U.S.D. #410

Hillsboro Middle School & Faculty Handbook

|

ontents:

IStrict Calendar

1|i

uliding scnedule

Communication and P. R.

(0] onsideratons

I

rofessional beveljopmen

ully Frevention

aracter ucation

|l|

eCcKout Sltes

urcnase requisiuons

|

uliding budagets

urricuium vvor

H|

Thank you for your commitment to the children of Hillsboro Middle School! One defining
characteristic of this community is a heart of service and you teachers of HMS need to be
commended for how you demonstrate this on a daily basis!

We all know the students of this age group are experience a tremendous amount of
apprehension as they experience new activities and freedoms to go with their biological
changes. This is formula for excitement or disaster and sometimes both at the same time.
As teachers of middle school children, we understand that we may have to work especially
hard to better understand the best way to tap into their educational strengths.

In a recent publication from the National Association of Secondary School Principals, Phi
Delta Kappa and KnowHow2Go.org middle school students were surveyed about a variety
of educational concerns. One section of this publication reinforces what we know about the
impact teachers have on their students.

Caring Teachers are Key to Student Success

iMi ddl e school students clearly believe
more teachers need to provide such support. At the same time, middle schools have been
criticized for lacking rigor, an there has been a push for middle school teachers to focus
only on content mastery. The challenge for school reformers is to resolve the tension
between the need for caring, helpful teachers and a desire for a rigorous and demanding
course of instruction...Although middlei level teachers should demonstrate competency in
their subjects, the faculty and administrative team should also convey a sense of caring so
that students know that adults have a sta

Most Middle Schoolers Report Having Too Few Helpful
Teachers
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How many teachers have you had who have really helped you?

I know it i s her e

our students.

everyoneds goal
Thanks again!

If you would like to look at the complete poll findings of the survey named abowdick here.
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U.S.D. # 410 District Calendar
Durham / Hillsboro / Lehigh
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Staff Development & Work Day (no
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School not in session

January 2010
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August 2009 February 2010
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1 2 3 4 Staff Development Day (No Classes) 1 2 3
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11 End of 3™ Quarter (47 / 134 days)

12 Staff Development Day (No Classes)
15 - 19 Spring Break
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. . . . To.return to the handbopk, you
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the most up -to-date information, click here .
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Hillsboro Middle School Daily Schedule

2009 -2010
1% Hour 2" Hour 3 Hour 4" Hour 5" Hour 6™ Hour 7" Hour 8" Hour
8:25i 9:16 9:19i 10:10 10:13i 11:04 11:34i 12:25 12:28i 1:227 2:13 2:167 3:07 3:10i 3:3C
51 min. 51 min. 51 min. 51 min. 1:19 51 min. 51 min. 20 min.
6A T 6A 6B 6B 6A E
8/13 11/06 : 7X Xt.
Mr. C : . : .
r.covea | 6th Team Sle (e 11/95 2/19: 7Y Lan. Arts Reading Prep Science | Learning
21225 5/25 : 7Z
7A 6B 6A 7B TA Ext.
Mr. Oelk ; ' : : ;
f- Oeke Social St. Social St. Social St. Prep Social St. 7th Team Learning
6B 6B 6A 6A 6B Ext.
Mrs. Faul : :
s e 6th Team Prep Math Lan. Arts Reading Math Learning
Mrs. Janzen| Bth Team
7&8 th
Mr. Walker Music App. 6" Band 7 & 8 Band
h A
Loewen el ft T,Th: 8 Art
Mr. M, W, &F M, W, &F
Haslett 8A PE / Health 8A PE / Health
M,W, F1: 6B Ch.
Mrs. Just 7& 8
T, Th, F2: 6A Ch. Choir
o 8B Kansas History P
Mrs. 8/13 11/06 : 7Y re q q
Wienck Social st | social st. IEERLT Rz P Middle School Counselor Duties
21225 5/25 : 7X
Mrs. Hein | Fast Forward _ Fast ForWord | Fast ForWord | Fast ForWord
7B A o 7B E
Mrs. 8/13 11/06 : 7Z : . Xt.
Bartel Science Science  11/% 2/19: 7 8A Science Prep 8B Science | 7/8 Team Learning
21225 5/25: 7Y
Mrs. 7B 8A 8A Ext.
Melton 8B Lan. Arts Lan. Arts Prep gl Lan. Arts 7/8 Team Learning
Mrs. MW, F1: 6AP.E. . A 8B Ext.
sinciir [N 8A Math 8B Math B Ma Prep a 7/8 Team Learning
Mrs.
Buchholz
Mr. T, Th. T, Th.
Rempel 8A Keyboard. 8B Keyboard.
HMS 15" Hour 2"Hour | 6th Hour 7th Hour Lunch 3rd Hour | 4th Hour | 5th Houl
Club 8:25i 9:06 9:09i 9:50 9:537 10:34 10:37i 11:18 11:18 11:46 | 11:4% 12:30 12:3P 1:14 | 1:177 1:5€
Schedule 41 min. 41 min. 41 min. 41 min. 28 min. 41 min. 41 min. 41 min.
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Communication

