
Revised: 11/29-2018 

 

 

COMPTON UNIFIED SCHOOL DISTRICT  
HUMAN RESOURCES  

Certificated Personnel  
 

 

 

 

      

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 NEW TEACHER HANDBOOK   
 

 

 
 

 

 

 

 
 

 

 



 

2 

COMPTON UNIFIED SCHOOL DISTRICT 
Human Resources-Certificated Personnel 

 

EXECUTIVE CABINET 
 

 Superintendent 
 Darin E. Brawley, Ed. D. 

 
Deputy Superintendent/Chief Administrative Officer,  

Business and Administrative Services 
Alejandro Alvarez, Ed. D. 

 

Executive Director ïEducational Services  
Mario Marcos  

 

Executive Director ïEducational Services  
Tony Hua 

 

Sr. Director ï Human Resources  
Kanika D. White, Ed. D. 

 

Sr. Director ï Curriculum and Instruction  

Greg Puccia  
 

Senior Director, College and Career Readiness 
 Jorge Torres, Ed.D 

  
Chief Technology Officer  

Tony Burrus 
 

Chief of Police 
William Wu, J.D. 

 
  

BOARD OF TRUSTEES 
 

Micah Ali  ï President 

Satra Zurita ï Vice President 

Margie Garrett ï Clerk 

Alma Pleasant ï Legislative Representative 

Charles Davis ï Member 

Mae P. Thomas ï Member 

Sandra Moss ï Member 

Nelly Carrillo ï Student Board Member  



 

3 

COMPTON UNIFIED SCHOOL DISTRICT  
Human Resources-Certificated Personnel  

     

NEW TEACHER HANDBOOK  
 

Table of Contents  
 

Executive Cabinet  ................................................. 2 

Board of Trustees .................................................. 2 

Table of Contents  ................................................. 3 

 

SECTION 1 - GENERAL INFORMATION  

Welcome  ................................................................ 4 

About Compton Unified School District  ......... 5 

Mission Statement and Core Beliefs  ................. 6 

LCAP Goals and Professional Standards  ......... 6 

Orientation  ............................................................. 8 

 

SECTION 2 ɬ DAILY PROCEDURES  

INFORMATION  

Supervision of Students  .................................... 11 

Teacher-Student Relationships  ........................ 11 

Sending Students on Errands  ........................... 12 

Recess Duty Supervision  .................................. 12 

Negligence  ........................................................... 12 

Temperature / Recess ......................................... 13 

End of the Day  ..................................................... 13 

Dress and Grooming  .......................................... 13 

Preparation Period/Common Planning  

Time  ...................................................................... 14 

Dispensing Medicine  ......................................... 14 

Faculty Workroom, Lunchroom and  

Copy Room .......................................................... 14 

Housekeeping  ..................................................... 14 

Protection of Property  ........................................ 14 

Student Conduct  ................................................. 15 

Preventing Discipline Problems  ...................... 15 

Identification Badges  ......................................... 16 

Employee Cell Phone Use  ................................. 16 

 

SECTION 3 ɬ EMPLOYMENT  

State Teacher Retirement System (STRS) ...... 17 

Tips for your First Year of Teaching  ............... 18 

Strategies for Classroom Management  .......... 20 

Managing your Time  ......................................... 21 

SOS! Survival of Substitutes ............................ 22 

Communication is Key!  ..................................... 23 

Back to School Night  ......................................... 23 

Parent Conference Tips  ..................................... 26 

Open House  ......................................................... 27 

Working with Students with Disabilities  ..... 27 

First Evaluation  ................................................... 29 

Workersɀ Compensation  ................................... 30 

Mandated Suspected Child Abuse  

Reporting  ............................................................. 30 

Due Process Protections/Complaints  .............. 33 

Drug and Alcohol -Free Workplace ................. 34 

Sexual Harassment ............................................. 35 

Weapons ............................................................... 35 

 

SECTION 4 ɬ EMERGENCY INFORMATION  

Emergency Information  .................................... 36 

 

SECTION 5 ɬ EMPLOYEE RELATION S 

AND COMMUNICATIONS  

Stellar Service Matrix  ........................................ 37 

Sub Finder System -Smart Find Express ......... 38 

Resources ............................................................. 39 

 

SECTION 6 ɬINSERTS 

Signed State Child Abuse  

Reporting Requirements  ................................... 42 

How to Read Your Pay Warrants  ..................... 43 

Creating a Leave of Absence (LOA)  ............... 44 

Employee Assistance Service  

for Education (EASE)  ......................................... 47 



 

 
4 

Welcome to the Compton Unified School District.  

