping students understand not just what is to be done, but why it is to be done and how it should be done.  Working within school policies and regulations, teachers judge the amount and kind of homework they assign.    Realization that students want to know what teachers think about their performance is important.  Corrections and comments on homework are valuable teaching devices, and effective means of communication between teacher and student.

Teacher’s Responsibilities:

· Make sure students understand and know how to complete assignments independently. 

· Provide specific written explanations of long-range assignments or special projects, so that the requirements and expectations are clearly understood by the students and their parents.

· Post all weekly assignments on their web page on the first school day of the week by 4:00 p.m.  The posting will also include a due date.

Channing Hall Library 

“Our vision is to create an IB value based environment which opens windows to the world and inspires a life long love of discovery”

Library Mission Statement

The Channing Hall library is committed to providing:

· A pleasing, comfortable, and safe environment that invites discovery and encourages a life long love of reading

· An outstanding collection of resources supporting units of inquiry

· Access to and assistance in using emerging technologies which serve as a gateway to information resources within and beyond our walls

· A stimulating environment that facilitates the use and understanding of resources

· A caring community of volunteers, friends of the library, and employees who are valued for their support and service

Library Policies for Employees

· All library materials must be checked out through our computer system.  If items are taken after hours please sign them out on the sheet provided at the check out desk.  Please fill in all the information requested.  

· Materials may be checked out for three weeks.  You may renew the items for an additional three weeks if needed.

· The library has available for teachers: class sets, guided reading sets, National Geographic and KidsDiscover science sets, listening center books and tapes, big books, atlas and map resources, computers, magazines, professional development book section, VHS and DVDs, biography section, fiction section, picture book section, and non-fiction section.  We hope you will use these resources freely for your classroom, they have been chosen with you and your curriculum in mind.  Please let us know if you see things we need that would be a valuable resource to your students.
· All teacher requests must be made 24 hours in advance in order to give the library staff time to meet the request.    

· All items checked out to you are your responsibility.  Please do not trade books or Guided Reading Sets with other teachers without informing a librarian.

·  Guided Reading, National Geographic, and Class Sets that are checked out by a teacher or aide for classroom use are to be kept in the classroom. These books are not to go home with students.  Upon return, each set will be checked by a librarian to ensure all books and cards are there.  The teacher will be responsible for any missing copies.  Each set will have a sign out sheet included with the check-out for students to sign as they take books.  This is to help you in collecting books you checked out, but the teacher will be responsible for this.  

· If you choose to check out books for a student to use, they will be your responsibility.  

· You will receive a report once a month letting you know what you, as well as your students have checked out.  

· All materials need to be returned by the designated library close date at the end of the school year.  Inventory will be taken in the library following said date, and library items will only be available for daily/hourly check out.  

· A teacher or classroom aide must be present at all times when your class visits the library to help maintain order.  Cooperation, respect and acting responsibly as teachers and students are greatly appreciated.  The teacher or aide will also be responsible for book dropping, or checking back in the student’s books from their class.  This can be done as the librarian is teaching the lesson.  

· If you will need specific library book topics or titles for units or activities, please let us know with as much advance notice as possible.  This will allow time to find, order, and catalog the requested books.  Books have been purchased specifically for each of the IB units.  We will try and give you these lists as you begin to teach the new units.  The library staff is happy to pull these for teachers if you let us know what you need.  You can check to see the availability of books in the library by following the links from the Channing Hall home page.  Chose “library” under the “academics” pull down bar, then “click to visit our library site” on the library page.  That will take you to the library resource site.  Under “quick links” choose “Channing Hall Library Card Catalog” and you can search the school’s library for items.  You can also reserve them from here with your login number (can get this at the library), and we can have the books for you the next day.  

· Each class will be given the opportunity to sign up for a set weekly library visit, either for 30 minutes or one hour, based upon the need and grade level.  Lessons will be prepared and presented.  Topics will include: each of the IB attributes, information literacy, literature, media literature, state library core, and holidays.   If you do not wish for your class to have a lesson, please let us know.  Also, if you feel you need an extra library visit during specific projects or units, let a librarian know and we will do our best to accommodate you.  The calendar of lesson topics can be found under “Teacher Resources” on the library resource page.  

Personal Growth Plan

Teachers will participate in annual goal setting and a Personal Growth Plan process.

Religious/Ethnic Celebrations

Channing Hall is a public school that recognizes and respects diversity.  Although we do not endorse an ethnic or religious belief, teachers are encouraged to incorporate religious and ethnic observances where appropriate into their curriculum instruction.

Respectful Language

One of the core values at Channing Hall is respect.  If students respect others, themselves, and their environment then Channing Hall becomes a great place for learning.  Respectful language must be used at all times.  We expect that there will be no foul or offensive language used on school property.  

Substitute Teachers

Teachers who need a substitute teacher for illness, personal days, or any other reason regarding classroom absence should contact the office as far in advance as possible. Please fill out a PTO form prior to the absence.  If a teacher will be absent more than one day, the office should be notified no later than 2:00 p.m. on the day prior to the absence.  Personal-business leave requires a 72-hour written notice and must be approved by the Head.  

Substitute Teacher Plans

The Asst. Head should at all times have a current substitute folder from every teacher.  A folder should be maintained and have current information including the following:

· outline of classroom procedures

· names of students with special needs

· seating chart if appropriate

· class list

· daily schedule

· duty assignments

· detailed lesson plan for the day of absence

Make certain that your objectives are clearly stated and all materials are organized and available to your substitute teacher.  Remember that the more specific the information you provide, the better your students’ learning experience will be in your absence.

· Emergency Lesson Plans:  Each K-8 teacher will submit two days worth of lesson plans to the Assistant Head of School which can be used at any time during the year.  These plans will include detailed instructions for conducting learning activities, a schedule of special classes, and any special materials that are not readily available in the classroom such as a specific book title. 

Student Study Team

This team meets every other week to clarify problems and concerns of teachers about individual students.  The team uses a systematic problem-solving approach to assist students who are not progressing at satisfactory rates, develops strategies, organizes school resources and provides a system of accountability involving the parents in this process.  The team is composed of the Head of School, Resource Specialist, and representative teachers.  

Student Supervision

Students should not be left in a room or elsewhere unsupervised.  Classroom doors may be closed during class but may not be locked.  The classroom window should never have an obstructed view.  If a teacher is in a classroom with only one student, the classroom door must be ajar.  

Supporting Student Success

Channing Hall recognizes and supports students as unique individuals, each with differing talents and interests.  We are committed to helping students learn the skills and knowledge needed to understand their world by encouraging teaching that individualizes and personalizes challenges. Teachers will regularly assess students in order to diagnose levels of readiness and learning, deliver instruction, and appropriately remediate or enrich while maintaining highly rigorous expectations and alignment with the Utah State Core and the IB Programme.
Teachers will choose grouping strategies which allow “students to work in differently mixed groups depending on the goal of the learning task at hand.”(Michael Opitz)  These include but are not limited to whole class, large groups, small groups, pairs, or students working individually and may be interest or ability based.     

Channing Hall curriculum was carefully chosen based on its ability to be used with students at different levels of understanding.  All learners can encounter difficulties and benefit from targeted instruction.  Flexible grouping allows students to receive instruction in mixed or leveled groups for targeted instruction.  The goal of meeting or exceeding high academic standards remains constant.    

Teachers – Their Role

The role of the teacher is to provide students with a highly rigorous and quality education in an environment that is not only safe, but also in an atmosphere that understands agile learning and allows students opportunities to expand their educational horizons.  It is the obligation of the teacher to follow the guidelines and policies as set forth by the Head of School, Board of Directors, Charter School Board and State Board of Education.
The teacher will report directly to the Head of School and work weekly with the Assistant Head of School.  The Head of School and Assistant Head of School will be responsible for the ongoing evaluation and the monitoring of the classroom teaching, adherence to the school philosophy and to work with the teachers in fully implementing the school curriculum.

Teacher Communication Requirements

· Parent Letters:  Letters will be sent home at least once a month. They will inform parents of upcoming events, special assignments, and provide updates about the curriculum for the month as well as a glimpse into classroom activities.   A copy of any letters going to parents will be reviewed by the Assistant Head of School.  An electronic or hard copy of any letters sent home, especially letters about events or activities will be submitted and kept in the office.  Specific information is needed in order to respond to parent inquiries.  Be consistent with this policy as it keeps us aware and able to support teachers.

· Post all weekly assignments on UEN website on the first school day of the week by 4:00 p.m.  The posting will also include a due date.

· Parent Contact Logs:  Keep parent contact logs to record face to face, phone, or electronic contact you make throughout the year. When communicating with parents keep the overall tone of the conversation positive.  If you must report something negative, preface it with a positive comment.   Positive phone calls to parents are very powerful communication links.  The expectation is that one call will be made home to each student’s parent (each home if the parents are divorced) within the first month of school. 

· Student Portfolios/Assessments:   A portfolio is maintained for each student.  This portfolio is age appropriate and includes samples of formal and informal assessments, as well as a selection of student work that shows mastery in all areas of the curriculum.  Maintaining this evidence of student growth will enhance your communication with parents, aid in lesson planning, improve the development of educational learning plans, and help create short and long term goals for students. 

· Student Led Conferences will be held in the spring and fall.  Teachers need to help students plan for these conferences.
· Report Cards:  Report Cards will be issued four times a year.   Parents are welcome to schedule times to meet with teachers to discuss their child’s progress.  Teachers will post electronic student progress reports using the school-adopted system.

· School:  Talking behind a person’s back or gossiping is completely unproductive and creates a negative working environment. Gossip is frowned upon at Channing Hall and should not take place between teachers or between teachers and parents.  We encourage communication between teachers and ask that people respect differences, and learn from one another.  Be a team player—create solutions.  Communicate professionally and regularly with the Head and Asst. Head addressing any concerns directly to him/her.  Communicate to students and parents expectations regarding academic performance, student conduct, and classroom interaction with other students and the teacher.

Teacher Curriculum Responsibilities

· Work toward understanding and implementing the International Baccalaureate Programme. 

· Work with the Head of School, Assistant Head of School and staff to develop and implement a school curriculum that reflects the school philosophy (Agile Academics), addresses the educational needs of the students, and is aligned with the Utah State Core Curriculum Standards and the IB Scope and Sequence documents.

· Evaluate the individual needs of students and develop educational learning plans that address those needs and reflect the curriculum.

· Have each student take a UTIPS tests as per Professional Growth Plan in order to assess where each student is regarding Utah State Core.  This also helps the student prepare for Spring CRT testing. 

· Lesson Plans:  Lesson plans for the upcoming week need to be turned into the Assistant Head of School by first thing Monday morning.   Lesson plans do not need to be a specific style but they do need to include the learning activities students will be engaged in on a daily basis.  Include clearly stated objectives which are aligned with the Utah State Standards and/or IB Scope and Sequence.  Make them specific enough for someone to step in and teach from the plan.  When you are planning a field trip, make sure the lesson plans reflect how the field trip is related to the curriculum and also what kind of reflection will take place after the field trip.

· Provide for classroom learning opportunities that are student-centered, age appropriate, and challenging for each student.

· Create a classroom environment that reflects enthusiasm for learning and the creativity of the teacher as well as the individuality of the students.

· Be prompt and participate fully in grade-level meetings. 

· Research and utilize the community resources available to the school and plan and organize field trips that are curriculum-appropriate and expand the learning opportunities of students.

Additional Teacher Responsibilities

· Work with the Administration in the preparation and execution of safety procedures: fire, earthquake, and other potential disaster situations.

· Work with staff in the maintenance of a clean, healthy environment.

· Report any injury that a student incurs to the front office immediately

· In coming to Channing Hall, parents are required to volunteer 4 hours a month per student (8 hours per month for families with more than one child at the school).  Each teacher needs to provide numerous hours weekly in which parents can volunteer both in and out of the classroom.  

· Attend all regularly scheduled faculty meetings and in-services.

· Develop, in consultation with the Administration, goals and objectives for each school year which become the basis for the teacher growth plan.  

Additional Non-Instructional Duties

Duties teachers are expected to perform shall include but are not limited to attendance and preparation for:

· Promotional ceremonies

· Conferences with Administration personnel

· Supervision of students before, during and after school

· Faculty meetings/staff meetings

· Student/parent/ teacher conferences

· Back-to-School Nights

· In-service Meetings

· Occasional after school staff development meetings

· Participation in annual goal setting and Growth Plan process 

· Maintain a neat, orderly and open classroom; understanding that the school has many visitors and those classrooms reflect who we are and what we do.  Classrooms should be neat and presentable by the end of each day.   Involve students in daily classroom and hall clean-up.  

· Participate in general parent meetings and special evening presentations sponsored by the school.

· Exemplify the best ideals of the teaching profession.

· Participation on a school- wide committee

Tutoring

Teachers may not charge to tutor their own students during the school year.  

Visitors/Volunteers

All visitors and volunteers must check in at the office.  Even familiar parents who are volunteering in classrooms need to sign in at the office prior to entering a classroom.  If you see someone in the school who is not wearing identification, please stop the person and walk them down to the office to be checked in.