Staff -Administration

Every adult who works in this building should strive to resolve problems or conflicts as
soon as possible. Whenever a group of people work together on a daily basis, as we all
do, conflicts are inevitable. The following considerations are important to remember as
each of us should try to resolve conflicts in a timely manner:

Think the best about your colleague. fiNever believe anyt hi ngnegdedandmseeaia evennirdornmtoh.y h a

what you see! 0

Follow the chain of command. Problems are best handled as near to those involved as
possible. Work with the building principal first where appropriate. If your interaction with
Greg was unsatisfactory, visit with Doug Huxman. Written communication with the Board
of Education should be needed ONLY if you are not able to reach an understanding with
the administration.

Let the Public Know!

Greg will try to send a weekly e-mail to the
community and staff. These notes will draw
attention to upcoming events for the next
couple of weeks, alternative schedules as

If you have something special to share with
the community about an activity in your
classroom, please send a note to Greg and
he will try to include it.

Copies of this note are often sent to the
newspapers and businesses.

Teachers to Parents

The more the parents know about what you need from their child, the better off we all are.
Pl ease donodt hesitate to call the fol ks
other opportunities to stay caught up on their work. Relying on the same student who
forgot to complete an assignment to tell his/her parents about these situations is unwise.

Please look for opportunities to share words of encourage. Especially with those parents
who too often hear the opposite!

Free Press:
staff@hillsborofreepress.com

Star Journal:
news@starj.com

Please email Greg a copy of
what you are sending. Thanks!

Email Addresses for Newspapers:

Professional Development | Bully Prevention | Character Education | Checkout Sites | Purchase Reguisitions

Public Relations

It is important to get written information to the newspapers, on the website and
sometimes on the television when cool things are going on your classroom!

More and more people are fischool shopping

Hillsboro is a great school to go to!
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Team Meetings

HMS does a remarkable job of meeting student needs academically and socially. One significant
reason for this is because of the team meetings held at least once a week. As our enrollment has
decreased, we have more teachers teaching two or more grade levels. We have worked hard to
maintain the team meeting with at least two core subject teachers per grade.

Requesting a Substitute

Greg wildl handle our buildingbés teacher
have a planned absence, he is your gdo person. If you get up in the morning and you need a
substitute because of an illness, call Greg at 9473591 at 6:00 a.m. if possible. Substitutes are
harder to get as the time gets to be closer to 7:00 a.m.

Supervision

Supervision is obviously very important! Classroom control begins with proper supervision. We
should be visible in the hallways during passing times as well. This is a big building with several
blind spots. Students will behave much better between classes if they see us hanging around.

Grading

Pl ease remember to click on the fApost grades?o
The office can not see the latest academic status of your students until you do. The parents,
however, will see you updates right away unless the default in the system has been changed.
Progress reports are sent out at the midway point of each quarter.

If a student has missing assignments, he/she should miss our club time and/or special events to
work on these assignments.

Extended Learning

The words fiat risko regarding students may be

students struggle from time to time we need to do all we can to remove unhealthy anxiety.

Academically, we have our Extended Learning / Advisory period at the end of the day to help
individual students perform better on our state assessments as well as helping our students be
more organized.

absence

u
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My Learning Plan

As you are awar e, MAPBanhdPado uwelss itthee tho
will apply toward re-licensure. Each teacher has a login username and password to gain
access to this program. Please try to begin the conference request procedure at least two
weeks prior to the event. The approval process is sometimes more lengthy than we all would

prefer. To go to this website, you may ¢
above.
Activities for college credit should be mg

refer to clock hours of participation in the activity. Twenty clock hours is equal to one college
credit for re-licensure.

