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INTRODUCTION

The Administration and staff of North Miami Beach Senior High School are
committed to providing an instructional program that provides our students with the
skills necessary to meet the challenges of a highly competitive and rapidly
changing world. The administration will provide support for the faculty and staff to
maintain the high educational standards needed to enable students to reach their
academic goals.

This handbook contains any additional procedures and information for staff
members at North Miami Beach Senior High School. The major portion of the
rules and regulations of Miami-Dade County Public Schools and the procedures for
implementation at North Miami Beach Senior High School may be accessed
through the M-DCPS website http:/nmb.dadeschools.net/

Receipt of this document by a staff member represents their commitment to
implement the policies contained within the website and the handbook pages.

Charger Pride is Rooted into Providing Excellence in Education
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NORTH MIAMI BEACH SENIOR HIGH SCHOOL

ADMINISTRATIVE STAFF

Principal Mr. Randy Milliken
Vice-Principal Ms. Marina Montesino
Assistant Principal Dr. Sacha Challenger
Assistant Principal Mr. Billy Ridore

Assistant Prilncipal Dr. Selena Volcy

Activities Director Mrs. Kiandra Bertani

Athletic Director Ms. Rene Mccleod

Student Services Chairperson Mrs. Vanessa Armand-Jackson
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2015-2016 Administrative Assignments

Marina Montesino Vice Principal
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Audits/Financial
Aventura Marketing
Beginning Teacher
Budget/Internal Accounts/SBBS
Cafeteria
Certification
Clerical
Closing of Schools
Custodians
Faculty Meetings
Florida Standards Assessment
Hurricane Chairman
IPEGS Observations
Plant Operations
Property ContrdlPlant Seurity Reports
Safety to Life
School Climate Survey
Substitute Coverage
Supervision of Departments
Supervision of Departments

1. Social Science

2. Fine Arts

3. Physical Education
Discipline of Last NamesZXS
Other Duties as Assigned by Principal

Dr. Sacha T. Chatlger Assistant Principal Curriculum

=4 -4 -8_-9_-9_-9_-9_9_24._-292_-29_-292._-2_-49_-29_-9._-292_-29_-2_-2-_-2_-19._-2

1000 Points

Advanced Placement

Articulation

Budget

Class Size Reduction

College Summit

Curriculum Council

Florida State Assessments

FLVS

FTE

Interns/Student Teacher Observation
IPEGS Observations

Leadership MeetingCuriculum Council
Master Schedule

Opening of Schools

Testing

Weekly Briefings

Supervision of Departments:
Science

Student Services

Career and Technical

Discipline of Last NamesTL

Other Duties as Assigned by Principal

Billy Ridore Assistant Principal

=4 =8 =8 -8 -8 -8 _8_0_8_9_4_4_4_°8_42_-29_-°9_-°9_-22:-2"9_-2.:-2-

Attendance

Budget

Clinic

Dual Enrollment

EESAC

Florida Standards Assessments
IPEGS Observations Scheduling
Media Center

Military Recruiters

NMB Chamber of Commerce
Recruiters

School Climate Survey

Student &Faculty Parking

Testing (AP, FCAT, EOC) Back up
Texbooks

Volunteers

Supervision of Departments:
Reading

ESOL

ELA/Writing

JROTC

Discipline of Last Names{&; MEMY
Other Duties as Assigned by Principal

Dr. Selena Volcy Assistant Principal

= -4 -_8_9_9_92_-9_-9_92_-2._-24_-29_-92_-2_-29_-9_-292._-2_-29_-9_92_-29_-29_-2._-2_-4._-29

Activities

Athletics

BEAMiPrep Capstone
Budget

Critical Incident Bsponse Team
Florida Standards Assessment
Free & Reduce Lunch/Title |
Grade book

Hospitality

ID Tags

IPEGS Observations
Parent Academy
Professional Development
PTSA

RTI

SCsSI

Security

SIP

Teacher Recognition
Transportation

United Way

Supervision of Departrants:
Mathematics

SPED

Foreign Language

Discipline of Last Bimes AC, MME& All SPED

Other duties assigned by the Principal
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2015-2016 DEPARTMENT CHAIRPERSONS