Videos

Selecting films for your class to view should be done carefully.  Only films that are educationally based should be considered.  Please follow the guidelines listed below.  Any movie shown in theatres MUST be approved by the Administration and students must have permission slips in order to watch.  By definition, movies rated R or X can NEVER be shown at school.  PG and PG-13 movies may be shown with prior approval from administration and parents.  Movies require a complete lesson plan with a clear educational purpose as well as administrative approval, before they can be shown in the classroom.   

Prohibited:
· Any matter reflecting adversely upon persons because of their race, color, creed, national origin, ancestry, gender, sexual orientation or occupation. 

· Any sectarian or denominational doctrine or propaganda contrary to law.

· Material which contains or implies excessive violence, sexual situations or improper language.

Weather Related School Closures

When a storm warning or watch is reported in the school area, listen to the TV or Radio for school closures in the Jordan School District.   If the school is going to be closed this information will be posted on our website as well as noted on the front office voicemail.  Storm Watches or Warnings throughout the Day - If a storm warning or watch is announced in the middle of a school day in Jordan School District based on driving conditions and warnings, school may be closed early that day. 

Safety

Blood borne Pathogens Exposure Control Plan   

Universal precautions will be observed to prevent contact with blood and other potentially infectious materials.  All blood or other potentially infectious materials will be considered infectious regardless of the perceived status of the source individual.

Chemical Exposure  

Engineering and work practice controls will be utilized to eliminate or minimize exposure to employees at school.  Where occupational exposure remains possible after implementation of these controls, personal protective equipment shall also be utilized. The following protective measures will be used: gloves and hand washing.

Child Abuse Reporting

The Child Abuse Reporting Law requires certain professions, including teachers, school administrators, and any child care custodian, to report suspected abuse to the proper authorities.  The reporting law requires the child protective agency first receiving the report to cross-report to other child protective agencies and to the district attorney.  All reports are to be made by telephone immediately or as soon as practically possible and in writing within 36 hours using required forms.  The Utah hotline number for reporting abuse is: 800-678-9399.  The administration may assist with this process; however, you are the only person that can fill out the written report. The legal responsibility of reporting ultimately falls upon the person who witnessed or suspected the abuse.

Child Custody Cases  

Channing Hall cannot prevent (or physically restrain) a parent from removing a child from the premises unless we have a copy of a court order prohibiting it or, in our judgment, the child is in immediate danger of bodily harm.  If we have a copy of a court order, we are limited to explaining that the authorities will be called and the other parent notified.

Drug and Alcohol Free Workplace 

It is the expressed policy of Channing Hall to create and maintain a drug-free workplace, as required by the Drug-Free Workplace Act of 1988. The illegal possession or sale of alcohol and other controlled substances on school property is prohibited.  Furthermore, employees may not report to work under the influence of such substances.  Any employee violating these standards is subject to disciplinary action up to and including termination.
Emergency Plan

While we do not expect a natural disaster (such as an earthquake) or other related disaster (such as a chemical spill) to occur during school hours it is nonetheless necessary that we establish a plan for operation under such conditions. Each teacher will be given a Safety Handbook, which will be covered in a faculty meeting and through regular safety drills.  A campus exit route map is posted in each classroom.
Emergency Procedures

Channing Hall is committed to ensuring that each employee has a safe and healthy work environment.  All staff is fingerprinted and received clearance to work with children at the county, state and federal levels.
Evacuation Procedures

1. Initiate drill procedure

2. Follow escape routes to emergency exits

3. Once outside,  a head count will be done matching students to attendance sheets

4. Staff will escort students to Channing Hall field

5. 911 called once all students are safe and accounted for

6. Staff remains in contact with police dispatch until officers arrive

Fingerprints Utah Criminal History and National Child Protection Act Background Checks 

Utah Law 53-10-108 allows qualifying entities to request Utah criminal history information. Public law 105-251, the Volunteers for Children Act which amended the National Child Protection Act of 1993, was enacted October 9, 1998 to allow these same qualifying entities the right to request fingerprint-based national criminal history record checks of their volunteers and employees. There are three options available to qualifying entities.

One Option Available BCI NAME check ($10.00*) – fee and completed name list (BCI form 02-08-02) must be submitted by qualifying entity at time of request.
Check consists of:  Utah Criminal History, Utah Statewide Warrant and Protective Order, and Federal Want and Warrant files – turnaround 7 – 10 days.

Fingerprint cards must contain the following:

1. All descriptive information

2. The OCA field with the NCPA/VCA code assigned to your agency. Please contact BCI for this code.

3. The Reason Fingerprinted field with: NCPA/VCA Pub. L. 105-251 and Volunteer or Employment.
Fingerprinting Services

Applicants may have their fingerprints taken at Utah BCI (3888 W 5400 S) or at most local law enforcement offices for a nominal fee.

Payment

Qualifying entities may submit one certified check, money order, or credit card number for the total amount rather than individual checks for each applicant submitted. Please make check(s) or money order(s) payable to: Utah BCI. 

UTAH BUREAU OF CRIMINAL IDENTIFICATION

3888 W 5400 S – BOX 148280

SALT LAKE CITY UT 84114-8280

(801) 965-4445 (Name/DOB) or (801) 965-4569 (Fingerprints)

Fire Drills

The law requires fire drills must be done in order to be in compliance with local fire codes.  These drills will be mandatory and conducted without notice.  Prior to the first fire drill of the year, the students will be well educated regarding where they should be and what they should be doing during a fire drill.  Fire drill routes for students are posted.  All equipment including the alarm systems and exits are checked on a yearly basis by the Fire Department.  Proof of these inspections is located on the equipment.
Fire Emergency

1. All fires are reported immediately.  Emergency numbers will be called and location given of fire.

2. Fire extinguishers, fire alarms, fire exits or risers are not blocked by supplies at any time.

3. Open flames are prohibited in any area (no candles!).

4. The school is a designated “No Smoking” area.  People who smoke, must smoke outside at least 500 ft. away from the school property.

Smoke Free Campus

Channing Hall is a smoke-free campus.  Staff, parents or visitors are not allowed to smoke anywhere on the school grounds.  Additionally, smoking is not permitted while supervising students in a school-sponsored off-campus activity. 

Student Educational Leave

Educational leave allows students to count up to 10 vacation days as excused absences.  Before leaving, students must fill out a Request for Educational Leave Form and make a study plan with the teacher.  The Form is signed by the student, a parent, a teacher and an administrator.  Students must turn in the completed work upon their return to school and the form must then be signed by the teacher and an administrator.  

Salary and Benefits

Bereavement/Emergency Leave

All full-time employees scheduled to work at least 40 hours per week may be granted a bereavement leave.  Written documentation is required upon return to school.  Bereavement leave will be tracked.  Employees may choose to use their PTO time in conjunction with leave time.  Bereavement/emergency leave days are granted accordingly: 

· 8 days absence with pay in the event of the death of a husband, wife, partner, daughter or son (this would also include any other person residing in the home who may have assumed the role of daughter or son).

· Up to three days with pay in the event of death in the employee’s family. “Family” includes a grandparent, parent, siblings, spouse's father, mother, grandchild, brother, sister, grandfather, grandmother, brother-in-law, sister-in-law, son-in-law, daughter-in-law, or other person residing in the employee's home.
· A maximum of 2 additional days may be granted if travel time is needed.

Cessation of Benefits upon Termination

Regular insurance benefits cease on the last day of the month in which the termination occurs if an employee is terminated prior to the completion of the term of employment.  If an employee is not returning to work at Channing Hall but has fulfilled his/her employee agreement the employee will receive benefits through the stated agreement. The employee will also be paid regularly, which covers all salary earned and retirement due as per the employee agreement.  
Family and Medical Leave Policy 

Channing Hall entitles eligible employees to receive up to twelve weeks of leave each year for serious medical conditions and pregnancy (in accordance with the Family and Medical Leave Act).  A serious health condition is defined as requiring inpatient care in a hospital or residential facility, or continuing treatment from a health care provider.  Eligible employees shall continue to receive medical insurance benefits, provided the employee was entitled to medical insurance benefits prior to the commencement of the leave. At the end of the leave period, the employee will be reinstated to his or her previous, or an equivalent position.  The program is further outlined below.  

To be eligible for twelve weeks of family and medical leave, the employee must have been employed by Channing Hall for at least 12 months, and worked a minimum of 1250 compensable hours during the 12 month period immediately preceding the commencement of leave.  Employees who have worked at Channing Hall for less than 12 months and wish to take leave due to a serious medical condition or pregnancy need to seek approval from the Head of School.  An employee needs to submit a request for leave 30 days in advance when the need for leave is foreseeable, or as soon as possible in emergencies.

Holidays

Holidays are observed as per the current school year calendar.  Paid holidays for contracted faculty members are built into the salary schedule.

Insurance Benefits

Insurance benefits are available to Channing Hall Employees whose Employment Agreement offers retirement and health benefits.  Benefits are subject to change and benefit documentation will be distributed to all employees at the beginning of each school year.  For employees in good standing, insurance benefits will run for the full term of the agreed upon employee agreement.    

Jury Duty

Employees called to serve on jury duty will be given time off as required by law.  Teachers are encouraged to request a postponement of jury duty until the summer.  

· Notice to the Head of School together with a copy of the subpoena or notification from the court shall be given as soon as possible after receiving such notification.
Leave Policies

All full time employees are eligible for the following options:

Leave without Pay:  Any period of leave without pay will not be considered a period of full-time employment for purposes of determining eligibility for benefits, but shall not be considered a break in service so as to interfere with the accumulation of consecutive years of employment.

Military Leave: Military leave of absence shall be granted upon the filing of letters of appointment or official orders, or upon verbal notification by a verifiable military authority with the Head of School.  All National Guard and Reserve members are required to provide a copy of orders, the annual drill schedule, or other type of documentation to employers as soon as available and, if possible, before the commencement of military leave.  Military leave will be tracked and reported as required by state law.
Notice of Absence

Employees are asked to give the Head of School as much notice as possible when they are going to be absent from work.  Fill out a Request For Personal Days Form, available in the faculty room or at the front desk, and turn in it 3 days prior to any absence.  If the absence is last minute or in the morning before school the employee must do the following:

· Call the front office 572-2709 ex120 and leave a message that you will not be in by 7:30 a.m. AND
· Call either the Head (518-7510) or the Asst Head (828-6133) and let one of them know you will not be in by 7:30 a.m.

· It is the employee’s responsibility to talk to a person (live) to make sure arrangements will be made for a substitute.  Leaving a message or sending an email is helpful but does not count as talking to someone.

Teachers have the responsibility to leave detailed lesson plans upon their absence.  Aides and volunteers will be working as substitutes during teacher absences and rely on detailed lesson plans.

Should an employee be absent for three days without contacting the Head of School, the school may presume that they have abandoned their position and their employment may be terminated.  If extenuating circumstances prevent the employee from making contact, (hospitalization, etc.) this policy will be waived.  

Pay Day

Payroll dates start on September 5th.  After that you will receive a paycheck on the 5th and 20th of each month, for 12 months.   If the 5th or the 20th falls on a weekend day you will be paid the prior Friday, given that Friday is not a holiday.  If so, you will be paid on the closest working day.  Checks will be placed in your box on the day of pay.  Direct deposit is available if you choose this option.  Please talk to the Business Manager with any questions.
Personal Time Off (PTO)

All full time employees regularly scheduled to work at least 40 hours per week may take up to 11 days (88 hours) per calendar year for personal leave.  Time taken will be deducted in one hour increments. The following conditions apply:

· There will not be additional days for sick leave, PTO will cover sick leave, personal days, and family care needs.  

· Requests for personal leave must be approved in advance by the Head of School.  A Request for Personal Days Form must be filled out and given to the Head at least 4 days in advance of requested leave.  

· As a general rule, no more than two teachers will be granted PTO days at the same time.  This means you will need to plan in advance or risk being denied the request.

· Leave days should not be taken immediately before or after any school holiday or school break.  

· PTO hours will be granted in full on the first day of school.  PTO does not accrue and therefore all employees lose PTO days at the end of each year. 

· You will not be compensated for PTO hours not used.

· Staff may “bank” up to 5 days a year for a maximum of 15 days.  These days may only be used for medical reasons which would fall under Short Term Disability.  

Professional Development & In-Services

Professional development and in-services are scheduled throughout the year. 

· Channing Hall is committed to supporting the professional development of all employees; both through providing activities at the school and encouraging participation in learning activities outside the school.

· The administration encourages staff to join technical and professional organizations and, consistent with the discharge of their duties to the school, to participate in the affairs of such organizations and to make advancements in their chosen field.  The payment of dues for private membership in professional or technical organizations is the responsibility of the employee unless the employee is selected by the Head of School to represent the school through an institutional membership or affiliation.  

· Employees may apply for authorization to attend any type of professional or educational activity that will involve professional growth or help fill a need of the school.   Requests to attend workshops must be approved by the Asst Head of School and certificates of completion must be handed in to the office. Employees who attend professional growth opportunities are expected to in-service other staff and to share materials.