Dear New Educators: 

Welcome to the greatest profession! The gift of this wonderful profession keeps giving long after you 

may have retired or moved on. Your zeal for learning, your skill and energy  make you a wonderful 

addition to our Compton family. We believe strongly that you will no doubt make a difference in the 

lives of learners and to the field of education.  

Here are a few tips to help you in this journey:  

¶ Give your best every day, students deserve it! Expect excellence, students rise to high 

expectations. But most importantly, believe in all of your students.  

¶ Challenge your scholars every day, challenge yourself, and take risks together. Let natural 

creativity flow from you and them.     

¶ Keep Your Door Open: Let the world know what is happening in your classroom , Let them see 

the risks, rewards, failures, and successes. Welcome visitors and get your scholars comfortable 

with engaging visitors. When an administrator or colleague walks by, wave them in.  Invite 

colleagues into your classroom and learn from their wisdom while sharing yours. We have too 

many one-room schoolhouses that are doing wonderful things that few know about. 

Breakdown those walls. (excerpt from Ryan Bretag, LeaderTalk Contributor  on April 7, 2011) 

¶ Engage students with powerful instruction in the 21st Century. Do it! Do not be afraid. If you 

receive resistance, state your case and paint the picture of what is possible. Be the model if 

they need it.  

¶ Bring to the school, the classroom, and the scholars the learning spaces they deserve. Move 

away from the traditional classroom we all attended.  

¶ Plan to grow as a leader. Attend professional development! This profession is dynamic and 

there are new things to learn daily. You are a leader and your voice is critical. Be that leader. 

 Speak to as many teachers as possible. Learn from them. Listen to those that are about to 

retire . They have so much wisdom that often go untapped. Think beyond your classroom! 

(Excerpt from Ryan Bretag, LeaderTalk Contributor  on April 7, 2011) 

¶ There is joy in this profession, do not get discouraged or distracted.  

Every child deserves a champion ɬ an adult who will never give up on them, who understands the 

power  of connection and insists that they become the best that they can possibly be.-Rita Pierson 

We wish you much success in teaching and thank you for your willingness to accept this important 

role in CUSD. 

 

Kanika D. White, Ed.D.  
Sr. Director  
Human Resources  

http://www.ryanbretag.com/blog/?page_id=1933
http://blogs.edweek.org/edweek/LeaderTalk/
http://www.ryanbretag.com/blog/?p=883
http://www.ryanbretag.com/blog/?p=883
http://www.ryanbretag.com/blog/?page_id=1933
http://blogs.edweek.org/edweek/LeaderTalk/
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About Compton Unified School District  

Compton  Unified  School District  is located in the South Central region of Los Angeles County,  

California,  and encompasses the city  of Compton  and portions  of the cities of Carson, 

Paramount, Long Beach and Los Angeles. The district  currently  serves K-12 students at 36 sites: 

twenty -one elementary schools (14 are K-8 schools, 1 K-7 school, 1 K-6 school and 5 K-5 schools), 

seven middle  schools, three comprehensive high  schools and five  alternative  schools. Other 

programs include  an Early College Program for high school students, Preschool at 13 sites and 

Adult  Education. CUSD also has a single district  Career Technical Education (ROP/CTE) program.  

The district  operates as a Single District  SELPA providing  services for  students with disability  

within  the district.  

 

Demographic shifts occurred in our district  over a relatively  short period . During  the 1990 Census, 

African  Americans made up 62% of the population, and 34% of the residents were Latino.  By 

2016/17, 64% of the residents are Latino,  and 32% African  American  and the rest white or other . 

 

In the 2018-19 school year, student enrollment  in the district  was over 20,000; (78.57% Latino  and 

18.67% African  American).  We have a small population  of Pacific Islanders, white,  and 

other/mixed  race/ethnicity.  All  schools are Title  I schools, and 96% of students qualify  for  

free/reduced price meals under  the guidelines of the National  School Breakfast and Lunch 

Program. Nearly  4.30% of our total  student population  receives Special Education services. 

 

Compton Unified  School District  employs 1373 certificated staff, of which 1173 are classroom 

teachers, 1330 classified employees. 