Business, Cooperative, and

Vocational Education/Fine Arts

ESOL

SPED

Gifted Education
Langu?ge Arts

Magnet Lead Teacher
Mathematics

Physical Education/ Health
Reading

Science

Social Studies

Student Services

Testing

Rei Luzardo
Keisha Smith
Rachel Lafrance

Deborah Roncallo

Adam Pasternack

Joseph Masselle

Lisa Parker

Enrique Antonini

Troy Parker

Shirley Brown-Rose
Vania Boeva

Roger Mabe

Vanessa Armand-Jackson

Marteshia Davis
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Student Services 2015-2016

Counselor Room
Ms. Armand Chairperson A-C; M-ME; U-Z Room 169
Mr. Ben Ridore L-T Room 164
Ms. Andria Shore DiK; MI-MY Room 171
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North Miami Beach Senior High School
BELL SCHEDULE 2015-2016

Periods Beginning Ending Time
Time
Block A 1&2 7:20 - 8:50
Homeroom 8:50 - 8:55
Block B 3&4 9:00 - 10:30
Block C 5&6 10:35 - 12:45
Lunch1
Lunch 10:35 - 11:10
Class 11:15 - 12:45
Lunch 2
Class 10:35 - 12:05
Lunch 12:10 - 12:45
Block D 7&8 12:50 - 2:20
Student Dismissal 2:20 p.m. Regular Day
Lunch 1: 700 Building, Portables, 1* Floor of Main Building
and Rooms 200, 201, 202, 203, 204, 206, 207, 208, 209, 210,
& 211
Lunch 2: 2" & 3™ Floor of Main Building and IPREP,
Excluding Foreign Language Area

Secondary Early Release Days:

September 3, 2015
October 8, 2015
December 10, 2015
February 4, 2016
March 17, 2016
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STAFF ATTENDANCE

Each instructional and non-instructional staff member is to initial the payroll sheet
posted in the mailroom upon daily arrival and pick up their mail.

LEAVING EARLY

The teacher or staff member must obtain permission from an administrator, notify
the department chairperson, and fill out an entry in the sign-out book in the main

office. In addition, if the time off campus is during instructional time, the teacher
must arrange for internal coverage.

CALLING IN AN AIIBSENCE
The procedures for reporting an absence from work are as follows:

1. Whenever possible, make arrangements with the substitute coordinator as
far in advance as possible.

2. Please call (305) 787-1561 and leave a message with substitute
coordinator, Mrs. Nathan.

3. When absent form work, call the school before 2:00 pm to inform the
substitute coordinator whether or not you will be returning to work the next
day. If we do not receive a call form you by the time required we will call in
for a substitute for the following day.

Teachers must be sure that there are PRINTED CLASS ROSTER, (with
attendance), lesson plans, instructions and materials for the substitute teacher to
use. (If a recommendation for a specified individual for substitute work is desired,
include the necessary information. Accommodations will be made, if possible.)

When a teacher for whom an emergency substitute is employed is absent from
work, he/she shall notify the substitute coordinator or the supervising administrator
(or designee) at 305-949-8381 no later than 2:00 pm as to whether or not he/she
will report to work on the next workday. When an emergency substitute has been
retained for the next day and an absent teacher has not notified the substitute
coordinator or the supervising administrator (or designee) by 2:00 pm, the
emergency substitute shall be the employee entitled to work on the next workday
and the absent teacher shall have the option to utilize personal leave or leave
without pay.

WORKDAY

The empl oyeeds wor kdayd2 mmadteds. Thechoussane e n
7:10 am i 2:30 pm. The workday shall include a lunch and planning/preparation
time.

In case of serious emergencies, such as school-wide disruptions, which affect the
safety and welfare of the student body, employees may be required by the

Charger Pride is Rooted into Providing Excellence in Education
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principal to stay longer than the ordinary workday in order to assist in supervising
students. The principal or supervisory administrator shall make every effort to
resolve the emergency as quickly as possible. In no case shall teachers be
required to remain longer than one hour beyond the regular workday. The
workday shall include a maximum of five teaching periods for secondary school
teachers.

TARDY ARRIVAL

In case of late arrival or early departure from the work location, an employee
present more than one-fourth and less than three-fourths of the workday is
considered as having worked one-half day. An employee present at least three-
fourths of the workday is considered as having worked a full day, upon prior
notification and approval by the principal or assistant principal. The teacher
arriving late or depgrting early must arrange coverage.

CLASS COVERAGE

Class coverage can only be provided in cases of extreme emergencies since the
quality of the instructional program will diminish whenever the regular teacher is
not in attendance. Personal appointments are to be scheduled for times other than
those which will require the teacher to be away from his/her class.