· Travel and expenses will be reimbursed according to budgetary considerations.  Mileage will be reimbursed at the government rate.  Per Diem will be given to a teacher prior to leaving and at the following rate:  breakfast - $9.00, lunch - $13.00, and dinner $20.00. 
Returning to Work

In the event that work days have been missed due to a job-related injury, a written release from your primary physician stating that you are able to return to work must be submitted to Head of School.  Any restrictions placed on your activities may have to be assessed by your supervisor at the school prior to the school’s approving your return.  Employees may not return to work without such approval.

Stipends

Stipends may be given to staff in exchange for work above and beyond that which is expected.  These activities include but are not limited to mentoring new teachers and providing after school activities.  Stipends will not be calculated into base pay or be used to accrue additional benefits or retirement.  

Worker’s Compensation Insurance

In the event that an employee is injured on the job, medical and hospital expenses and a portion of lost salary may be payable under Worker’s Compensation Insurance.

Reporting an Injury  

Employees are responsible for reporting any job-related injury to the Front Office immediately:

· Fill out a simple accident report form.

· Receive and read the pamphlet which will give you additional information about your rights under Worker’s Compensation Insurance.  

· Report any injury on a timely basis, even minor ones not requiring immediate medical attention, so that appropriate records can be kept.  Should a minor injury develop into a more severe problem, you and the school may be in a better position to make a claim.

Standards of Conduct, Performance and Discipline
Harassment Policy

Channing Hall requires each employee to exhibit, in conduct and communications, sound judgment and respect for the feelings and sensitivities of every other employee of the school.  The school will not tolerate verbal or physical conduct by an employee that harasses, disrupts, or interferes with another employee’s work performance or which creates an intimidating, offensive, or hostile work environment.  This policy prohibits harassment of any kind, but particularly that related to race, color, gender, religion, national origin, age, sexual orientation, marital status, handicap, medical condition, disability or ancestry.
Sexual Harassment

The school’s general policy against harassment, which requires the reporting of any such acts experienced or observed, includes a prohibition against sexual harassment.

· Applicable law defines sexual harassment as unwelcome sexual advances, requests for sexual favors, or other verbal or physical conduct or communication of a sexual nature when either:

· Submission to or rejection of such conduct or communication by an individual is used as a factor in decisions affecting such individual’s hiring or employment; or

· Such conduct or communication has the purpose or effect of substantially interfering with an individual’s employment or creating an intimidating, or hostile or offensive employment environment.

Conduct of a Sexual Nature
· Verbal:  Sexual innuendo, suggestive or insulting comments or sounds, whistling, jokes, or teasing of a sexual nature, sexual propositions or threats, continuing to express personal interest after being informed the interest is unwelcome.

· Visual:  Sexually suggestive objects, pictures, or letters, leering or obscene gestures.

· Physical:  Unwanted physical contact, including touching, pinching, brushing the body, impeding or blocking movement, sexual intercourse or assault.

Sexual Harassment can occur in any setting, including the workplace itself, school trips, and school-related social events.  Sexual harassment does not refer to occasional compliments of a socially acceptable nature.  It refers to behavior which is not welcome, which is personally offensive or which debilitates morale.

Individuals Covered in the Policy

This policy covers all employees of Channing Hall.  The school will not tolerate, condone, or allow sexual harassment whether engaged in by co-workers, supervisors or other non-employees who conduct business with Channing Hall.  The school administration encourages the reporting of all incidents of sexual harassment regardless of whom the offender may be or the offender’s relationship to the school.

Recording a Complaint   

Channing Hall encourages prompt reporting of complaints so that rapid response and appropriate action may be taken.  This policy not only aids the complainant, but also helps maintain an environment free from harassment for all employees.  Any employee who believes he or she has been harassed should promptly report the facts of the incident to the Head of School.  A report made about the Head of School should be made in writing and can be given to a member of the Governing Board.  The school will investigate any complaints and take appropriate corrective action.

Disciplinary Action

The school may take disciplinary steps up to and including discharge against an employee who engages in any type of harassment.
Violation of Standards of Conduct  

This handbook cannot identify every possible violation of appropriate standards of conduct.  Clearly such things as stealing, lying, fighting, and the use of offensive or abusive language are unacceptable.  Any behavior that is illegal, immoral or imprudent is unacceptable.  The following is a partial list of other types of conduct that may result in disciplinary action up to and including immediate discharge.

· Unexcused and/or repeated tardiness or excessive absenteeism

· Falsifying or destroying any school record, including timekeeping records

· Engaging in rude or discourteous conduct

· Possessing or bringing dangerous or unauthorized materials on school property

· Theft or destruction of school property

· Substance abuse or the use of drugs which prohibit the employee from performing the essential functions of his or her job

· Falsifying or making erroneous entries or material omissions on any employment application or other school document

· Insubordination

· Fighting or provoking a fight on school time or property

· Harassing, threatening, intimidating, or coercing any other employee, student, or parent

· Misconduct

· Unsatisfactory performance

Employees are expected to exercise good judgment and common sense in determining appropriate conduct.  Violation of school policies or standards of conduct will result in warning, termination or other appropriate corrective action.

Dispute Resolution Procedure

The following procedure is intended to be the sole process for resolution of disputes arising out of Channing Hall.  A grievance is a claim by a teacher that the Channing Hall employment agreement has been violated, misinterpreted, or misapplied with respect to that teacher.  Should such a grievance arise, the following procedure shall be the teacher’s sole and exclusive remedy with respect to that grievance.

Stage 1 - The Head of School: Any teacher having a grievance shall present the grievance in writing to the Head of School within twenty-one (21) days of the event or condition giving rise to the grievance.  The Head of School shall meet with the teacher and other persons as determined by the Head of School.  If the grievance is not resolved in the following fourteen (14) days of receipt by the Head of School, the grievance shall be deemed denied, and the teacher may submit the grievance in writing to the Governance Board President, within twenty-eight (28) days of original receipt of the grievance by the Head of School.

Stage 2 - Channing Hall’s Governance Board President or Designee:  Within fourteen (14) days of receipt of the written grievance, the Board President or his/her designee will speak with the teacher and other persons as determined by the Board President or his/her designee.  The Governance Board President or his/her designee shall render a decision in writing within seven (7) days of the meeting.
Arbitration  

If the teacher still has a grievance, it will go to an outside arbitrator (who is agreed upon by both parties).  The arbitrator’s decision will be binding.  All costs accrued from outside arbitration will be split equally by the Channing Hall Governing Board and the grieving party.

Handbook Acknowledgement of Receipt
I have received a copy of the Channing Hall Employee Handbook.  I recognize that it is my responsibility to read this handbook and to familiarize myself with the expectations, policies, and procedures contained in this handbook.

By signing below, I acknowledge that I have received a copy of the handbook.

Employee Name ________________________________________________________

Employee Signature _____________________________________________________

Date ___________________________________________________________________

ATTACHMENT C
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Vision Statement

 “Channing Hall students are agile learners who value other perspectives, who know how to learn, and whose vision, passion, and unique abilities inspire them to achieve excellence and improve the world.”

 

Guiding Principles
 Principle I - Every student can develop learning agility.
An Agile Learner:

· Understands and applies the range of agile learning and thinking skills

· Can examine and learn from multiple perspectives

· Learns and uses different approaches to solving problems

· Is able to learn both independently and collaboratively

· Has the confidence to take risks

· Is an active inquirer

· Has a passion for discovery

Principle II - Students learn in different ways.
It is essential to:

· Identify how each student learns

· Help students understand how they learn

· Help parents understand how their children learn

· Develop students’ strengths and shore up their “stretches”

· Teach students to appreciate various learning styles and how to work with others who are different from them

· Build on this knowledge from year to year, teacher to teacher

 

Principle III - Clearly articulated educational objectives are the foundation of an effective school.
· Educational objectives are comprehensive, integrated, and cascading

· All learning activities support the defined educational objectives

· Educational objectives are documented in a consistent, common, and accessible format

· The objectives describe what is to be taught; the how is determined by caring faculty and staff who use their talents, skills, experience, and love

Principle IV - Students gain a sense of their unique calling by contributing to their communities.
· Community involvement increases learning motivation and relevance

· Students use their agile learning skills to contribute in positive, meaningful ways

· Students gain a greater awareness of the world by being part of something larger than themselves

Principle V - Student engagement is a key to personal growth and accomplishment.
· Students are expected to give their best effort and to monitor their progress

· Parents are expected to support their students’ efforts and foster individual responsibility within their students

· Teachers are expected to engage students by using a range of methods and activities, and to match the challenge of their instruction to the skill of the students for optimal learning

· Students become aware of the personal satisfaction of accomplishment, motivating them to achieve greater success

 

Principle VI - An involved community of stakeholders promotes optimal student learning.
· Stakeholders include students, parents, teachers, administration, board, and the community at large

· All members of the Channing Hall community will treat each other with respect

· Parental involvement is a leading indicator of student achievement

· All stakeholders work together to help students achieve the defined educational objectives

School Name

Our school name serves as the symbolic capstone to our school’s mission and academic efforts.   “Channing” is an old French and Anglo-Saxon name that means “wisdom,” “wise one,” and “young wolf.”  Interestingly, Native American mythology and symbology regard the wolf as the tribe’s greatest teacher; the forerunner of new knowledge who leaves the tribe to learn and discover and returns to share insight and wisdom.
Mascot – Wolf “Koda”

As a natural extension of “Channing” as our school name, the Young Wolf is our school mascot.  The Young Wolf mascot stands as an enduring symbol of discovery, mastery, insight and wisdom as we foster individuals who are intellectually agile -- responding and contributing to a changing world.

School Colors

Navy, Red, and Tan

School Hours 

First Day of School – August 19, 2008

Final Day of School – June 5, 2009

Front Office:  The Front Office will be open Mon – Thurs 7:45 a.m. – 4:00 p.m. and Friday 

7:45 a.m. – 2:00 p.m.  The school office can be reached at (801) 572-2709.

Full Day Kindergarten & Grades 1– 8

Half Day Kindergarten 
Monday – Thursday 8:15 a.m. – 3:20 p.m.
8:15 a.m. – 11:20 a.m. & 12:20 p.m. – 3:20 p.m.

Friday – 8:15 a.m. – 1:20 p.m.


8:15 a.m. – 10:30 a.m. & 11:05 a.m. – 1:20 p.m.

Important Dates for 2008– 2009 School Year
	Tuesday, August 19
	First Day of School
	Short Day (out at 1:20)

	Wednesday, August 20
	Second Day of School
	Short Day (out at 1:20)

	August 19 – 22 & August 25
	Kindergarten Assessments
	Individual Times

	August 26
	First Day for Kindergarten Students
	

	Wednesday, August 27
	Back-to-School Night (K-3rd)
	6:00 p.m.

	Thursday, August 28
	Back-to-School Night (4th–8th)
	6:00 p.m.

	Monday, September 1
	Labor Day
	No School

	Thursday, September 18 
	Student Led Conferences (K – 8th grades)
	No Classes (Parents and students meet with teachers at individual times)

	Friday, September 19
	Student Led Conferences (6th – 8th)
Regular School Day for Grades K – 5th
	No Classes for 6th – 8th grades (conferences).  

Regular School Day for Grades K – 5th Grade

	Wednesday, October 1
	Teacher Professional Development
	No School 

	Thursday, Oct 16 - Friday, Oct 17  (School resumes on the 20th)
	Fall Break
	No School

	Thursday, October 23
	End of 1st Term
	Full Day of School

	Friday, October 24
	Teacher Professional Development
	No School

	Wednesday, November 26
	Thanksgiving Break
	Short Day (out at 1:20)

	Thursday, Nov 27 - Friday, November 28  (School resumes on the 1st)
	Thanksgiving Break
	No School

	Monday, Dec 22 – Friday, January 2, 2008  (School resumes on the 5th)
	Winter Break
	No School

	Thursday, January 15
	End of 2nd Term
	Full Day of School

	Friday,  January 16
	Teacher Professional Development
	No School

	Monday January 19
	MLK Day
	No School

	Monday, February 16 – Friday, February 20  (School resumes on the February 23rd)
	February Break
	No School

	Thursday, February 26
	Student Led Conferences (K – 8th)
	No Classes (Parents and students meet with teachers at individual times)


	Friday, February 27
	Student Led Conferences (6th – 8th)
Regular School Day for Grades K – 5th
	No Classes for 6th – 8th grades (conferences).  

Regular School Day for Grades K – 5th Grade

	Monday, March 9
	Catch Your Breath Day

(Teacher  Professional Development)
	No School

	Thursday, March 26
	End of 3rd Term
	Full Day of School

	Friday, March 27
	Teacher Professional Development
	No School

	Wednesday, April 8
	Spring Break
	Short Day (out at 1:20)

	Thursday April 9 & Friday April 10  (School resumes on the 13th)
	Spring Break 
	No School

	Monday, May 25  
	Memorial Day
	No School

	Friday, June 5
	Last Day of School, End of 4th Term
	Short Day (out at 1:20)


The following Information is in Alphabetical Order
Academic Honesty 

Honesty is expected in all academic endeavors. The honest academic work of a student reflects his/her unique, independent thoughts while also crediting other people who helped shape the development and expression of his/her ideas. 