 

Our district continues to demonstrate improvement in its  educational programs. Our current 

graduation rate is 87.6%. We have six California di stinguished schools, five of the distinguished 

schools were double award winners, receiving both the distinguis hed school award and the Title I 

Achieving School award at the same time, two schools have received the prestigious Blue Ribbon 

award and one National Title I award school. Two schools have the Golden Bell award and two are 

Gold Ribbon schools. Our schools have received several other recognitions for  innovative programs 

and overall improved student achievement at every level.  

 

The school district  has a very  strong and committed  Board of Trustees. The Board of Trustees 

hired a new Superintendent in  September of 2012, Superintendent Darin E. Brawley, Ed.D. 

Acknowledging  the long existing need to improve  student achievement in the Compton  Unified  

School District,  the Board of Trustees established the following  mission statement and core 

beliefs to guide the district.  
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Mission Statement  
 

The Compton Unified School District will ensure that every student has an equitable, high  quality  

elementary and secondary education in a safe environment.  

 

Core Beliefs  
 

¶ We believe all students will learn at higher  levels. 

¶ We believe schools have an enormous impact  on studentsɀ lives. 

¶ We believe that all students shall be educated in a safe and orderly  environment.  

¶ We believe all students will reach their  learning  potential and that the achievement gap can be 

eliminated.  

¶ We believe the Compton Unified  School District will  become a high performing  educational 

institution.  

 

LCAP Goals  
 

Goal #1  (Priority 2, 4 & 7)  

All students will meet or exceed state academic standards that will prepare them to compete in 

the global society. 

  

Goal #2 (Priority 1, 2 & 7)  

All staff and community partners will collaborate to ensure all necessary materials, equipment 

and supports are provided to students within a safe and well -maintained  learning environment.  

  

Goal #3  (Priority 7 & 8)  

Students will have full access to a variety of courses and enroll in a scope of study that will 

prepare them to be college and career ready.   

  

Goal #4  (Priority 3, 5 & 6)  

All staff will promote student engagement by building positive environments inclusive of parent 

and community participation.  

 

Goal #5   (Priority 2, 4, & 7)  

English Learners will acquire the academic and linguistic skills needed to attain grade level 

proficiency and college/career readiness 

 

Professional Standards  
The Board of Trustees expects district employees to maintain the highest ethical standards, exhibit 

professional behavior, follow district policies and regulations, abide by state and federal laws, and 
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exercise good judgment when interacting with students and ot her members of the school community. 

Employee conduct should enhance the integrity of the district, advance the goals of the district's 

educational programs, and contribute to a positive school climate.  

 

The Board encourages district employees to accept as guiding principles the professional standards 

and codes of ethics adopted by educational or professional associations to which they may belong. 

 

Each employee should make a commitment to acquire the knowledge and skills necessary to fulfill 

his/her responsibilities and should focus on his/her contribution to the learning and achievement of 

district students.  

 

Inappropriate employee conduct includes, but is not limited to:  

 
1. Engaging in any conduct that endangers students, staff, or others, including, but not limited to, 

physical violence, threats of violence, or possession of a firearm or other weapon 

2. Engaging in harassing or discriminatory behavior towards students, parents/guardians, staff, or 

community members, or failing or refusing to intervene when an act of discrimination, harassment, 

intimidation, or bullying against a student is observed  

3. Physically abusing, sexually abusing, neglecting, or otherwise willfully harming or injur ing a child  

4. Engaging in inappropriate socialization or fraternization with a student or soliciting, encouraging, or 

maintaining an inappropriate written, verbal, or physical relationship with a student  

5. Possessing or viewing any pornography on school grounds, or possessing or viewing child 

pornography or other imagery portraying children in a sexualized manner at any time  

6. Using profane, obscene, or abusive language against students, parents/guardians, staff, or community 

members 

7. Willfully disrupt ing district or school operations by loud or unreasonable noise or other action  

8. Using tobacco, alcohol, or an illegal or unauthorized substance, or possessing or distributing any 

controlled substance, while in the workplace or at a school-sponsored activity  

9. Dishonesty with students, parents/guardians, staff, or members of the public, including, but not limited 

to, falsification of information in employment records or other school records  

10. Divulging confidential information about students, district employees, or district operations to persons 

not authorized to receive the information  

11. Using district equipment or other district resources for the employee's own commercial purposes or for 

political activities  

12. Using district equipment or communications devices for personal purposes while on duty, except in an 

emergency, during scheduled work breaks, or for personal necessity 

(cf. 4040 - Employee Use of Technology)  

Employees shall be notified that computer files and all electronic communications, including, but not 

limited to, email and voice mail, are not private.  To ensure proper use, the Superintendent or designee 

may monitor employee usage of district technological resources at any time without the employee's 

consent. 