Occasionally, teachers may be asked to cover a class for another teacher.
Teachers who know in advance that they will be in need of coverage are to see
their department chairperson as soon as possible to ensure that proper coverage
has been planned. Fill out the leave authorization card for approval and request
approval from administration only. Plans that require class coverage should not be
finalized until this permission is received.

SUBSTITUTE TEACHERS

Substitute teachers or guest teachers have the same authority as the regular

teacher. Teachers are to be sure that lesson plans, attendance sheets (cards),

seating charts and class lists are readily available for the substit ut e 6s use.
department chairperson will keep a list of the location of these items for each

teacher in their department. If the emergency plans are used (these are submitted

at the beginning of the school year and
teacher must prepare new emergency plans upon his/her return. If a teacher is

aware of a problem with a substitute, he/she is to notify both the department
chairperson and the Assistant Principal responsible for substitutes.
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PROFESSIONAL RESPONSIBILITES

EMPLOYEE-STUDENT RELATIONSHIPS

All School Board personnel are strictly prohibited from engaging in unacceptable
relationships and/or communications with students. This includes, but is not
limited to the following: dating; any form of sexual touching or behavior; indecent
or illegal proposals, gestures or comments; and/or demonstrating any other
behavior which gives an appearance of impropriety.

RESPONSIBILITIES AND DUTIES

School Board Rulé: 6Gx13-4A-1.21

|. Employee Conduct

All persons employed by The School Board of Miami-Dade
County, Florida are representatives of the Miami-Dade County
Public Schools. As such, they are expected to conduct
themselves, both in their employment and in the community, in
a manner that will reflect credit upon themselves and the
school system.

Unseemly conduct or the use of abusive and/or profane
language in the workplace is expressly prohibited.

Il. Records and Reports

All personnel shall maintain, prepare, and submit promptly all
reports that may be required by State Law, State Department
of Education Rules, School Board Rules, and administrative
directives.

Ill. Reporting Crime, Disruptive and Inappropriate Behavior, and Self-
Reporting of Arrest and Convictions/Dispositions.

It shall be the responsibility of the Superintendent of Schools
to develop, and distribute periodically, procedures relating to
the reporting of criminal acts, disruptive and/or inappropriate
behavior.

All employees are under an affirmative duty to report any
criminal act, and/or disruptive, and/or inappropriate behavior,
including but not limited to those delineated in School Board
Rules 6Gx13- 4-1.09, Employee-Student Relationships, and
6Gx13- 5D-1.07, Corporal Punishment--Prohibited, to the
administrator or designee to whom the employee is

Charger Pride is Rooted into Providing Excellence in Education
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responsible. The responsible administrator has the obligation
to conduct an immediate investigation of the allegation in a
manner consistent with procedures established by the
Superintendent of Schools.

Instructional employees who hold Department of Education
teacher certificates are required to self-report within 48 hours
to appropriate authorities any arrest and final dispositions of
such arrest other than minor traffic violations. (DUI is not
considered a minor traffic violation.)

IV. Failure to Report

All violations of law and incidents of disruptive and/or
inappropriate behavior are to be reported in accordance with
,administrative procedures established by the Superintendent
of Schools.

Personnel willfully failing to report such occurrences to the
responsible administrator and/or appropriate police agency will
be subject to disciplinary action.

V. Instructional Personnel

Members of the instructional staff, subject to the rules of the
State and District Rules, shall teach efficiently and faithfully,
using the books and materials required, following the
prescribed courses of study, and employing approved
methods of instruction as provided by law and by the rules of
the State Department of Education.

Members of the instructional staff shall keep abreast of
development in their subject area through attendance at
professional meetings, acquaintance with professional
publications, and participation in in-service activities.

VI. Non-Instructional Personnel

Members of the non-instructional staff shall maintain all
certifications, licenses and job requirements as a condition of
employment. Failure to do so shall warrant disciplinary action
up to and including dismissal from all employment.

Any loss of certification, license or other job requirement shall
immediately be reported by the non-instructional staff member
to his/her site supervisor. Failure to do so shall constitute a
violation of this rule.