Cheating is academic dishonesty and includes copying other’s work on tests or homework. Plagiarism is a form of cheating and includes taking another person’s work or ideas and using them as your own.  Students must fully understand the concepts of cheating and plagiarism.  When in doubt, ASK.

Some examples of plagiarism:

· Paraphrasing text from a book or web site without citing
· Cutting and pasting or copying text without quoting
· Copying and using an image without saying what it is and where you found it
· Using an online translator instead of doing your own required translation
· Submitting a paper written by a parent or tutor without acknowledgement

Middle School is a time to learn proper procedures for academic behavior, writing, and research. Channing Hall teachers will help you learn and apply the rules.  Their goal is to teach students the basic standards now, so that they can apply what they know with greater skill throughout their High School years.

Students involved in cheating, as determined by their classroom teacher, will automatically receive a "0" grade for the activity or test.  The Head of School will be notified of all academic honesty infractions.  Additional disciplinary action may occur at the discretion of the classroom teacher.  Such consequences may include but are not limited to: missing class parties, field trips, or extra-curricular activities.  Repeated offenses will be referred to the Head of School.

Anti-Harassment Policy  

Channing Hall’s policy prohibits discriminatory harassment based on real or perceived race, color, religion (creed), national origin, marital status, gender, sexual orientation, gender identity, disability or on the basis of association with others identified by these categories. The School shall act to investigate all complaints of discriminatory or other harassment, formal or informal, verbal or written, and to discipline or take other appropriate action against anyone who is found to have violated this policy.

Address Changes & Parent Contact Information

Channing Hall must have all parents’ correct home and work addresses, phone numbers, and email addresses.  Please immediately notify by phone or email the front office with any changes.  It is the parent’s responsibility to keep emergency information current. 

Admissions/Lottery Policy
Please view our school web site at www.channinghall.org for our admission/lottery policy.

Arrival and Dismissal

· Arrival:  Students will not be permitted in the school buildings prior to 7:55 a.m.  Students must sit down quietly in a hall between the time of their arrival and the beginning of school.  

· Dismissal:  At the end of the school day, parents need to meet students at the front of the school in the pick-up zone.  Channing Hall does not provide after-school daycare.  All students must be picked up within 15 minutes after the end of the school day, except students who participate in school sanctioned after-school activities.  If students are not picked up by 3:45 p.m., there will be a $15.00 late fee imposed.  

Assembly Behavior

Assemblies are planned for student learning and enjoyment.  Students are expected to be orderly while entering the gym and sit with their classes.  Students who disrupt the assembly will be given a warning, and if the behavior continues, the student will be removed and not be permitted to attend the next assembly.  A third disruption may result in the student forfeiting their opportunity to attend assemblies for the remainder of the semester.

Attendance  










It is very important for students to be in class consistently.  Channing Hall believes that consistent attendance teaches responsibility and helps students to form good habits.  Students learn the value of being punctual and prepared.  Frequent absences result in a loss of continuity in instruction.  Also, frequent absences and tardiness prove disruptive for students, teachers, and staff.  

The purpose of this rule is to establish consistent procedures in informing Channing Hall parents about compulsory education laws, encouraging and monitoring school attendance consistent with the law, and providing firm consequences for noncompliance.  This rule encourages meaningful incentives for parental responsibility.  All families are required to sign and return a Compulsory Education Information Letter.  

If you know your student is going to be absent, please notify the front office by 8:30 a.m. at (801) 572-2709.  If no call is received, the front office may contact parents at home or work to verify the absence.  

Parents are expected to take a proactive role in ensuring their children attend school. Please plan family vacations around the school calendar.   Health appointments and private lessons should take place outside of school hours and when possible, parents should notify the school in advance of any absence.  Parents and students are responsible for obtaining homework or assignments for the time period of the student’s absence.  
If your child must leave during school hours, a parent or authorized individual that has been listed on the student registration form must sign them out at the school’s front office.  Upon return, please provide a valid explanation written by the doctor or parent/guardian.  Excessive unexcused absences may affect a student’s grade and may lead to a student’s permanent dismissal from the school. 

Attendance Requirements  

Definitions:

· “Absence” means a student’s non-attendance at school for one school day or part of one school day or one hour late for school.

· “Tardy” means arriving at school late for any period of time less than one hour.

· “Certified mail” means notification sent through the US Post Office that requires a signature of acceptance for the letter.  A signed receipt notifies the sender the letter was accepted.

· “Excused absence” means a student’s absence from school for a reason identified by the school as reasonable such as:

Excused Absences – an absence is not excused until a note is turned in confirming missed days

· General sickness (if less than 5 days a parent must write a note stating their child was sick)

· Verified illness (doctor’s note required if absence is greater than 5 days)

· Medical appointments (excused only when note is received within a day of appointment) 

· Bereavement 

· Court appearances (note confirming appearance must be turned in to front office)

· Emergencies (explanation note needed from parent). Administration will decide if it qualifies as an excused absence 

· Pre-approved educational leave  (must be approved prior to absence)

· Religious holidays and/or valid events.  (note required prior to absence from parent to confirm reason for absenc
e

· “Habitual truant” means any Channing Hall student who has received more than two truancy citations within one school year from Channing Hall and 10 absences without a legitimate or valid excuse or who, in defiance of efforts on the part of Channing Hall authorities to resolve a student’s attendance problems, refuses to regularly attend school or any scheduled period of the school day
·  “Unexcused absence” means a student’s absence from school for reasons other than those authorized under Channing Hall policy
Students are allowed a maximum of 10 excused and 10 unexcused absences per year.  Any student who has more than 10 days or the equivalent number of periods of unexcused absences may be a candidate for truancy court or dismissal from the school. 

Oral or written communication from the student's parent/guardian is requested within one business day of the absence in order for the absence to be excused.  All written communication should be turned in to the teacher who will then turn it into the front office.  In the event of multiple consecutive absences, written communication must be received within one business day of the student’s return to school. 

Unexcused Absences – a maximum of 10 per year

· All other absences (not listed above) are considered unexcused.  
How the process works

· All parents are provided access to the Channing Hall Family Handbook through the school website.  Additionally, all students attending the school will sign a sheet explaining the Attendance and Tardy Policies and of the Compulsory Education attendance laws and encouraging parental cooperation. 

· Channing Hall will employ various positive rewards and recognition for students who have good attendance. 

· If a student is absent 10 consecutive school days without prior written approval, he/she may be dismissed from Channing Hall according to State law.  In the event of an unforeseeable illness or emergency, the school should be contacted as soon as realistically possible.
· Following six excused absences, an official letter will be sent home and parents will receive a call from the school.
· Following six unexcused absences parents will be issued a truancy letter and a meeting will be required with the school.

· Following the eighth unexcused absence, a second truancy letter shall be issued.  Following the second truancy letter, prior to referral to court, in a final attempt to prevent habitual truancy, the school shall schedule a pre-court hearing meeting with the Head of School for the parent and student.  At the meeting, school personnel shall present final alternatives to court referral. 

· Following the 10th unexcused absence, a third truancy letter shall be issued and the parent/student shall be notified that the student is a habitual truant.  Referral to the appropriate County or District Attorney or Juvenile Court consistent with Section 53A-11-104(6) shall be made by the school director.  
Birthday Celebrations/Holidays

Each teacher will include a birthday/celebration policy in their course outline and address it at Back-to-School Night.  Generally, birthday celebrations involving food should be limited to grades K-2.  It is recommended that treats or items brought into class be healthy or useful to the students such as fruit snacks, pencils, bookmarks, etc. As a Gold Medal school, we do not allow sugared treats. Treats cannot, by Utah law, be homemade.  We encourage each student to donate a book to the library on their birthday.  Students will be recognized for this contribution.

Bullying Prohibition and Prevention 

All Channing Hall students should feel safe at school.  Channing Hall has no tolerance for bullying.  Bullying is a form of harassment and is defined as: The repeated intimidation of students by the real or threatened infliction of physical, verbal, written, electronically transmitted, or emotional abuse, or through attacks on the property of another.  It may include, but is not limited to actions such as verbal taunts, name-calling and put-downs, including ethnically based or gender-based verbal put-downs, and extortion of money or possessions.  Such conduct is disruptive to the educational process and therefore, bullying is unacceptable behavior at Channing Hall.  Students who engage in any act of bullying while at school, at any school function, in connection to or with any school sponsored activity or event, or while en route to or from school are subject to disciplinary action, up to and including suspension or expulsion.  Consequences will depend on age, situation, and child’s previous behavioral issues.  Law enforcement officials shall be notified of bullying incidents, as required by law.  This policy also applies to students who, by their indirect behavior, condone or support another student’s act of bullying.  Retaliation against a victim, good faith reporter, or a witness of bullying is prohibited.

Canceled/Bounced Checks

Checks sent for payment of expenses are subject to a $25.00 returned check fee.

Cafeteria/Food Service

Hot lunch is available to all students.  Students may also bring their own lunches; however, all lunches must be eaten in the supervised area.  Students are expected to dispose of all refuse in available garbage cans to help keep the area clean.    

Cafeteria Behavior Guidelines

· Students must maintain an orderly line for the cafeteria.  Students who push, take cuts, or are loud or disruptive will be removed from the line and must wait until all other students are served.

· Students cannot hold places or purchase food for any other students.

· Students are responsible for cleaning the area where they eat.

· Throwing food, dripping items on the floor, and making a mess are not appropriate behaviors in the cafeteria, and will result in consequences.

· Students must sit down at a table to eat and drink.  Food is to be eaten in the cafeteria or classrooms.  No food or drink may be eaten in the school hallways.

· Upon finishing lunch, each student will pick up his/her area, properly dispose of all refuse, and exit the cafeteria doors.  Students are not allowed in the school halls during lunch. 

Free or reduced lunch is available for students who qualify.  Applications may be obtained in the front office.  It is the parent’s responsibility (not the schools) to keep the lunch balance up to date.  There are several ways in which you may pay for your child’s lunch.  You may send payments (cash or check) with your child to school or there is the new option for you to pay online at www.channinghall.org.  Account balances must be kept up to date. We will verbally remind students daily to bring lunch money as balances fall under positive $10.00. We will also utilize a hand stamp to remind them to bring lunch money. If the balance of their account reaches $0.00, a letter will be sent home stating that the food account is in arrears. Full payment or payment arrangements are expected to be made within three (3) days of the date of the letter or your children will not be allowed to utilize the Food Program meals or ala carte service. If the parent(s) or guardian(s) fail to provide the student with a meal, Channing Hall will provide the student with a roll and milk for a charge of $1.00 for three (3) days only. After three (3) days, full payment must be received or your children will not be allowed to continue to charge meals, and will be given nothing further. Lunch statements of purchases will be sent home monthly.
Calendar
The school calendar is posted on the Channing Hall web site, www.channinghall.org.  This calendar lists all vacations and special events. 
Checking Out of School Early

We encourage parents not to take their child out of school early as it disrupts the learning process that can only take place in the classroom.  All doctor and dentist appointments should be scheduled during school breaks or on Friday afternoons.  In an emergency, parents are welcome to check-out students from school.  If a student is going to leave early, we ask that parents write a note and have the student give it to his/her teacher in the morning. Parents are required to come into the building and sign their child out at the front desk.  Once a parent arrives, the front office will call the classroom and ask that the student come down and meet his/her parent.  Due to our pick-up procedures, parents are not allowed to check out students during the last 20 minutes of the school day. 

Children (siblings) at School

Children who accompany a parent to school must be under direct supervision at all times.  Parents are responsible for supervising their children during parent meetings, book fairs, assemblies, weekends or any school activity.   

Child Abuse and Neglect Policy

Any person who has cause to believe that a child’s physical or mental health or welfare has been adversely affected by abuse or neglect by any person shall immediately make a report as required by law.

Closing of School

If the school is to be closed due to storms, road conditions, etc., information will be available on our website, www.channinghall.org, or a recorded message will call your home
.  You can also hear a recorded message by calling (801) 572-2709.

Cold Weather

Since fresh air and exercise are two very important aspects of a healthy lifestyle, students are taken outside each day.  If the administration determines that the weather is inclement, students may have indoor recess.  In addition, all students K through 8th grade will have outside physical education activities at the teacher's discretion.  Students must dress appropriately. 

Communication/ Newsletter

Channing Hall will e-mail a weekly Friday Folder and other correspondences directly to the parent/guardian. Teachers will be sending home communication at their own discretion.   
Computer Usage

Computers are available for student use in each classroom and in the library.  There is also a computer lab available to students.  Students should only be on a computer when supervised and must follow the school policies.  Students must have a teacher’s permission to use classroom computers.  All students must sign the Internet User Agreement form before accessing the internet.

Confiscated Items

Any item determined by faculty/staff to be a distraction or danger to the students or learning environment may be confiscated.  A parent will be contacted and may pick up the item from the front office.  Any item confiscated more than once during the school year, may be kept by the Head of School until the end of the school year and picked up by a parent at that time.

Discipline/General Expectations 

· The teacher will create a classroom environment that establishes clear, consistent expectations for students.