13. Causing damage to or engaging in theft of property belonging to students, staff, or the district . 

14. (cf. 4119.22/4219.22/4319.22 - Dress and Grooming) Wearing inappropriate attire.  

 

An employee who observes or has evidence of another employee's inappropriate conduct shall 



 

 
8 

immediately report such conduct to the principal or Superintendent or designee. An employee who 

has knowledge of or suspects child abuse or neglect shall file a report pursuant to the district's child  

abuse reporting procedures as detailed in AR 5141.4 - Child Abuse Prevention and Reporting.  

 

Any reports of employee misconduct shall be promptly investigated . Any employee who is found 

to have engaged in inappropriate conduct in violation of law or Board  policy shall be subject to 

disciplinary action and, in the case of a certificated employee, may be subject to a report to the 

Commission on Teacher Credentialing.  The Superintendent or designee shall notify local law 

enforcement as appropriate. 

 

An emplo yee who has knowledge of but fails to report inappropriate employee conduct may also be 

subject to discipline. 

 

The district prohibits retaliation against anyone who files a complaint against an employee or reports 

an employee's inappropriate conduct.  Any  employee who retaliates against any such complainant, 

reporter, or other participant in the district's complaint process shall be subject to discipline.  (Source 

BP 4219.21)  

 
Orientation for New Teachers  

Checklist of Suggested Activities for New Teachers before Starting School  
 

Not every task on this list makes sense for every teacher when they begin teaching.  Identify 

appropriate activities given the experience of your new teachers.  This is a checklist for mentors to 

use when working with a protégé; however, administrators may find the list helpful.  

  

Building Tour:  

School layout and location of:  

5  Washrooms 

5  Lounge 

5  Office 

5  Supply Room 

5  Key personnel, Administrative Team, Instructional Lead teacher (ILT), Secretaries, Custodian, 

Attendance Clerk, Bookkeeper, Media Specialist, Counselor, Department Chairs, Lead 

Teachers, Director of Food Services 

5  Media Center and audiovisual equipment  

5  Bus entrance and teacher parking 

5  Rooms for specialists, nurse, social worker, psychologist, music/art/physical education  

5  Other  

 

Tour of Other Important Places:  

5  Location and time of New Teacher Orientation (map)  
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5  +ÖÊÈÓɯɁÛÌÈÊÏÌÙɯÚÛÖÙÌɂ 

5  Good lunch spots 

5  3ÖÜÙɯÖÍɯɁÚÊÏÖÖÓɯ×Ö×ÜÓÈÛÐÖÕɂɯÕÌÐÎÏÉÖÙÏÖÖË 

5  Other  

 

Building Procedures:  

5  Hours for teachers, building use at other times 

5  Extra duties, bus, clubs, activities, chaperoning 

5  Attendance policies 

5  Movement of students, entry/exit from building, washrooms, lunch  

5  Student and teacher dress code 

5  Emergency Plans/Fire/Disaster drills 

5  Lunch supervision, eating arrangements 

5  Homework, testing policies  

5  Student accidents, emergencies 

5  Pullout programs and need for flexibility  

5  Set-up email accounts 

5  Electronic grade book 

5  Other  

 

Access to Resources: 

5  Classroom and teaching supply requisitions, budget process 

5  Audiovisual equipment requests  

5  Computer access for teacher use and for student use 

5  Discretionary funds (saving receipts)  

5  Shared equipment and materials 

5  Textbooks, supplemental materials 

5  Location and operation of copy machines, transparency machines, laminating equipment and 

supplies 

5  Other  

 

Student Discipline:  

5  Behavior expectations for hallway, lunch, washroom, playground  

5  Establishing and enforcing classroom behavior expectations and routines  

5  What works for me with our children  

5  Consequences for extreme behavior problems (contact parent, referral) 

5  Expected staff supervision outside of classroom 

5  Referral process for students with special needs (gifted, special education) 

5  Other  

 

Curriculum:  

5  Guides/manuals 
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5  District curriculum development process and resulting expectations for teachers  

5  Central office staff in curriculum and staff development  

5  Management of the curriculum demands and pacing of learning  

5  Introduction to texts and available supplemental materials  

5  Lesson plan procedures and expectations 

5  Classroom assessment system, rubrics, and tests as feedback for instruction 

5  Subject matter experts on the building staff 

5  Teaching teams or shared responsibilities  

5  Grading procedures for day -to-day records (report cards later) 

5  Opening day schedule, appropriate plans, administrative details  

5  A plan for the first week ɀs lessons (allow for organizing and behavioral teaching) 

5  Curriculum mapping (scope and sequence) 

5  Other  

 