Charger Pride is Rooted into Providing Excellence in Education
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DRUG-FREE WORKPLACE GENERAL POLICY STATEMENT
School Board Rule 6Gx13-4-1.05

The School Board of Miami-Dade County, Florida recognizes that substance abuse
in our nation and our community exacts staggering costs in both human and
economic terms. Substance abuse can be reasonably expected to produce
impaired job performance, lost productivity, absenteeism, accidents, wasted
materials, lowered morale, rising health care costs, and diminished interpersonal
relationship skills. Miami-Dade County Public Schools (M-DCPS) and its employee
unions share a commitment to solve this problem and to create and maintain a
drug-free work environment.

Miami-Dade County Public Schools is responsible for the instruction and well being
of the students entrusted to its care. A consistent message needs to be
communicated to Mjami-Dade County Public Schools students; the use of illegal
drugs, the abuse of alcohol, and the misuse of prescription drugs is unacceptable
and will not be tolerated.

Drug abuse by employees interferes with the educational and work process, and
compromises the safety and well being of staff and students. Employees are
expected to conduct themselves in a manner consistent with the following
provisions:

A. Employees on duty or on School Board property will not manufacture,
distribute, dispense, possess or use illegal drugs, nor will they be under the
influence of such drugs.

B. Employees on or off duty will not influence students to use illegal or
abuse legal drugs.

C. An employee convicted, adjudicated guilty, or who has entered a plea of
guilty for any criminal drug statute violation occurring in the workplace shall
notify Miami-Dade County Public Schools within 48 hours after final
judgment.

D. Employees on duty or on School Board property shall not be under the
influence of alcohol. Employees in safety sensitive positions, as defined in
the Drug-Free Workplace Technical Guide, which is incorporated by
reference into this rule, and made a part thereof, will be free of measurable
alcohol concentrations. Further, employees will not manufacture or use
alcoholic beverages while on School Board property or on duty.

E. Employees on duty will not use or take prescription drugs above the
level recommended by the prescribing physician, and will not use prescribed
drugs for purposes other than what the prescribed drugs were intended. In
addition, the employee will not distribute or dispense such drugs, except as
provided in School Board Rule 6Gx13-5D-1.021, School Health Services
Program.

Charger Pride is Rooted into Providing Excellence in Education
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TOBACCO-FREE WORK PLACE
School Board Rule: 6Gx13-4-1.06

Tobacco products pose a significant risk to the health of the user and can be
hazardous to nonsmokers in the work environment. Use of tobacco products is
prohibited on School Board owned/leased properties and vehicles. The use of
tobacco products is also prohibited where students are located or where there are
sensitive or hazardous materials. Visitors will be politely informed that Miami-Dade
County Public Schools is tobacco-free.

WEAPONS/STAFF PROHIBITION
School Board Rule: 6Gx13-4A-1.302

No empl oy,ee, except as |l egally authorized
responsibilities, shall bring upon any school property or have in his or her

possession, while on any school property any firearm, weapon, or destructive

device. Any employee in violation of this rule shall be subject to reprimand,

suspension, and/or dismissal.

VIOLENCE IN THE WORK PLACE

School Board Rule: 6Gx13-4-1.08

Miami-Dade County Public School employees have a right to work in a safe
environment. Violence or the threat of violence by or against students or

employees will not be tolerated. Violations of this policy may lead to disciplinary
action which may include dismissal, arrest, and/or prosecution.

Charger Pride is Rooted into Providing Excellence in Education
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EMPLOYEE INFORMATION

PERSONNEL FILES
School Board Rule 6Gx13-4-1.03

The personnel file of each employee shall be open to inspection subject to the
procedures manual entitled, Personnel Files Procedures, which is incorporated
by reference and is part of this Board Rule and is on file in the Board Office,
Citizen Information Center, and Office of the School Board Clerk.

Authorization for retention of records shall be in accordance with Florida Statutes
and the State Division of Archives, History and Records Management, and School
Board Rule 6Gx13- 3D-1.08

1

DISCRIMINATION/HARASSMENT: COMPLAINT PROCEDURES FOR
EMPLOYEES

School Board Rule: 6Gx13-4A-1.32

A School Board employee who has a reasonable and good-faith belief that he/she
has been the subject of discrimination or harassment because of his/her gender,
race, color, religion, ethnic or national origin, political beliefs marital status, age,
sexual orientation, social and family background, linguistic preference, pregnancy,
or disability, shall communicate in writing the allegation(s) to his/her principal or
supervising administrator. The principal or administrator will be responsible for
scheduling a meeting to discuss the complaint. In the event the complaint involves
the employee's principal or supervising administrator, the employee may go
directly to the next level of administration, such as an
Assistant/Associate/Region/Deputy Superintendent. If the employee does not feel
comfortable discussing his/her complaint at his/her work location, the employee
may file the complaint with the next administrative level.