Once an activity is complete, each teache
Application points need to have a plan developed with the building principal prior to the

\_

request.
Teacher Evaluation Schedule (2009 -2010)
Teacher 0910 | 1011 | 11-12 |12-13|13-14
Bartel, Darlene X
Buchholz, Anne X
Coryea, Leonard X X
Fau wcrole | x| X
Janzen, Anne X
Just, Lynn X
Loewen, Rita X X
Melton, Michele X
Oelke, Phil X X
Sinclair, Stephanie X
X X
X
X
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BULLY PREVENTION

HMS ASurvivoro Bully Pr

Class Meetings: Tuesdays

Middle school aged students generally struggle to develop physically and
emotionally. Sometimes, as students seek to define themselves, they attempt to

During Ext. Learning Hour

elevate their own self esteem by verbally or physically targeting another student
as a lesser person. If there is an unbalance of power between two students
when this type of attempt is made, the HMS Bullying rules and rubric will be
referenced.

. We will not bully others.

. We will try to help students who are bullied.

. We will include students who are easily left out.

. When we know somebody is being bullied, we will tell an adult at
school and an adult at home.

A WN P

Our students will never be expected to suffer in silence while someone else
hassles him/her. We will help solve problems students may have with each

other!
Consequences for Bullying Infractions
Verbal Written warning. Physical Written warning. Physical Student calls parent.
Catagory: 1% Offense | Student calls Catagory: | 1°' Offense | Student calls parent. J| Catagory: 1% Offense | Three days of
parent. One quiet lunch. classes only.
One quiet lunch. Unwanted
Touching
nd Student calls nd Student calls parent. Student calls parent.
2" Offense parent. 2" Offense Three Quiet lunches. 2" Offense | One week of
Three Quiet classes only.
Teasing lunches. Examples: Severe
or Pushing threats of
Exclusion Student calls hitting, . Student calls parent. [ Violence, Student calls parent.
3" Offense | parent. 39 Offense | One day of classes [ hitting or 39 Offense | M-school
One day of classes only. harassment suspension.
only. Individual plan is
developed.
After three After three incidents, Student calls parent.
4" Offense | incidents, develop 4™ Offense | develop individual th In-school
Lo 4" Offense ;
individual plan. plan. suspension.
Individual plan is re-
visited.
Professional Development | Bully Prevention | Character Education | Checkout Sites | Purchase Requisitions




U.S.D. #410

Hillsboro Middle School 6 Faculty Handbook

CHARACTER EDUCATION

Class Meetings Tuesdays

Our weekly class meeting time will focus on a variety of character traits addressed in the During Ext Learning Hour

7th and 8th grade with a monthly focus. The 7th graders are using the classroom values
list. The 8th graders will use the 7 Habits of Highly Effective Teens. The 6th graders will
use the 30 lessons in their student agendas.

6th Grade Lessons Include

Respectf_ul Kinq

The 8th graders will be divided into three classes with Tonja, Darlene and Stephanie. The gﬁﬁg‘;ﬂ:g"e ?z‘lt"aer:]t

7th graders will be divided into three classes with Michelle Faul, Joyce and Michele Melton punctual Honest

as teachers. The 6th graders will be divided into two groups with Len, Phil and Greg Reliable Thankful

assuming the leadership of the meetings. gﬁﬁﬂgic Eg“;;derate

. . . . . . Self-Motivated Generous

Working with our Bully Prevention will continue to be a part of each class meeting. Persevering Cheerful
Thrifty Loyal
Gracious Sympathetic
Ambitious Patriotic
Courageous Trustworthy
Resourceful Fair
Joyful Cooperative

Monthly Character Traits for 7th Monthly Focus for 8th Graders

September: Citizenship & Cooperation September: Being Proactive

October: Responsibility October: Beginning with the End in Mind

November: Respect November: Put First Things First,

December: Caring December: Think Win -Win

January: Fairness January: Seek First to Understand

February: Trust February: Synergize,

March: Humor March: Sharpen the Saw,

April: Cooperation April: Review

May: Summarize May: Work on 8th Grade Promotion

Professional Development | Bully Prevention | Character Education | Checkout Sites | Purchase Requisitions
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Checkout Sites

The teachers here at HMS have access to the use of four technological applications that may be checked out on a
calendar located in the shared drive of our school network. All of the checkout sheets are on a 2009-2010 school calendar
and may be accessed by clicking on the appropriate heading. Be sure to save the document after you have typed in
your reservation.