· Teachers will have POSTED Classroom expectations in their classroom which:

· Define behavioral expectations

· Teach behavioral expectations

· Monitor and recognize appropriate behavior

· Provide corrective consequences for behavioral errors

· Provide opportunities for information-based problem solving
This method of discipline works to address the behaviors in a way that will teach the student ways to respond differently the next time a frustrating situation arises.  

Positive Discipline and Disciplinary Procedures

Channing Hall embraces the philosophy of positive discipline as our primary source of guidance in the classroom.  Kind words, encouragement and affirmation motivate children much better than embarrassment and harsh words.   

This method of discipline nurtures and empowers students to behave positively in the classroom.  We want to teach students to be motivated by the successful outcome from being part of the solution rather than being part of the problem.  It is our goal to teach students how to resolve conflict in a constructive way and to grow into responsible, contributing adults.  

Channing Hall faculty will receive instruction on the philosophy and implementation of this approach and will be guided by:

· Treating all students with respect, dignity, and by example; showing the students how individuals learn to get along with others

· Taking the opportunity to have students practice solving problems independently by providing appropriate guidance if necessary

· Being active in the supervision of students both in the classroom and throughout the school 
Teachers will extend these behavioral expectations in the classroom with modification for age and circumstances.  Most minor problems will be handled at the classroom level implementing the warning system as necessary.  If serious infractions occur or the safety of any student is threatened, the student will be escorted to the Head’s office immediately for further discipline and the Head will contact a parent/guardian as necessary.  A student may receive the consequence of school service and spend time cleaning the school, lunch room, or field. Please note that previous behavior may be taken into account when applying consequences.

Suspension:  Students who have been suspended from school must not come on campus during the suspension period and are not allowed at extracurricular activities. 
Donations

Channing Hall is a non profit organization and greatly appreciates donations from parents, extended family and friends.  We are very grateful for monetary donations or donations of educational materials, software, games, books, puzzles and equipment for our office and classrooms.  Donations may be tax deductible.  Check with your tax advisor as appropriate.

Dress Code

All Channing Hall students in both the Primary and Middle School Programs must wear the clothing as defined in the dress code.  There will be several casual dress days as well as periodic full dress days to be announced at the discretion of the Head of School. 

The Dress Code has been designed to meet the following purposes:
· Promote unity

· Focus students on learning and not on clothing

· Equalize socioeconomic status

· Decrease the need for disciplinary action

· Support an active education

· Be implemented and enforced simply 

· Be comfortable, flexible, appealing and easy to obtain

· Reflect a positive representation of Channing Hall

* Clothing that is clean and in good repair is expected

Daily Dress Code:
Tops:
· Top colors for all students are solid light blue and white in cotton or a polyester blend (no sheer or see through fabrics):

· Primary Students (k-5) may add RED in all of the approved fabrics and styles

· Middle Years Students (6-8) may add NAVY BLUE in all of the approved fabrics and styles

· Top styles include shirts (polo, rugby and oxford), turtlenecks, sweaters (pullover, turtleneck and cardigan ), vests, and sweatshirts (sweatshirts must have the Channing Hall logo and NO hoods)

· All shirts must be collared

· Collared shirts must be worn under pullover sweaters, vests, cardigans and sweatshirts (not turtlenecks)

· Sleeveless, short sleeve and long sleeve tops are acceptable

· Sweatshirts with the Channing Hall logo in the approved colors are acceptable 

· Shirts must be of a length that can be tucked in but do not need to be worn tucked in

· No denim fabric

· No hooded shirts, sweaters or sweatshirts of any kind

· No logos or designs other than the Channing Hall logo are permitted on clothing

· Tops may not reveal cleavage or be too tight or revealing

· Shirts must be buttoned up (1 or 2 buttons open at top)

· No long sleeve shirts under short sleeve shirts (including turtlenecks)

Bottoms:
Bottom colors include solid khaki or tan in cotton, corduroy or polyester twill – no colored stitching, zippers, etc.

Bottoms Styles include:

· Pants

· Jumpers

· Shorts (low thigh)

· Skorts (low thigh)

· Skirts (low thigh)

· Capris

All bottoms must fit the child (no excessive bagginess)

· Underclothing may not be visible

· Bike shorts may be worn under girls skirts or jumpers

· Shorts and skirts must be closer to the student’s knee than to the student’s bottom. The waist of pants and/or skirts must be at or above the pelvic bones

· No denim fabric

Shoes:
· Shoe styles may be leather shoes, tennis shoes, snow boots in winter and sandals with back straps 

· Sneakers are required to be worn by primary and middle school students on PE days

· Shoes must be in good condition

· Shoes must be worn on school grounds at all times

· No backless shoes and backless sandals may be worn on school grounds

· No heeleys (with or without the wheels)

Coats

· Students may wear any style of coat that is not offensive and is appropriate to a learning environment. Coats may not be worn during class time.

Accessories:
· Belts – black or brown and worn in belt loops

· No patterned or striped knee high socks with skirts or shorts

· No leggings allowed, tights acceptable in a solid color 

· Simple jewelry

· Bandanas may not be worn during school hours unless they are part of a school related activity

· Hats are not to be worn inside the school except for medical or religious purposes.  Exceptions will be made for special, pre-announced activities

· Hats are allowed for recess and outdoor activities only.  No hats are allowed to be worn in the building

· Extreme hair styles and colors are not permitted

· No facial piercings

· No excessive makeup

· No sunglasses indoors

· No cell phones or pagers turned on or used during school hours

· No gum on the school grounds (even before or after school)

Fitness Dress Code:
No other fitness clothing may be worn except Channing Hall approved fitness clothing.  Primary students will have fitness once a week and Middle Students will have fitness two times a week.  On these days only, students (Primary students’ options; Middle School Student required) can wear the following Channing Hall approved physical fitness clothing:

· Navy blue fitness pants or shorts

· Channing Hall approved t-shirts

· Channing Hall approved fitness jacket (optional)

· Channing Hall approved sweatshirt

· Tennis shoes (ALWAYS required for PE in lower and Middle School)

Middle School students will be required to dress in approved fitness wear for fitness class.  Students will have the option of changing for fitness but their changing time will be extremely limited.  Consequently, the Middle School students may wear their approved Channing Hall fitness clothing all day if they choose.  The approved fitness clothing will be available only through Channing Hall.    

Note: On Full Dress Days, which will be announced prior, fitness dress will be modified to accommodate for Full Dress and fitness activities will be modified.
Full Dress Code:
Channing Hall students will be asked, from time to time, to come to school in full dress.  This may happen for assemblies, field trips, performances, etc.  Students will be notified of this request through letters sent home.

· Full Dress Code includes all guidelines from the Daily Dress Code with the following changes:

· Primary Students (k-5) tops need to be RED in color.  Students can wear a collared shirt and if they choose, they can wear a sweater, cardigan or vest over top of the collared shirt.  NO school sweatshirts may be worn on Full Dress days 

· Middle Years Students (6-8) tops need to be NAVY BLUE in color.  They can wear a collared shirt, and if they choose, a sweater, cardigan or vest over top.  NO school sweatshirts may be worn on Full Dress days

· If a collared shirt is worn under a sweater or vest, the collared shirt needs to be white.  If a collared shirt is worn on its own, it needs to be red

Casual Dress Code:
Casual Dress Days will be announced at the discretion of the School Head.  If casual dress days are abused by disruptive behavior or students do not follow the Casual Dress Guidelines on these days, future Casual Dress Days will be canceled.

Tops:
· Underclothing may not be visible

· Tops must be long enough to tuck in or another longer shirt (white only) must be worn under it

· No skin may be showing on the back or belly

· Tops may not reveal cleavage

· Halter tops, spaghetti straps and tank tops* may not be worn unless another shirt is worn under or over it.  (*If the straps of a tank top are less than 2 inches wide, another shirt must be worn under or over it
Bottoms:
· Bottoms may include:

· Pants

· Jumpers

· Shorts (low thigh)

· Skorts (low thigh)

· Skirts (low thigh)

· Capris

· Underclothing may not be visible

· Shorts and skirts must be closer to the student’s knee than to the student’s bottom

· The waist of pants and/or skirts must be at or above the hip bones

Accessories:
· Belts – black or brown and worn in belt loops

· No patterned or striped knee high socks with skirts or shorts

· No leggings allowed, tights acceptable in a solid color 


Simple jewelry

· Bandanas may not be worn during school hours unless they are part of a school related activity

· Hats are not to be worn inside the school except for medical or religious purposes.  Exceptions will be made for special, pre-announced activities

· Hats are allowed for recess and outdoor activities only.  No hats are allowed to be worn in the building

· Extreme hair styles and colors are not permitted

· No facial piercings

· No excessive makeup

· No sunglasses indoors

· No cell phones or pagers turned on or used during school hours

· No gum on the school grounds (even before or after school)

General:
· Students may not wear mutilated, torn or cut off clothing on the top or bottom

· Students may not wear clothing which bears advertising, logos, promotions or the likeness of tobacco, alcohol or drugs

· Students may not wear clothing with vulgar, crude or offensive language, logos or graphics

· Military clothing or insignias which are part of the official uniform of the U.S. Armed Forces may not be worn

· Gang related clothing, colors and paraphernalia will not be allowed on school grounds

Consequences for not wearing proper dress code:



When students choose not to comply with the dress code standards they will be sent to the front office and be given clean used proper uniform clothing to wear.  This clothing must be returned at the end of the day or the parent will be charged a $5.00 rental fee. Continuing infractions will be dealt with on an individual basis.

In all cases, the Head of School has the final authority regarding dress code decisions.  Any variance of this policy must have prior approval.
Drop-off & Pick-up Procedures
· All vehicles MUST enter the school ground from 300 East and exit onto 150 East.  

· When waiting on 300 East to enter the school grounds you must pull off the road onto the shoulder so you do not block thru traffic on 300 East.

· For safety reasons, you must drop-off and pick-up your students in the designated drop-off and pick-up zones.  You may not have your children exit a vehicle before the designated zone.

· For the safety of all our students it is vital that you are aware of your surroundings. For this reason, cell phones must be not be used once you enter the school pick-up and drop-off lanes.

· In the mornings utilize only one lane for drop-off; this will be the lane closest to the building.  The far lane (the fire lane) must always be kept clear and should not be used for parking.

· Student drop off is from 7:55 a.m.- 8:15 a.m.  The school bell will ring at 8:15 a.m.  Students may not be dropped off prior to 7:55 a.m. as they will not be supervised until this time.  Any student who arrives prior to 7:55 a.m. will stay outside the building unsupervised.

· Please have your students ready to exit the car as soon as you move into the Safety Zone to help expedite a quick drop-off period and to alleviate congestion.  If your student is unprepared to exit the car please pull through the drop-off zone when directed to do so and come around again.

· When entering the Safety Zone please pull as far forward as possible and follow all directions given by the safety officers.

· Students should ALWAYS exit and enter all vehicles from the passenger side of the car.

· Always put your car in park when stopped and waiting.  A foot slipping off the break could cause a serious or life threatening accident as students cross the road to their cars.

· If you arrive at the school after 8:45 a.m. you will need to park and make sure your child gets into the building safely as there will be no supervision outside the school.  You need to sign students in at the front office.

· Pick-up will begin at 3:20 p.m. when students are released from class.  Please do not plan to be in the pick-up line before 3:00 p.m.

· When entering the school grounds from 300 East, show your name card to the person on duty at the entrance.  They will announce the car pool name over the intercom.  

· Students who have not been picked up by the time the drive thru has been cleared will wait by the front door in the school.  If you have an emergency and will be late in picking up your students you must call the main office to notify the administrators.  Students left at school after 3:45 p.m. Monday – Thursday and 1:45 p.m. on Friday will be charged a $15 supervision fee.

· Teachers and Teacher’s Aides will oversee the Drop-off and Pick-up each day, serving as safety officers.

· Safety officers will stand with “STOP” signs at the front and the back of the Safety Zone.  

· During pick-up, cars will merge into the safety zone, directed by a safety officer.  No driver will be allowed to merge if they are on a cell phone.

· These Safety officers will ensure that cars move efficiently and safely through the zone.  They will ensure all cars pull all the way forward, stop and stay stopped until all students are safely in/out of their vehicles. 

· We want to be courteous to our neighbors. When visiting the school please do NOT park in the cul-de-sac to the north of the school and never park or wait in a person’s driveway. We do not want to infringe on the privacy or quality of life of our neighbors.

Educational Leave

Vacations should be scheduled during natural breaks in the school year.  This way, your child can experience the excitement of new places, while not missing a bit of instruction.

If you cannot schedule vacations during a natural break, we ask that you fill out the Request for Educational Leave form.  The form states that you are allowed ten (10) days vacation (maximum) in one year.  The request for educational leave should be filled out before your child leaves.  It is expected that the homework will be completed by the due date and concurrently the child is expected to complete on-going assignments and not fall behind.

In Middle School, our school policy allows students to make up only one in-class assignment (e.g., lab, oral presentation, and project) per semester.  Some assignments may be too difficult to recreate and your child may be given an alternative make-up assignment. 