If, in the opinion of the employee, the complaint is not resolved after discussion
with the principal or supervising administrator, or cannot be resolved at that level,
the employee may appeal at the next level of administration, i.e.,
Assistant/Associate/Region/Deputy Superintendent.

If the complaint is not satisfactorily resolved at the second level of administration,
as determined by the employee, he/she may file a complaint with the School
Board's Equal Educational and Employment Opportunity (EEEO) office. The
employee will be requested to provide, signed, specific information to the School
Board's EEEO office regarding the discriminatory or harassing action(s) or
inaction(s), the basis (e.g., age, race, disability, etc.) for the action(s) or inaction(s),
the alleged offender(s), witnesses, etc.

Charger Pride is Rooted into Providing Excellence in Education



Due to the sensitive nature of sexual harassment complaints, employees may file
such a complaint directly with the School Board's EEEO office.

Appeals:

If the employee does not agree with the final determination made by the School
Board's EEEO office, he/she may appeal the determination to the Superintendent's
designee to hear such appeals.

Special Provisions:

Failure on the part of the employee to initiate and/or follow-up on a complaint in a
timely manner may result in the complaint being considered abandoned. A
complaint must be filed within 300 days of the alleged discriminatory act(s).

Failure by a principal or appropriate administrator to respond to a complaint will
automatically allow the complainant to move the complaint to the next level of
administration.

In general, School Board employees are obligated to perform their duties, as
directed, while complaints are pending resolution.

Records of an ongoing investigation shall remain confidential and not subject to
disclosure pursuant to Chapter 119, Florida Statutes, until a final determination is
made on the case.

Suspensions, dismissals, and reductions in pay grade are not subject to
federal/state regulations in the absence of discrimination.

EMPLOYEE ASSISTANCE PROGRAM
School Board Rule: 6Gx13-4D-1.11

A wide range of problems not directly associated with an employee 6 s |j ob f u
can have an effect on an employeebs job
Assistance will be provided to such employees through the Employee Assistance
Program (EAP). The EAP is intended to help employees and their families who

are suffering from such persistent problems as may tend to jeopardize an

empl oyeebs health and continued empl oymen
individuals who develop such problems by providing for consultation, treatment,

and rehabilitation to prevent their condition from progressing to a degree which will

prevent them from working effectively.

n

T O

Appropriate measures will be taken to insure the confidentiality of records for any
person admitted to the program, according to established personnel file provisions,
state statutes, and federal regulations.

Further details (i.e. job security, employee rights) are furnished in School Board
rule 6Gx13-4 D-1.11 and the UTD Contract.

Charger Pride is Rooted into Providing Excellence in Education
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GRADING/EVALUATION POLICY

The School Board of Miami-Dade County, Florida has taken major steps to
establish standards for the school district for reporting student progress. Teachers
are expected to be familiar with the standards and use them in reporting progress.
GRADING STUDENT PERFORMANCE

The grading scale of Miami-Dade County Public Schools is as follows:

Academics:

A = 907 100% - Excellent achievement

B = 801 89% - Good achievement

C = '7071 79% - Satisfactory achievement

D = 6071 69% - Minimal acceptable level of achievement
F = 0071 59% - Unsatisfactory achievement

Effort: Based upon the degree to which a student works up to his/her ability.

Satisfactory progress. Working at ability level
Further progress necessary. Working below ability level.

1
2
3 Unsatisfactory progress. Insufficient effort being made.

Conduct: Based upon behavior under supervision of the teacher or other
official school personnel.

Excellent behavior

Consistently good behavior
Satisfactory behavior
Improvement in behavior needed
Unsatisfactory behavior overall

Mmoo w>
minnnun

ADO or AFO may also indicate that
absences or tardies affecting their conduct grade.

HOMEWORK POLICY

The School Board of Miami-Dade County recognizes regular, purposeful
homework as an essential component of the instructional process in the Miami-
Dade County Public Schools. Regular homework provides opportunities for
developmental practice; drill, applying skills already learned, developing
independent study skills, self-discipline, and enrichment activities. At the
secondary level, students in academic classes should receive a minimum of two
homework assignments each week in each class. Also, students are expected to
read for at least 30 minutes each day. These assignments should be reflected in
the studentds class grade.