Accountability for Student Learning:  

5  District strategic planning process and objectives, and implications for teaching  

5  School improvement planning process, implications of the plan for grade/department level 

decisions, and individual teaching practices  

5  Student learning standards and district curriculum goals and expectations for teaching  

5  State assessment schedules and process and preparation approach (overview only) 

5  District assessment system, rubrics, standardized test schedules 

5  Other  

Organizing the Classroom:  

5  Options for room arrangement and its effect on teaching and learning  

5  Traffic patterns  

5  Student work collection and distribution system  

5  Storage and access to materials 

5  Student access to texts, equipment, and teaching centers 

5  Other 

Personal and Professional Decisions and Procedures:  

5  Calling in sick and personal or professional days  

5  Expectations for sharing with colleagues; what others can do for you  

5  Adjustment to a new job 

5  Performance review (evaluation)  

5  Professional portfolios  

5  Other  
Mentoring Guidebook, Kay Burke, 2002 
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Supervision of Students  
 

In order to supervise properly, the teacher must be near the action and engaged in duties connected 

with his/her function as part of the school staff. Specific supervision is required for the first 

participation of an activity or dealing with dangerous or unfamiliar equipment or a pparatus. 

Teachers shall stay in the classroom when having class, never leave the students unsupervised. If an 

emergency arises and you must leave the room, always ask a fellow teacher to watch the class during 

your absence or contact the office for assistance. 

 

Teachers should make certain that safety equipment is furnished whenever needed, and that class 

experiments are conducted safely. The nature of the activity should dictate the directness of the 

supervision.  

 

¶ Teachers may be asked to help in the supervision of the lunch room, corridors and grounds 

during the lunch period, before school and after school.  

¶ All teachers are expected to attend assemblies and help supervise. 

¶ Each teacher is responsible for helping prevent damage to building and equipment. Report 

immediately any student defacing school property.  

¶ Frequently check the restrooms in your area of the building. Stop any horseplay or loafing 

immediately.  

¶ Teachers should step into the hall during the passing of classes and at dismissal to see that the 

halls are quiet and orderly. The responsibility and authority of a teacher extends beyond 

his/her own classroom. The development of good school citizenship is a team effort. 

¶ Elementary teachers must escort their students to restrooms, water fountains, lunch, recess, 

special classes, etc. when going as a class. Teachers are expected to escort any class leaving 

Music, Art, P.E., and Library to their next destination.  

¶ There will be periodic emergency drills throughout  the year. These will include fire, campus 

disruption or intruder, earthquake, bomb threat and lockdown.  

¶ Student Accidents: if you should have an accident in your room, make certain that if anyone is 

injured, you fill out an accident report form, which can be obtained from the nurse ɀs office. 

Report the incident to the nurseɀs office immediately and to the pr incipal as soon as possible 

after the incident happens. This could be extremely important to you if there are questions 

about the incident. Also, parents like to know that an accident occurred, therefore ensure that 

the secretary and/or health assistant knows and makes the call. 

 

Teacher-Student Relationship  

Teacher-student relationships are crucial for the success of both teachers and students. As part of 

classroom management, such relationships are the most significant factor in determining a teacher's 

work as successful. 

 

It is vital that students respect the teacher as a professional. Effective teaching does not require that 

all students like the teacher; however it is crucial that they all respect him or her. Teachers also do not 
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need to like all of their students; they just need to be professionals and fair at all times. Students do 

not need to be friends with teachers, they need to respect teachers and learn. 

 

Students tend to lose their respect for teachers in a mixed relationship where the roles are not clearly 

defined. Donɀt be over familiar with stude nt. Teachers must maintain a measured level of Reserve. 

 

Sending Students on Errands  

Teachers should never send any student on an errand that will take him beyond the limits of the 

school grounds. This territory would be considered unfamiliar and therefo re dangerous. It should be 

remembered that the student is acting as the teacher while on an errand, making the teacher 

responsible for any injury to or by the student.  

 

Recess Duty Supervision  

¶ *(Note: Take out bull horns while on duty and always alert the office of any safety hazards) . 

¶ There must be more than one adult if there are several classes out at recess. Make sure you 

note where the other adults are located. 

¶ If you have duty, be on t ime. 

¶ Be prompt in going out and coming in by the recess schedule. 