Electronic Devices 
Electronic devices are not to be seen, heard or used at school during the hours of 7:55 a.m. to 3:20 p.m. as they are a distraction to the learning environment.  Some examples of prohibited electronic devices are cell phones, radios, compact disc players, iPods, and pagers.  Any electronic device seen or heard will be confiscated and not returned until a parent comes in to claim the device.  Exceptions include: calculators and electronic hand-held planners (unless being used inappropriately).   The school does not carry insurance to cover replacement, or repair of, lost, stolen or damaged property belonging to individual students. 

Elevator

The elevator is available for physically challenged individuals.  Teachers can use the elevator at their discretion.  Students in need of the elevator may use it for the duration of the handicap and will be given a note by the front office.  Students who misuse the elevator will be sent to the office. 

Emergency Cards

The school uses the emergency card information you provided for us when you registered online.  If your child becomes ill or is injured at school this is the information we use as our reference.  The person you designate may be asked to pick up and care for your child if you cannot be reached.  It is the responsibility of the parent/guardian to notify the school of any changes to home phone numbers, emails or contact names and phone numbers.  If a child is in need of immediate medical assistance, 911 will be called and if necessary, they will be transported by ambulance to the nearest medical facility.

Emergency Procedures/Disaster Plan    

As an important safety precaution, fire, earthquake and other emergency drills are held at regular intervals as required by law.   Instruction in safety procedures is given in all classrooms by the teacher at the beginning of the school year and reviewed periodically.   A copy of the School Emergency Plan is available on our website www.channinghall.org.  Also a campus exit route map is posted in each classroom.  In addition, in case of an emergency evacuation, the only people Channing Hall will release students to are the people listed on the emergency cards.  

Extra-Curricular Participation Policy 

A student needs to be present for four hours of a school day to participate in extra-curricular activities.  Any student who has been suspended from Channing Hall for any reason shall also be suspended from attendance at or involvement in any extra-curricular activity during the full period of the suspension, including any non-school days spanned by the period of suspension.  

FERPA

Channing Hall has adopted policies for student records and information consistent with FERPA and PPRA, 20 U.S.C. 1232 g.   For more information see the school website.

Fighting

Fighting will not be tolerated at school or at any school function or school-sponsored activity.  Students who fight, threaten, or are audience to a fight may be suspended and suffer appropriate legal consequences.  Any child who hits a student will be automatically suspended.  People who promote, instigate or encourage fighting will like wise be held responsible.  Consequences will be determined based on age and past behavior.

Fitness Class & Outdoor Recess

Children are expected to participate in outdoor and physical education activities with their class.  Consideration will only be given to children who have a medical excuse with a doctor’s or parent’s note for not participating.  A doctor’s note is required if a student is not to participate for more than 3 days.   During recess and lunch, students must remain within the fenced playground.   Channing Hall is a closed campus and students are never allowed to leave the campus during school hours.

Food/Drink Policy

Food and drink are permitted only in designated areas.   Channing Hall encourages students to bring a water bottle with them so they can hydrate continually during the day.  As a Gold Medal School, Channing Hall discourages students from bringing soda to school for lunch.  For this reason, Channing Hall allows sugared treats in the classrooms only on scheduled preapproved events. 

Forget Something  

If your student forgets something from home and you are delivering it to the school, please leave it with the front office.  We must respect the teaching time of the teacher and the students so interruptions are minimized.

Gum
No gum is allowed on the school ground (this includes before and after school).

Harassment, Hazing and Initiations

Harassment is defined as unwanted verbal or physical advances or threats.  The difference between fun and harassment is how it makes the victim feel.  Harassment, hazing, or initiations of any type are not permitted in school or extracurricular activities.  Students guilty of harassment of any type; threats, hazing, intimidation or initiations, may be suspended and/or referred to law enforcement for disciplinary action.  Please note that previous behavior may be taken into account when applying consequences.

Health and Related Issues

Guidelines for deciding if a child is too sick to attend school:

· If your child has had a fever of 100 degrees or more, the child should stay home.

· If your child has vomited or had diarrhea, the child should stay home.

· If your child has had any rash that may be disease related or if you do not know the cause, check with your family physician before sending the child to school. 

Becoming Ill at School

If a student becomes ill at school, every effort will be made to contact the parents who should be available to come check the student out at the office and take the student home.  Please notify the office of any updated emergency numbers.  An ill student may not walk home alone.  We request that you, or someone you designate, pick up your child.  

Chronic or Serious Conditions 

Chronic or serious conditions such as diabetes, epilepsy, asthma, etc., which could conceivably require emergency treatment, should be brought to the attention of school personnel immediately and noted on the registration card.  This information is important for the safety of your child.  The parent should also inform the child’s teacher of any medical conditions.

Homework and Daily Planner

At Channing Hall, homework is introduced at the Kindergarten level and continues as part of the school curriculum for the remaining years.  Teachers will use a daily planner to help students learn how to organize homework assignments, keep track of important information, etc.  Homework assignments are designed to promote active learning, self-discipline, practice/reinforce classroom work and develop good study habits.  Homework should be thematically-based, developmentally-appropriate and tied directly to the unit of study.  The amount and length of homework will increase as a student progresses through the grades as developmentally appropriate.
Homework Goals  

· To teach the student to complete and return homework
· To reinforce concepts and skills that have been presented in class
· To foster the student’s creativity and discipline through enrichment projects and research
· To train the student to work independently and to accept responsibility for completing a task
Grades K-8 

Students should expect to spend approximately 10 minutes per grade level per night on homework. All students are encouraged to read at least 20 minutes in addition to completing their assigned homework.   In grades K-3, homework will continue to reinforce skill development and encourage family participation.  Assignments will help develop good personal study habits and may include occasional special projects.  Teachers will instruct students on how to develop good study techniques and habits.

Homework assignments may require the use of internet or other resource materials. Rubrics will be designed by teachers and students to score assignments.  This allows students to know exactly what is expected to receive the highest mark and best understanding of the material before beginning an assignment.  Teachers have the responsibility for helping students understand not just what is to be done, but why it is to be done and how it should be done.  Working within school policies and regulations, teachers judge the amount and kind of homework they assign.  

We envision teachers, students and parents working as a team to accomplish this portion of the learning experience.  The following outlines the responsibilities for each party: 

Teacher’s Responsibilities:

· Make sure students understand and know how to complete assignments independently. 

· Provide specific written explanations of long-range assignments or special projects, so that the requirements and expectations are clearly understood by the students and their parents.

· Post all weekly assignments on their web page on the first school day of the week by 4:00 p.m.  The posting will also include a due date.

Students’ Responsibilities:

· Be sure the students understand the assignments.

· Complete the assignments.  This includes any unfinished classroom assignments from that day.

· Turn assignments in by the specific due date.

Parent’s Responsibilities: 

· Help set up a consistent organized place for homework to be done.

· Help your student establish either a consistent schedule for completing homework or help him/her create a schedule each Sunday night that reflects that particular week’s activity.

· Encourage, motivate, and prompt your student, but do not sit with them and do the homework with them or for them. The purpose of the homework is for your student to practice and use what they have learned.  If your student is consistently unable to do the homework independently, please contact the teacher.

Items from Home 

Occasionally a teacher may ask that students bring things from home for a class as a learning experience.  We ask that students do not bring other things from home unless specifically asked to do so.  The school cannot assume responsibility for any items brought to school.  We ask parents to be observant in making sure that when valuables are brought to school, they are brought to the teacher for safe keeping.  Valuables should never be left in the students' desk.  If you feel your property has been stolen, contact an administrator; however, there is no guarantee your property will be recovered.

Laptop Computer Use

Any student wishing to use a laptop computer in school for note taking or school projects must have written permission from his/her parent/guardian to do so.  This must also be approved by the classroom teacher.  In addition, if the computer is determined to be a detriment to the student or class’ learning environment, permission for use may be revoked.   Remember, Channing Hall cannot be responsible for lost or damaged property brought from outside of school.

Library Media Center

“Our vision is to create an IB value based environment which opens windows to the world and

inspires a lifelong love of discovery”

Library Procedures and Policies
· The library will be open from 8:00 a.m. - 3:30 p.m. Monday, Tuesday, and Wednesday.  Thursday it will open from 8:00 a.m.- 4:00 p.m., and Friday 8:00 a.m. -1:30 p.m. 
· The library will open to students Monday, August 25, and close Friday, May 29th.  All items need to be returned by the last day, or patrons will be responsible for paying for lost items. 
· Library materials may be checked out by students, library aides and paid employees of Channing Hall.  
· Each class will visit the library once a week, either for one half hour or one hour, based on the needs of the teacher.  A lesson will be taught at each visit.  Topics will include: each of the IB attributes, information literacy, literature, media literature, and holidays.
· Kindergarten students may check out 1 library item at a time.  1st through 5th grade students may check out 2 library items at a time, and 6th through 8th grade students may check out 3 items at a time.  All items must be checked out through our library computer system.  This number may be adjusted at the discretion of the school librarian.  
· Books may be checked out for 2 weeks at a time.  Magazines and periodicals may be checked out for one week at a time.  Students may renew each item once by going to the library and talking with a librarian.

· The computers in the library are available for use by students, library aides, volunteers, and employees of Channing Hall. They may be used before school, after school, or during class by students who have received permission from a teacher.  Their primary purpose is for research and class work.  Other uses must be cleared with the librarian.  The computers have password access to the State of Utah’s Pioneer System which includes thousands of periodicals, newspapers, and resources.  

· Students are responsible for the materials they check out.  Students will pay for any damaged or lost books according to the scale below:
 
Water damage, coloring, etc              

$1.50 per page up to the price of the book.
Barcode, spine label or cover missing         
$2.00 each
Lost books                                                       
Replacement Cost (average cost of book is $20)
 
The collected money will then be used to replace the lost or damaged books.
 
Students who have an overdue book will not be allowed to check out additional items until the overdue book has been returned.  Students will need to pay for all lost or damaged books in order to check-out from the school at the end of the year.  Once a student pays for a lost book, the money cannot be refunded.  If the student finds the book, he/she can either keep the book, or donate it back to the library.   
 
Library Donation Opportunity
Channing Hall Library will gladly accept gifts of books and other materials.  Students are encouraged to donate a book to the library on their birthday.  A note will be sent home at the beginning of the month of each student’s birthday reminding them of this opportunity.  The student may choose to donate their favorite book, or choose from a list of needed books found on a link on the library web page.  A label of appreciation with the student’s name will be placed in the donated books, and the student will be recognized and receive a birthday surprise during their class visit to the library.

Library Volunteer Opportunity

Volunteers are welcomed in the library.  Time spent here qualifies towards the hour per week per student volunteer expectation.  Time can be scheduled in regular weekly intervals, or we welcome parents who can drop by and give time here and there.  The volunteers help with shelving the books, returning and entering books in the computer, putting labels and barcodes on books, pulling books for teachers, straightening shelves, and assisting students in finding book choices.   It is a warm, welcoming environment. 

The library will also sponsor two Scholastic book fairs (Sept 15-19 & Feb 23-27), and one Barnes and Noble book fair (Nov 21-22) to raise money to purchase books for the library and classroom libraries.  This can only be accomplished with the help of volunteers.  Please consider donating some of your time to help these events occur. 

Leveled Library

The leveled library is a collection of books that have been categorized into levels of difficulty from A to Z.  Leveled reading uses various assessment tools to determine how well your child reads, and then matches him to books that are challenging enough for him to make progress, but not so hard that the student will become frustrated.  Each student grades K - 5 will be given an envelope that has his current level on it.  As often as a student finishes a book, he may come and trade for a new one on the appropriate level.  Only one leveled library book may be checked out at a time per student.   A new one may only be taken if the prior book is returned.  Each class will have a daily time when the students may trade their books if desired.  If the envelope is lost, the student will need to pay $1.50 for a new one. 
Library Website

The library has a website dedicated to providing resources for students, parents, and teachers.  It can be found from the www.channinghall.org main page.  From there, in the pull down “Academics” button choose “library”, on that page click on the highlighted “Click to visit our library site”.  It is continually changing and improving, so check back often.                                                                                                                                                                                                                                                                                                                                  
Lice
Channing Hall has a "no lice" policy.  This means that a student will be sent home if there are any nits or lice found in a student's hair.  Due to the high transference rate of lice and in order to limit those affected, if a case of lice is confirmed or suspected, Channing Hall reserves the right to discretely check students’ hair for evidence of lice.  Parents may choose to not have their child’s hair checked at school but must provide a medical check-up to confirm that there is no evidence of infection. 

Locker/Lock Rental

Lockers are available to 7th and 8th grade students to rent.  Lockers are school property and should be treated with respect.  Stickers are not allowed on the inside or outside of the locker.  No food should be left in a locker over night.  There will be random locker checks conducted by the administration.  As part of the locker rental fee, students will be given a combination lock.  Students must use the locker and lock assigned to them and should not share their combination with friends.  Any student found abusing this privilege will not be allowed to continue the rental agreement.

Lost and Found

Students who find items must turn them in to the office immediately.  Channing Hall encourages parent to write their student’s name on any personal belongings coming to school.   Unclaimed lost and found items will be donated to charitable organizations at the end of each term.

Make-up Work

Make-up work is permitted for students who have “excused” absences.  The classroom teacher will provide the student or the parent/guardian with any make-up work upon request.  Make-up work must be completed within a reasonable time frame as determined by the teacher.