Charger Pride is Rooted into Providing Excellence in Education



INTERIM / UNSATISFACTORY PROGRESS REPORTS

Parents/guardians of all students should be notified at any time during a grading
period when it is apparent that the student may fail the course or is doing
unsatisfactory work. If a formal failure notice in writing is not sent home by the end
the eighth week of any given grading period, it is assumed that the student is
passing the course. Itis understood that there are those rare cases when a
student stops work entirely or is excessively absent after the six-week deadline.
Parents/guardians should be informed immediately of the pending failure and the
notice should be recorded.

Progress reports are an integral part of the instructional program. The purpose of
issuing progress reports is to notify both students and parents regarding the
academic and behavioral performance of students. Various progress reports may
be issued during the grading period pursuant to School Board rule and UTD
contract. :
Additionally, teachers may be called upon to issue daily or weekly progress reports
in order to accurately assess the progress of students during the grading period.

NO FAILING GRADE CAN BE ISSUED UNLESS THERE IS A RECORD OF
NOTIFICATION.

STUDENT WORK FOLDERS / PORTFOLIOS

A folder must be kept for each student in all courses. Each folder should be
mar ked with the teachero6s name, the stude

The contents of the student folders should, in general, reflect the nature and quality
of teaching and planning. They should reveal student progress to the teacher, the
student and the parent.

A variety of work samples and assessment items are to be included in student
folders. So examples are as follows:

Classwork

Homework

Corrected work rewritten by students

Laboratory reports

Project documentation

Test, quizzes, and exams

Portfolios are a reflection of students?®o
selection of work contained within the portfolio should be a cooperative effort

between the teacher and the student. Portfolios may accompany the student from

one academic year to another.

E R
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TEACHER/PARENT COMMUNICATION

According to the Pupil Progression Plan and the UTD Contract, the teacher has the
responsibility to communicate nessinbchoblhe pa

As per the UTD contract, teacher parent conferences shall occur when students
begin to display a consistent pattern of disruption or when students are
demonstrating unacceptable academic achievement through failure to exert
sufficient effort.

In addition, the Board Rule on parent involvement encourages an ongoing effort
with home-school communication that is co-operative, mutually respectful,
linguistically accessible, and sensitive of both culture and exceptionality. This
dialogue should take advantage of all forms of communication.

1
TEXTBOOK MANAGEMENT

Textbooks and other instructional materials represent fundamental resources for
schools to enhance instruction, further the pursuit of knowledge, and provide
experiences of educational significance for class groups or individual students.
Teachers should adhere to the following procedures:

1. Students are to be issued textbooks in subject areas as appropriate
2. Textbooks should be numbered and the
teacher or the student

3. Atextbook issue form or log must be filled out for every student containing:
the name of the textbook, condition of book and name, ID # and signature of
student.

4. The forms/log should be kept in a file folder for reference by the teacher in

case a book is lost/damaged or a student withdraws from school.

All teachers are responsible for the control of textbooks.

Every effort should be made for students to pay for lost or damaged

textbooks. All money collected by a school is credited to its textbook

account for the following year.

(7]
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Please see your department chairperson for more information.
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ATTENDANCE POLICY

Regular school attendance is vital to success at North Miami Beach Senior High

School. The Dade County School Board has an established attendance policy
which states: AA student accumul ating te
annual course or five or more unexcused absences in a semester course anytime

during the school year is subject to the withholding of the final passing grades.o
Absences for each class are doubled due to block scheduling. Students whose

grades are withheld will receive NC (No Credit) on their report cards and
permanent records. A student may request a hearing before the Attendance

Review Committee to justify questionable absences. For more information or
detailed description, please refer to School Board Rule: 6Gx13-5A-1.04

At North Miami Beach Senior High School, if a student must be absent, he/she must
follow these procedures.

1. Parent/guardian MUST notify the school attendance office at 305-949-8381
on the day of the absence.

2. Upon return to school, obtain an admit from the attendance office and show
it to all teachers

3. Request makeup assignments for all excused absences.

4. Submit the work within the time frame specified by the individual teachers.

APPROVED REASONS FOR EXCUSED ABSENCE

(School Board Rule 6Gx13-5A-1.04)

Student illness

Death in the family

Observance of religious holiday

School-sponsored event or activity previously approved
Medical appointment (documentation required)

Court appearance (documentation required)

oOghrwNE

Any absence that does not fall into one of the above excused absence
categories is considered to be unexcused. Academic grades are affected by

studentsé6é attendance i nunsaidfactoly,each feacheb sence s
will record an F in their gradebook for that day and students will not be |
allowed to make up any missed work. Each unsatisfactory absence =

decreases a studentds grade point averagel

|
Af ter reaching t en ( 1 0)nota brsoourtc papers aee docl o
required to excuse any further absences. Students who accumulate six or
more unexcused absences will be referred to the Juvenile Justice System for
truancy.
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Tardy Policy

Tardy i when a student is not in his/her assigned classroom at the ringing of the
bell.