¶ Have students being brought in and going out to be as quiet as possible to help in not 

disturbing other rooms.  

¶ Make sure you know who has inside duty to send students to at the beginni ng of recess. 

¶ Be preventive in the area of accidents. Insist students follow playground rules.  

¶ No students should be allowed to stay in your room unsupervised once you leave.  

¶ No students should re-enter the building except for injury or restroom emergencies.  

¶ Teachers on duty should be moving to different locations, not be in groups for prolonged 

times, and be near equipment. 

¶ Do not allow students to be where they canɀt be seen. 

¶ Teachers on duty are expected to supervise the activities of the students on the playground. 

Supervision of student playground activities shall be preventative in nature, continuously 

observing for hazardous and/or dangerous situations that require  intervention. Supervision is 

NOT an opportunity for supervisors to visit other staff.  

¶ Supervision should be done in close proximity to student activity.  

¶ When acting as playground supervisor one should be near the action, standing or walking 

among the students on the playground. Standing and conversing with a fellow teacher the 

entire recess period is not adequate supervision. 

¶ Walkie-talkies or a cell phone must be taken out while on recess duty. 

 

Negligence ÐÚɯËÌÍÐÕÌËɯÐÕɯÛÏÌɯËÐÊÛÐÖÕÈÙàɯÈÚɯɁfailure to  exercise the care that a reasonably prudent 

×ÌÙÚÖÕɯÞÖÜÓËɯÌßÌÙÊÐÚÌɯÐÕɯÓÐÒÌɯÊÐÙÊÜÔÚÛÈÕÊÌÚɯÖÙɯÚÐÔ×ÓàɯɁfailure to take proper care in doing 

ÚÖÔÌÛÏÐÕÎɂȭɯ(ÕɯÓÈÞȮɯÐÛɯÐÚɯËÌÍÐÕÌËɯÈÚɯɁÍÈÐÓÜÙÌɯÛÖɯÜÚÌɯÙÌÈÚÖÕÈÉÓÌɯÊÈÙÌȮɯÙÌÚÜÓÛÐÕÎɯÐÕɯËÈÔÈÎÌɯÖÙɯÐÕÑÜÙàɯÛÖɯ

ÈÕÖÛÏÌÙɂȭ 
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A court jury usually finds negligence if the teacher violated his responsibility as a responsible and 

prudent person. The teacher owes students the reasonable and ordinary care that a parent would 

exercise in the supervision of his/her own child.  

 

Temperature/Recess  

Before taking students out to recess, understand the Weather: For Wind-Chill:  30°is chilly and 

generally uncomfortable, 15°to 30° is cold, 0° to 15° is very cold, -20° to 0° is bitter cold with 

significant risk of frostbite. When Heat Index is 80° or below it is considered comfortable, 90° is 

beginning to feel uncomfortable, 100° is uncomfortable and may be hazardous, 110° is considered 

dangerous. Please do not sit children on ground in any kind of weather.  

 

If it is raining or too hot , then students should not go outside. Teachers on duty will need to make the 

decision on coming in early if they feel  conditions have changed to more severe. 

 

End of the Day  

Do not leave your classroom before the dismissal bell. If you are in the hallway , the office will be 

unable to contact you for last minute changes. Keep all your students with you until the appropriate 

time of dismissal . 

 

If it is a bussed school, loading of buses should be accomplished with a minimal amount of 

congestion and confusion. Maintain order with your own class at dismissal time. Do not allow 

students to change where they are going at the end of the day without a note that has been approved 

by the office. When in doubt,  ASK ! 

 

Dress and Grooming  

The Board of Trustees believes that appropriate dress and grooming by district employees contribute 

to a productive learning environment and model positive behavior.  During school hours and at 

school activities, employees shall maintain professional standards of dress and grooming that 

demonstrate their high regard for education, present an image consistent with their job 

responsibilities and assignment, and not endanger the health or safety of employees or students.  All 

employees shall be held to the same standards unless their assignment provides for modified dress as 

approved by their supervisor. (Source:  BP 4219.22) 

 

Your appearance is very important to your success as a teacher. Dress neatly and present a pleasing 

personality. Jeans may be worn on Fridays, field trip days and special events/programs/activities in 

the classroom. Shorts are not acceptable attire. 

Teachers and all other employees are prohibited from wearing attire that students are also 

prohibited from wearing.  