If the hot spots are not working, these
Computer Lab [Not Available during Keyboarding

calendars are | ocat
Classes ]
The computers in the lab are desktops. You will take your 1. imiddleschool 0
class there to work. The IaF) is used for our keyboarding 2 RCHECKOUT® fold
classes, so they are not available during 3rd & 4th hours on
Mondays, Wednesdays or Fridays. They are also used
during 7th hour on Tuesdays and Thursdays.
Computer Lap Top Cart Contents:
I ——
You will bring the lap top computers to your room to wireless W
use. Return the cart to the lab at the end of your class period %
and PLUG THE CART IN TO RECHARGE THE BATTERIES. W
uilding Schedule
The high school staff will have access to this cart with NO e
MORE THAN A 24-HOUR NOTICE. Communication and P. R.
I —
505 Eonsﬂeratlons
. ———
Media Cart from the Workroom
Bro!essmna| Beve|ogment
This is the cart located in the workroom with a projector, DVD
and video player. Bully Prevention
———
EHaracter Eaucatlon
———
Clicker System %
urchase Requisitions
This is our 32 student capacity interactive quiz tool. It has not ——
been used recently, but i s in Mrswmmg udgets i enc

are interested in giving it a try.
urriculum Wor

Professional Development | Bully Prevention | Character Education | Checkout Sites | Purchase Requisitions



P:/CHECK-OUT/2009-2010 Projector Cart Sign-up.docx
//410bdc1/middleschool/CHECK-OUT/2009-2010 Computer Lab Sign-up.docx
//410bdc1/middleschool/CHECK-OUT/2009-2010 Laptop Cart Sign-up.docx
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Purchase Requisitions & Gasoline

Eontents:

e Dstict calendar
e BlUlding Schedule =
Communication and P. R.
"30b Considerations
Professional Development
e BUly prevention .
——
e Character Education
e Checkoutsies
T Plrchase Requisitions

Eudalng Euagets

or

urricuium

E-Reqgs (Electronic Requisitions)

USD #410 uses a web-based purchasing application from DataTeam Systems that we identify

si mpl y-Rags A& I f a teacher needs cl assr-egaystemupp
which should have an icon on your computer. After posting your login name and password, click on
the fiMiddle Schoold button, then fAprocurement. 0
requisition and check on requisitions previously written. (You may also go to the system by clicking

on the yellow title bar above.)

Some information that you should remember as you create new requisitions:

e know your line item budget number and place itinthe i Bud g e t
on the next page of this website.)

Pur Thess &e |

e Use the search drop menu to place the corre

e The Altem Numbero would be a catalogue or
identification purposes.

e AiQuantityo refers to the number of the spec

e Use the comment section to explain enough details about the purchase for any reader
(approver) to understand exactly what and perhaps why this purchase is needed.

Begin a new requisition for each new vendor.

USING AN E-REQ FOR A LOCAL PURCHASE:

If you charge a small amount of products at one of our local vendors, please be sure to pick up the
receipt for the purchase and write an e-req for this charge. Write the number of the e-req on the
receipt then send it to Jerry Hinerman in the central office. Write the number of the e-req on the
receipt. These types of purchases should receive administrative approval prior to the
purchase.

Building -Level Activity Accounts

Activity accounts refer to spending done for our athletic and other extra-curricular activities. Donna

Dalke in the high school office is the secretary responsible for the book keeping of these accounts.

Greg has monthly copies of these accounts in his office. Purchases from these accounts should be
completed on the paper form that is accessible
website. The HMS form may be adeeerdedchy vdltiyclA
box above. Simply type in the requested information and print off a copy for processing.

Gasoline in a School Vehicle

I f a school vehiclebds tank is |l ess than 1/ 2 ful

up at Ampr i de azross forbhe TaBdr Caenpus. They have a USD #410 charge card

at the counter. You will be asked to sign one copy of the receipt and you need to bring another

copy of the receipt back to the school with you to send on to Jerry Hinerman. Please indicate

which vehicle the gasoline was placed in on both receipts.

Be sure to lock up the vehicle after driving it

\pl ace the key to the blue car in Gregds box or/

| |



http://ereqs.datateam.com/Datateam/Login.asp?D=-1
http://usd410.fesdev.org/pages/uploaded_files/MS Activity Fund Req.xls