Medications 

Teachers are not allowed to administer any medication, including aspirin.  Medication can be administered from the front office under the following conditions:

· Students who need to take any kind of on-going medication must have written authorization from a parent/guardian AND the student’s physician. 

· Prescription medication should be brought to the front office in its original pharmacy container.  The pharmacist will put medications in two bottles upon request.  

· It is the parents’ responsibility to keep medication in adequate supply.  

· For the safety of all, medications will not be sent home with children.  Parents are requested to pick up medication from the main office.  

· If your child must take short-term medication (antibiotics, etc.) for any reason, please make arrangements to administer the doses yourself.

· Students with EpiPens or rescue asthma medications are allowed to keep them with them, easily accessible.  Their forms should indicate that the doctor/practitioner and the parents request that this type of medication be kept with the child and the teacher should be notified of the situation.

Out of School Parties

It is our desire to teach our students the value of always considering the feelings of others.  For this purpose students may not distribute invitations or party announcements on school property; before, during or after school.  The invitations or announcements will be confiscated from any student who violates this rule and their parent will need to meet with and retrieve the invitations from the teacher.

Outreach Programs/Community Service

Community service is a fundamental dimension of the Channing Hall Experience.  Students may participate in individual and grade level service projects throughout the school year.  Parents who are aware of service opportunities in our community are encouraged to tell their student’s teacher(s).

Parent Concerns  

Parents are always free to bring any problems or questions to the attention of the Head of School.  It is the policy of the school to encourage parents to discuss any classroom concerns with their child’s teacher prior to involving the Head.  In almost every instance, frankness and consideration of all points of view can bring an equitable solution.  Should questions still remain, the parents are invited to bring the concern directly to the Head of School.  Conversely, teachers will communicate with parents any concerns they may have about a student’s progress or behavior.  Any concerns brought to the Head or Assistant Head of School from a parent will be shared with the teacher.  It is only through open and honest communication that issues may be resolved.

Providing Feedback to the Board

At Channing Hall we respect and value your input.  We invite you to attend our board meetings so you better understand our dedication to the vision of Channing Hall and how the meetings are run.  To ensure that we as a board can properly consider your ideas, please follow these basic guidelines:

· If your request centers on the specific needs of your individual child or issues you have with faculty, please discuss your request first with your child’s teacher or the Head of School.  They are there to help and this is the appropriate channel for communication.

· Decisions on resolving parent concerns are made by the Head of School.  The board supports his/her direction and decisions.  However, you are able to appeal to the board.

· Prepare a proposal in writing for the board.

· Compare your proposal to the school’s documented vision, guiding principles, and academic framework.

· Submit your proposal to the Board President two weeks prior to the next board meeting.

· Confirm with the Board President when your issue will be addressed.

· Attend the board meeting to discuss your proposal with the board.  If the proposal is on behalf of a group, appoint a spokesperson for the group.  We recommend attending several board meetings before submitting your proposal.

· The same person may present the same issue for discussion only once in a three month period. Please remember that the first ten minutes of every board meeting is open for public discussion.  One individual may take 2 minutes and if speaking for a group, he or she may take up to 5 minutes.  

· Note:  Personnel issues are not discussed at public board meetings.

Report Cards/Grading Policy

Report cards will come out four times a year accompanied by a Report Card Response Form which promotes communication between teachers/students/and parents.  

Respectful Language

One of the core values at Channing Hall is respect.  If students respect others, themselves, and their environment, then Channing Hall becomes a great place for learning.  Respectful language must be used at all times.  We expect that there will be no foul or offensive language used on school property.  

Responsibilities of the Board

The responsibilities of the board include determining the mission of the school and articulating and implementing the mission statement; selecting, supporting and evaluating the Head of School; ensuring effective organizational planning, adequate resources, effective management of resources; determining, monitoring and strengthening the school’s programs and services; enhancing the school’s public standing; ensuring legal and ethical integrity and maintaining accountability; and recruiting and orienting new board members and assessing board performance.

Channing Hall Board Members

Alaina Gull - President


Eunie Piper

Katy Holt-Larsen – Vice President

Craig Johnson

Debra Didier – Treasure


Holly Sonntag (parent voted representative)



Annette Barney – Secretary

Matt Haines






Deena Pyle  
School Fees 
At Channing Hall our goal is to create agile and lifelong learners.  One of the ways we do this is through providing as many educational and learning opportunities possible for our students.  To this end, we have established a policy of a fee schedule and a fee waiver that lends itself to our goal.  This policy allows the school to establish a reasonable structure of fees, while working with those families who are unable to afford the fees for school-sponsored activities.


Channing Hall must abide by the State Board of Education rules which direct the Board of Education to implement a policy regarding student fees. The rule is authorized under Article X, Sections 2 and 3 of the Utah Constitution which vests general control and supervision of the public education system in the State Board of Education and provides that elementary and secondary schools shall be free except that fees may be imposed in secondary schools as authorized by the Legislature.  State Law also allows schools to establish money collection and handling procedures.
Fee Schedule  

	Textbook Rental (7th and 8th grades)
	$25.00

	Career and Technical Education (7th grades)
	$20.00

	Science Lab fees (7th and 8th grades)
	$10.00

	Elective fees for year (1 elective for 7th, 2 electives for 8th)
	$10.00 per elective

	 Student Daily Planner                                                                                                   
	$5.00

	OPTIONAL

	Locker Rental ($50 per year)  
	$50.00

	3 inch binder with all necessary school supplies
	$22.00

	Field Trip fee will be on a per trip basis
	Per trip fee


Total 7th Fees - $70.00 
         
Total with optional locker/lock rental-  $120.00
 


Total 8th Fees - $60.00

Total with optional locker/lock rental-  $110.00

Screenings

Vision and hearing screenings will be conducted for the kindergarten students by the staff during the school year.  Please contact the office if you have questions regarding these health screening programs.

Search and Seizure

School officials have the authority to search a student’s person or personal property while located on school property or at a school-sponsored activity, when they have reason to believe that the search will turn up evidence that the student has violated or is violating a particular law or school rule.  School administrators will do random locker checks.
Selling Products on Campus 

Selling any products on campus not approved by the administration is prohibited.  Individual students may not sell items at school regardless of whether it is for personal profit or fund raising for a non-profit organization other than Channing Hall.

Special Education

Parents concerned about their student’s academic abilities should confer with their child’s teacher to discuss the issue.  Parents and teacher may request a formal academic assessment of the student to determine if special education services are needed.  For more information and support in this area, please see Utah Department of Education:  http://www.usoe.k12.ut.us/ or Special Education Rules:  http://www.schools.utah.gov/sars/rules/NewGrules.pdf.
Student Check-in and Check-out Procedures

If a student arrives after 8:45 a.m. for school, the supervising adult must personally escort and sign the student in at the front office.  If it is necessary for a student to leave school during the school day, a parent/guardian or designated person on the emergency card must sign the child out at the front office.  In the interest of student safety, please be ready to show photo identification when requesting to have contact with a student.

Student Led Conferences

Student Led Conferences will be held two times a year (September and February).  This is a time when students, parents, and teachers talk about the students’ progress in the school and their individual needs.  Attendance is crucial!   Students will not attend school that day but should plan on being involved in the conference.  This day is considered an official school day and the conference will mainly be led by the students, depending on age.  If you need to meet with your teacher more than twice a year or if a problem arises please contact the teacher directly to set up an appointment.  Parents may ask for a conference at any time.

Student Visitors 

To provide for a safe environment, students are not allowed to have student visitors attend school with them at any time during school hours.  This also applies to after school activities unless otherwise specified.  A school administrator must approve all exceptions.

Substance Abuse

Be warned that any student who possesses, controls, uses, sells or arranges the sale of real, look-alike or pretend illegal drugs or controlled substances, including alcohol and tobacco, may be suspended, tested for drugs, expelled, referred for police investigation and/or prosecuted. 

Successful School Year Tips

· Be positive about school.

· Talk to your child’s teacher frequently.  Together you are a team for your child’s academic success. 

· Provide a quiet place and a consistent time to do homework.  Support your child in homework efforts but refrain from doing the homework.  

· Sit down with your student or set a time with an older student for reviewing homework.

· Help your student set short-term and long-term goals.

· Help your student to follow through with homework assignments.

· Teach your child to show respect for others by using polite phrases such as “please,” “thank you,” and “excuse me.” 

· Model and reinforce appropriate behavior. 

· Help your child learn his/her address and telephone number. 

· Limit, guide and monitor your child’s television viewing. 

· Listen to your child and encourage your child to talk about new experiences. 

· Explain the meaning of new words to your child. 

· Encourage your child to succeed by encouraging his/her best work but do not expect more than your child is capable of doing.   Praise your student’s effort!

· Involve your child with reading and writing activities. 

· Encourage your student to communicate with you and the teacher if there are particular difficulties with classmates or peers.

· See that your child gets a good night’s sleep and a nutritious breakfast. 

· Write your child's name on all personal items brought to school such as coat, hat, gloves, boots, sweater, lunch box, etc. 

· Refrain from sending a sick child to school or one who has had a fever within the past 24 hours. This precaution will help preserve the health of other children. 

· Please telephone the school when your child will be absent. Your child will need a written excuse upon returning to the classroom. 

· Outside activities will take place when the weather permits, so please dress your child according to the weather.  A note from you will be required if your child should remain inside because of a physical condition. 

Supporting Student Success

Channing Hall recognizes and supports students as individuals, each with unique talents and interests.  We are committed to helping students learn the skills and knowledge needed to understand their world by encouraging teaching that individualizes and personalizes challenges. Teachers will regularly assess students in order to diagnose levels of readiness and learning, deliver instruction and appropriately remediate or enrich maintaining highly rigorous expectations in alignment with the Utah State Core and the IB Programme.
Teachers will choose grouping strategies which allow “students to work in differently mixed groups depending on the goal of the learning task at hand.”(Michael Opitz)  These include but are not limited to whole class, large groups, small groups, pairs or students working individually and may be interest or ability based.     

Curriculum was carefully chosen based on its ability to be used with students at different levels of understanding.  All learners can encounter difficulties and benefit from targeted instruction.  Flexible grouping allows students to receive instruction in mixed or leveled groups for targeted instruction.  The goal of meeting or exceeding high academic standards remains constant.    
Tardiness
Charter schools do not benefit from district bus transportation and as such depend on parents to help their children arrive to school on time.  While a student’s tardy is not always his/her fault it is reflected in his/her attendance and may affect academic performance. During snowy weather, this will mean that carpools will need an earlier start.  A student is tardy if he or she is not in the assigned classroom by 8:20 a.m. School starts at 8:15 a.m.  Students arriving after 8:30 a.m. must check in at the Front Office and get a tardy slip.  Middle school students must be in their seats ready to learn at the beginning of each class period.

Telephone Use

Students may only use the classroom or office telephone if necessary before and during school.  Calls should be quick and students must be given permission prior to making a call.  The telephone is not to be used to set up “play dates.”  This should be done prior to coming to school.  If a student is overusing this privilege, a student may be limited to making calls only in the case of an emergency.  Any student feeling sick and needing to call their parent/guardian must call from the front office (not the classroom) phone.  

Testing Policies

Channing Hall’s aim for any test or assessment is to use the results as a tool to better understand the specific needs of the students.  Teachers and administrators are then able to modify and adapt instruction to more fully meet the academic needs of the student.
Testing Schedule 

The following are approximate testing dates for the Utah’s Standardize Tests.  The exact dates of the tests are posted on the school calendar.

· IOWA:  The National Reading, Math, Science, Language, and Social Studies Test, for 3rd, 5th and 8th graders will take place the third/fourth week of September. The 3rd grade will again take the IOWA in March. 

· CRT:  Criterion Referenced Tests in Math, Language Arts and Science will take place between April 1st through May 15th.

· DWA:  Direct Writing Assessment will be given mid-March to all 6th graders.

Parents and students need to be aware that changes were made in student accountability during the recent legislative session. Utah has now entered the era of what is referred to as "high stakes testing."  Briefly stated, this means that students will be held accountable for their performance on the standardized testing required by the State.  In Utah this system is referred to as U-PASS. For specific information regarding U-Pass please visit: http://www.schools.utah.gov/eval/Info_UPASS.asp
Should a student have a planned absence at the time of these tests, they will be given an opportunity to take the tests at a specified time during the testing window.  Please notify the teacher and front office as soon as possible if your child will be missing the testing.  If a student is unable to take the test during that specified time, they will not be allowed to make up these tests.

Textbooks /School Materials

Textbooks and other materials will be issued by Channing Hall to each student (at no cost in lower school and for a fee in Middle School).  Channing Hall encourages students to cover their books with book covers to help protect them from damage.   If a book/material is lost or damaged, it is the responsibility of the student and parents/guardians to pay for the book and notify the appropriate teacher or administrator.  
Theft, Extortion, Vandalism and Arson

Any student involved in stealing or extorting money, school or personal property or in causing fires of any nature may be suspended and/or expelled and referred to law enforcement.  Students found in possession of any incendiary device such as matches, lighters are also in violation.  Any student who destroys or defaces school or personal property will be responsible for restitution and may be referred to law enforcement.  Prior student behavior may be taken into account.