 

¶ With the exception of pupil free days, teachers are not to wear shorts or skirt/dresses of very 

short length (modest length allowed). Culottes of appropriate length are acceptable.  We are 

role models for students, parents and the community.  We set the standard. 
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¶ Appropriate attire for males includes but not limited to; collared shirt, casual or dress slacks, 

khakis, suits, ties, sweaters, sport coats, polo shirts and shoes with socks.  

¶ Employees are allowed to wear athletic type shoes, but they must be in good condition 

without tears or stains. Both male and female employees may also wear dress sandals with 

proper foot coverings. Flip flops are not allowed (safety).  

 

NOTE:   The direct Supervisor is responsible for enforcing the dress code.  The Administration will be 

the final judge whether a staff memberɀs clothing is appropriate for school. Please guide yourself 

according to the above stated guidelines so as not be embarrassed. 

 

Preparation Period/Common Planning Time  

At the secondary level, each teacher is given at least one preparation period a day for preparation of 

the next dayɀs assignments, grading papers, helping students and conferring with the principal. 

Teachers are to remain at school during this preparation period.  The exception to this is when 

permission is received from the principal to leave school. The teacher must provide information on 

where and when you can be reached if needed by parents of students, member of your families or 

faculty/staff. If you do not have anything to do during your prep, time, ask other teachers or staff 

members if you can assist them. Please remember the school is paying you to work during this time.  

 

Dispensing Medicine  

Students will not be permitted to take medication while at school unless such medicine is given by 

the school nurse acting under specific written request of the parent or guardian and under the written 

instructions of the studentɀs physician.  This policy covers all prescription and other drugs.   Certain 

medications (inhalers, etc.) may be kept by the student in the classroom provided permission and 

instruction is given by both the nurse and principal.  

 

Faculty Workroom , Lunchroom , and Copy room  

Students are not allowed to enter the faculty workroom, faculty lunchroom or faculty copy room. 

Teachers are not to send students to use the soda machine, run photocopies, pick up printed material 

or copies, given keys, operate various machines, or pick up mail out of teacherɀs mailboxes. Due to 

confidentiality, these are off limit areas to students. If you need assistance in any of these areas, 

please contact the office for help. 

 

Housekeeping  

Teachers shall exercise due diligence in maintaining appropriate standards for good housekeeping in 

their classrooms. Lights should be turned off when not in use. All windows should be closed and 

locked at the end of the day. Air -conditioning and heating t emperatures should be adjusted prior to 

leaving the room for the day.  

 

Protection of Property  

Teachers shall preserve the good condition of all buildings, furniture, and e quipment in their charge. 

They shall be alert to prevent the defacing of school property by writing, scratching or carving.  
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Student Conduct  

The Board recognizes that acceptable behavior is essential to the development of responsible and self-

disciplined citizens and to the provision of an effective school program. Positive behavior is based on 

respect for oneɀs self and for the worth and human dignity  of others. Development of such positive 

behavior in students is a dual function of the home and school.  

 

In order to fulfill the responsibility of the school, it is necessary that each learning activity contribute 

positively to the creation and maintenanc e of a climate that is conducive to learning. All professional 

staff members have a responsibility for consistency in establishing and maintaining an appropriate 

behavioral atmosphere. 

  

Preventing Discipline Problems  

The classroom teacher can do much to prevent the development of discipline problems. Generally, it 

will be found that students who are kept on task and actively engaged in a lesson will not create 

discipline problems. The suggestions given below may be helpful to teachers in creating and 

maintaining a proper classroom situation.  

¶ Do not accept an infraction by any student as something personal. The fact that a student 

misbehaves in class does not necessarily mean that he/she dislikes the teacher. 

¶ Students should be corrected quietly and calmly.  

¶ Threats should be avoided. These may serve only as a challenge to some students to see how 

far they can go before being punished. 

¶ The teacher should be friendly but do not let the students forget that you are the teacher. 

3ÌÈÊÏÌÙÚɯÊÈÕÕÖÛɯÔÈÒÌɯËÌÊÐÚÐÖÕÚɯÉÈÚÌËɯÜ×ÖÕɯÞÏÌÛÏÌÙɯÛÏÌɯÚÛÜËÌÕÛÚɯÞÐÓÓɯɁÓÐÒÌɂɯÛÏÌÔȭɯ3ÌÈÊÏÌÙÚɯ

are not to allow students to call them by their first names.  

¶ The teacher should be firm, fair and considerate in dealing with all students.  

¶ Avoid stereotyping a student as a discipline problem. If this is done, the chances are they will 

become a disciplinary problem.  

¶ Contact the parent if a problem continues. 

¶ The classroom should be neat and pleasant to work in. 