Truancy

Coming to school and participating in the classroom is the basis of our school.  A student who is truant from either a class or for the entire day must see the Head of School. Disciplinary consequences are up to the discretion of the Head.

Weapons

Bringing any weapon (including look-a-likes) is a violation of school policy.  Those who bring chains, knives, fire arms, laser flashlights or any type of weapon or any item that can be used as a weapon or any item that resembles a weapon to school may serve a minimum of 10-day out-of-school suspension and may be referred to law enforcement.  Prior student behavior may be taken into account.

Items prohibited by law such as possession or use of drugs, alcohol, tobacco, firecrackers, including any item resembling the above mentioned items shall not be allowed on school property or at school sponsored events.  Students caught with or using an unlawful substance or in possession of unlawful items may serve a 45-day out-of-school suspension and may be referred to law enforcement.

Withdrawal/Transferring Students

If a student is transferring to another school, the parent/guardian must fill out the official withdrawal form (located at the front office).  A withdrawal form (needing parent/guardian signature) will be generated, grades will be assigned, and textbooks and library materials collected.  Student transcripts and health records will be forwarded, when requested, to the student’s new school.  We cannot send official school records with the family.  In order to facilitate transfer of records, students not returning the next year need to withdraw prior to August 1.

Visitors and Volunteers

Parents and guardians are encouraged to visit the school frequently and take an active role in the education of their children.  Arrangements to visit a classroom may be made by contacting the teacher to set up a convenient time.   All non-employee adults must sign in at the front office and pick up a visitor’s badge upon entering the building.  Any parent who wishes the option to work with students on an individual level must first take and pass a background check.  Information regarding this check is available from the Business Office.

Please leave small children at home if you plan to assist in the classroom.  Teachers may not conduct private conferences with parents during instructional time unless a prior arrangement with the teacher has been made.  Visitors should also remember to sign out and return the visitors badge prior to leaving the school.

Volunteer Hours

Studies show that parent participation is directly related to student success.  Channing Hall recognizes that parents want to be actively involved in the education of their children. Volunteer hours can be hours worked on campus or hours worked at home.  To this end, Channing Hall expects all families to volunteer 4 hours per child or 8 hours per family per month.  Volunteer hours can be logged in the office.   
Definition of Terms

ABUSIVE LANGUAGE – obscene language, vulgarity, profanity, harassment, insult, racial or ethnic slurs.
AGGRAVATED ASSAULT WITH WEAPON – any assault committed when the person uses a deadly weapon or dangerous instrument. 

AGGRAVATED ASSAULT WITHOUT WEAPON – assault not using a weapon committed under any of the following circumstances: (1) causes serious physical injury to another person; (2) is knowingly committed on a teacher, administrator, any other school employee, or a peace officer.

ALCOHOL – the intoxicating agent in fermented and distilled beverages 

ALTERING OFFICIAL DOCUMENTS/COMMUNICATION – the forgery, falsifying or unauthorized alteration or misappropriating of an official document,  including grades, permission slips, hall passes, transcripts, parent notes, other school-parent/legal guardian communications, etc. 

ALTERNATIVE TO SUSPENSION PROGRAM – a special program that provides intensive tutorial and guidance services 

ARSON – any willful ignition of a fire which causes damage, is capable of causing damage, or is intended to cause damage to school property or the property of another while under the school’s jurisdiction. 

ASSAULT – unlawfully causing any physical injury to another; intentionally placing another in reasonable apprehension of imminent physical injury through verbal or physical means (initiation/hazing, threats/intimidation, bullying); knowingly touching another with intent to injure, insult, or provoke such person. An assault does not require actual physical contact.  Example: spitting on another individual.

ATTENDANCE VIOLATIONS – includes excessive absences, tardies, and truancies.  State law prohibits the use of short- or long-term suspensions for these violations.

BOMB THREAT – false reporting to others of the presence of or intention to place bomb(s), explosive(s) or incendiary(s).

BULLYING -- The repeated intimidation of students by the real or threatened infliction of physical, verbal, written, electronically transmitted, or emotional abuse, or through attacks on the property of another. It may include, but not be limited to actions such as verbal taunts, name calling and put-downs, including ethnically based or gender-based verbal put-downs, and extortion of money or possessions.

BURGLARY/BREAKING AND ENTERING – forceful or unlawful entry into the property of another or into any portion of the school property.

CHEATING – fraudulently obtaining information or property and claiming it as one’s own in an attempt to enhance the assessment of achievement.

CONFERENCE – a meeting/discussion in person or by telephone between a school employee and a student and/or parent.

CONTROLLED ILLEGAL SUBSTANCES INCLUDING ALCOHOL – any of the following substances:  1. Any substance containing more than .005 percent alcohol
2. Other unlawful drugs, including prescription drugs which are not prescribed by a physician for the user 3. Glue, paint, or intoxicating substance 4. Any other potential mind-altering substance or substance capable of producing a change in behavior

DESTRUCTION – the action or process of damaging or ruining a structure or property.

DESTRUCTIVE DEVICE – (a) any explosive, incendiary or poison gas bomb, grenade, rocket having a propellant charge of more than four ounces, missile having an explosive or incendiary charge of more than one quarter ounce, mine or similar device; (b) any weapon which will, or which may be readily converted to expel a projectile by the action of an explosive or other propellant, and which has any barrel with a bore of more than one-half inch in diameter; (c) any combination of parts either designed or intended for use in converting any device into any destructive device described in the two preceding examples, and from which a destructive device may be readily assembled.

DETENTION – temporary assignment of a student in a school, usually in a special room or area under the supervision of authorized school personnel.

DISRUPTION OF EDUCATIONAL PROCESS – breakdown in the orderly process of instruction and/or school activities.

DRUGS – unlawfully possessed narcotic substances or preparations as defined by Utah law. DUE PROCESS – a safeguard that protects the rights of individuals.

EXCESSIVE ABSENTEEISM – In elementary schools, unexcused absence from school for 10 or more days per semester.  In middle school, 10 or more absences in each of 4 or more classes shall constitute excessive absenteeism. 

EXCESSIVE DISPLAY OF AFFECTION – inappropriate show of attachment or love.

EXPLOSIVE DEVICE – any device or material that may explode or is made to appear explosive. Examples of this category include bombs, cherry bombs, smoke bombs, stink bombs, firecrackers, combustible powder, sparklers, caps, live ammunition, blank ammunition or an incendiary device or devices.

EXPULSION – the permanent withdrawal of the privilege of attending a school unless the Governing Board reinstates the privilege.

EXTORTION – obtaining or giving money, information or anything of value from another by threat, intimidation, bribery, or misrepresentation.

FALSE ALARM – activating an alarm for other than the intended purpose of the alarm. FIGHTING – a hostile, physical encounter between two or more individuals.

FIREARM – (a) any weapon (including a starter gun) which will, or is designed to, or may readily be converted to expel a projectile by the action of an explosive; (b) the frame or receiver of any such weapon; (c) any firearm muffler or firearm silencer; or (d) any destructive device.

FORGERY – the false making or alteration of a written document of another person’s name or signature.

GAMBLING – illegal participation in games of chance for money and/or other things of value.

GENERAL MISCONDUCT – generally defined as behavior that disrupts the educational process. Examples of this category include refusal to obey school rules, refusal to obey reasonable instructions from school personnel or other persons in authority, initiation/hazing, threats/intimidation, loitering, cheating, lying, leaving campus without permission, excessive displays of affection, possession of pocket or utility knives not considered weapons and the use of pagers, laser pointers, cellular telephones, or other similar electronic devices.

HARASSMENT – continually annoying another person.

ILLEGAL AND DANGEROUS SUBSTANCES, INCLUDING ALCOHOL – all substances capable of producing a change in behavior or altering a state of mind or feeling, and paraphernalia.
ILLEGAL ORGANIZATIONS – clubs, fraternities, sororities, anti-social organizations, secret societies, criminal street gangs, as defined by state law, and other sets of individuals that are not sanctioned by the Governing Board and which are determined to be disruptive to teaching and learning. This includes wearing of symbolic apparel, making gestures, writing on and marking of property, or altering of personal appearance to symbolize membership in an organization with a history of, or determined to be, a disruption to teaching and learning.

INITIATION/HAZING – committing an act against a student or coercing a student into committing an act that creates a risk of harm to a person, in order for the student to be initiated into or affiliated with a “student organization” or for any other purpose 

INTERRUPTION – obstruction of the current educational process or events.

LEAVING CAMPUS – going off the school grounds without receiving approval from the proper school authorities.

LEGAL DRUGS – over-the-counter drugs and prescription drugs prescribed for the user.

LOITERING – presence of an individual in or about a school under one or more of the following circumstances:  1. After a reasonable request to leave. 2. Does not have any legitimate reason for being there. 3. Does not have written permission to be there from anyone authorized to grant permission. 4. Refusal to identify self.

LONG-TERM SUSPENSION – removal of a student from school and school activities for a period of time not fewer than eleven (11) days and not more than 180 days.  Long-term suspensions of more than sixty (60) days shall not be imposed except for violations which would otherwise result in expulsion.
LYING – intentionally giving untrue communication.

OBSCENE – statement or materials offensive to accepted standards of decency and without serious literary, artistic, political or scientific value.
OFFENSIVE MATERIAL – production, possession and/or distribution of materials that offend common decency or morals. These materials include obscene and pornographic materials, hate group materials, and abusive language and materials obtained through computers or other electronic devices.

PARAPHERNALIA – accessories, apparatus or equipment that may be used in the manufacture or utilization of a controlled illegal and dangerous substance, including alcohol.

PARENT – natural or adoptive parent, legal guardian or surrogate parent.

PHYSICAL ABUSE – any deliberate act causing or intended to cause physical injury to another

RACIAL SLUR – an insulting or disparaging remark or innuendo about a person’s race or a racial group which is meant to produce a shaming or degrading effect.

RECKLESS ENDANGERMENT – any willful act that is not intended to cause harm but in fact places others in jeopardy of injury, including possession of explosive devices, or initiation/hazing.
REFUSAL TO IDENTIFY SELF – refusing to give correct name when requested to do so by school personnel or the use of another person’s name as one’s own.

ROBBERY – taking of personal or school property; in possession of another’s property accompanied by means of force or fear.

SALE OR DISTRIBUTION OF CONTROLLED LEGAL (PRESCRIPTION) OR

ILLEGAL SUBSTANCES – the act of selling or distributing a mood-modifying or mind altering substance, including alcohol, to others.

SEXUAL HARASSMENT – unwelcome sexual advances, requests for sexual favors and other verbal, graphic, written or physical conduct of a sexual nature, or targeted toward someone because of his/her gender, which is sufficiently severe, persistent or pervasive to interfere with a person’s learning or work environment. 

SEXUAL MISCONDUCT – violations of State Statutes on illegal sexual conduct, indecent exposure and public sexual indecency.

SHORT-TERM SUSPENSION – removal of a student from school and school activities for a period of time not to exceed ten (10) school days.

TARDIES – arriving to class after the scheduled starting time.

THEFT/POSSESSION OF STOLEN PROPERTY – unauthorized taking or possession of the property of another without the consent of the owner.

THREATS/INTIMIDATION – the use of threats, written, spoken, or physical, to express intent to inflict fear or physical injury to another person and/or damage to property.

TOBACCO PRODUCTS – includes any lit or unlit cigarette, cigar, pipe, blunt, bidi, clove cigarette and any other tobacco product, and spit tobacco, also known as smokeless tobacco, dip, chew, and snuff, in any form.

TOBACCO USE -- the chewing, lighting, smoking and any other usage of any tobacco product.

TRESPASSING – the unauthorized presence of an individual on school property.

TRUANCY – a student being absent from his/her assigned class and/or school without consent of the proper school authority.

UNEXCUSED ABSENCE – absence from class without a proper reason that is approved by school authorities.

VANDALISM – the willful or malicious defacement, destruction and/or damage of school property or the property of another that requires removal, repair or replacement.

VULGARITY – the use of offensive, repulsive or profane language, expressions or actions.

WEAPON – any firearm, BB gun, pellet gun, knife, club, explosive or destructive device, or any other item or object which may cause bodily injury, death or which may be used to threaten others. Small folding pocket or utility knife with non-locking blades of less than two-and-one half (2 ½) inches will not be considered weapons unless used, or attempted to be used, to cause bodily injury or to threaten others.

�This all needs to be updated once all the changes are made and accepted.  JAcki can do this and repaginate it.


�Are all of these sub-bullets of ABSENCES?  Should they be indented?  It would help with the definition of  “Unexcused Absences” below because it would give the definition something to refer to.


�We need to be realistic about what we do here.  I want to sit down with Jacki and Karen and come up with a plan that works.  I don’t want to say we are going to do something we don’t do.  That’s been two years now and it’s a pain.  Also, I talked to Marles and I can tell youw ant she said.  


�Ask Jacki if this is really going to happen this year.  The  phone should be able to do it.


�On casual days students may only wear white shirts ?


�Are these for Casual Dress Also?
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