¶ Classroom work should be well planned and meaningful to all students. Classroom routines 

should be established to save time in grading, passing in papers, etc. 

¶ The student should be made to feel that he/she is a vital part of the class. 

¶ Confidentiality:   When you are on campus as a substitute, you are considered an employee of 

the school. You are expected to act as an employee, any information that you see on a teacherɀs 

desk or work area is considered to be confidential information and canɀt be shared with any 

one in any manner. Students are not allowed to act as a teacher aid and help in grading or 

passing out papers with grades. 

¶ School Resources:  It is also common practice for electronic communication as well as phone 

records to be monitored by the district administration. Make sure that if you are using the 

school resources, they are being used for school related activities. 
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¶ Student Handbooks:  Student handbooks can be found on the District  Website or at the front 

office of each school site and are recommended to be read by the substitute teacher before 

starting work.  

 

Identification Badges  

For everyoneɀs safety and to simplify the identification of persons who do not belong on campus, the 

District provides identification badges for all staff, volunteers, and visitors. Please wear your badge at 

all tim es you are on a District property. If an employee should misplace the badge, a new one may be 

obtained by contacting Human Resources Department  for a replacement. Volunteers and visitors 

who come to your classroom or onto the work site must stop by  the main office to sign in and obtain 

a visitorɀs badge. Please ask them to do so. All employees are to wear the District badge daily. 

 

Employee Cell Phone Use 

Private cell phone use (including texting and email messaging) should be restricted to employee 

break and lunch time. The personal use of cellular phones and other electronic devices during the 

employee work hours is considered inappropriate and should be fo r emergencies only. Employees 

are encouraged to allow the voicemail function on their cellular phones to record personal messages 

during work time. At no time, except in the event of an emergency, should cell phone use disrupt 

classroom instruction or dist rict office functions.  
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State Teachers Retirement System (STRS) 
  

With the strength of CalSTRS behind you ɬ 868,000 members and assets of more than $183 billion ɬ 

you are assured of a future that includ es a guaranteed retirement benefit.* Your CalSTRS benefits are 

secure, despite what might be happening in the economy. It's important for you to understand how 

your benefits are calculated, however, in order to make the most of this valuable defined benefi t 

pension plan. Here are some of the highlights. 

How Your Benefit Is Calculated  

The California Public Employeesɀ Pension Reform Act of 2013 (PEPRA) significantly changed the 

benefits structure of CalSTRS. The benefit structure now depends on whether members were hired to 

perform CalSTRS creditable activities before or after January 1, 2013.  

CalSTRS 2% at 60: For those first hired on or before December 31, 2012, this is the formula for 

calculating a member-only defined benefit:  

 

Age Factor x Service Credit x Final Compensation = Member-Only Retirement Benefit  

 

The age factor is the percent of final compensation to which you are entitled for each year of service 

credit, determined by your age on the last day of the month in which your retirement is effectiv e.  

The age factor is set at 2% at age 60. The age factor is decreased if you retire before age 60 and 

increased to a maximum of 2.4% if you retire later than age 60. If you retire with at least 30 years of 

earned service credit, a 0.2% career factor will be added to your age factor, up to a maximum age 

factor of 2.4%.  

Service credit is the accumulated period of time, in years and partial years, during which you receive 

creditable compensation for service as a member of the Defined Benefit Program.  

You may be able to purchase service credit or receive additional credit for unused sick leave.  

Final compensation is calculated using the highest average salary for three consecutive school years, 

unless you have 25 or more years of qualified service credit. If you have 25 or more years of service 

credit, the highest 12 consecutive months of compensation will be used in your benefit calculation. If 

you had at least 30 years of qualified service credit by December 31, 2010, you may be eligible for a 

longevity bon us that adds a set dollar amount to your monthly benefit.  

CalSTRS 2% at age 62: For those first hired on or after January 1, 2013, no career factor is considered 

when calculating a member-only defined benefit. The formula is:  

 

Age Factor x Service Credit x Final Compensation = Member-Only Retirement Benefit  
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The age factor is set at 2% at age 62. The age factor is decreased if you retire before age 62 and 

increased to a maximum of 2.4% if you retire at age 65. There is no career factor for those hired on or 

after January 1, 2013.  

Service credit is the accumulated period of time, in years and partial years, during which you receive 

creditable compensation for service as a member of the Defined Benefit Program.  
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The final compensation is calculated based on the highest average annual salary for three consecutive 
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school years, regardless of years of service credit.  
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