Students must be in their first block by 7:20 a.m. to be considered on time. Every
classroom teacher is responsible for his/her classroom. When students are tardy to
school/class between 7:20-8:20 a.m., the following steps are to be followed:

1% tardy Document tardy in gradebook, warn and receive student into class.
2" tardy Document tardy in grade book, warn, contact parent an advise that
the next tardy there will be a detention issued and receive student

into class.

3" tardy Send to CSI Document tardy in gradebook, warn, contact parent and
receive student into class.

4™ tardy Docurhent tardy in gradebook, refer to administration and counselor

on Student Case Management Referral Form for SCSI assignment or
work assignment.

5" tardy Document tardy in gradebook, parent contact, refer to administration
on Student Case Management Referral Form for outdoor suspension
pending parent conference. Students can not return to school without
parental conference.

I. After 8:20 a.m., all students who are tardy with or without parent are to report
to the Attendance Office, Room 117A.

[I. After the third tardy, parent must see an Administrator for conference if/when
tardies continue.

lll. For individual classes and/or teachers for Blocks 3, 4, 5 & 6 the tardy policy
will remain the same.

IV. Detentions not served: students will be placed on outdoor suspension
beginning the following day, and will remain on outdoor suspension until a
parent conference is completed with an administrator.

V. Lockouts and hallsweeps will be given periodically without warning. Teachers
will only keep doors locked during lockout periods.

VI.L.Continuous tardies/ behavior/defiance of
result in further suspension, work detail, or other alternatives, e.g.
recommendation for administrative assignment to opportunity school.
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EARLY DISMISSAL FROM SCHOOL

If a student must leave school during the day, he/she must report to his/her
scheduled class, obtain an official hall pass from the teacher, and go to the
attendance office to contact the parent.
emergency contact card may sign the student out of school. Students that are 18

years of age may sign themselves out of school with proper identification. Students

will receive a permit to leave school form. Upon return to school, the permit to

leave school form will serve as an admit and must be presented to those teachers
whose classes were missed. A studentos
affected if they are excessively excused early from school. Reasons for leaving
school early must match the same criteria for excused absences.

«

HALL PASSES / CI|.ASS DISMISSAL

1. PLEASE DO NOT LET STUDENTS OUT AT THE FIRST AND LAST 15
MINUTES OF CLASS. No student is allowed in the halls at any time during
the school day without a pass written in ink on the official school pass form

and signed by a teacher. The pass mus
date, time and destination. Passes should be limited to emergency
situations.

2. Do not send a student out of your classroom without an official hall

pass. If necessary, administration will send a student back to you for a

pass.

3. Students should be kept seated prior to the ringing of the bell for class
change. They should not be allowed to line up or crowd around the door.

. Students must be held to the bell schedule. NO STUDENT SHOULD BE
RELEASED PRIOR TO THE BELL. Remember, teachers, not the clock or
bell dismiss students.

5. In Physical Education, students are to remain in the locker room area until

the bell rings. They are not to be dismissed for any reason before the bell

rings.
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DISCIPLINE

CODE OF STUDENT CONDUCT
School Board Rule: 6Gx13-5D-1.08

The primary objective of the Miami-Dade County Public Schools is to develop each

studentodos potential for |l earning and to f
For this to be accomplished, the school environment must be free of disruptions
which interfere with teaching comdutt | ear nin

determines, to a great extent, the full development of his/her potential for learning
and the development of positive relationships.

The purpose of the Code of Student Conduct is to assist students, parents,
teachers, and schodél administrators in the consistent maintenance of an
environment which will enhance the achievement of this objective.

You are encouraged to read these booklets and develop a thorough understanding
of the details presented in these publications. The Code of Student Conduct can
be accessed at the following website: http://www.dadeschools.net/ehandbook

DISCIPLINE PROCEDURES

Learning requires on orderly environment where rules are maintained and rights
are respected. Teachers must assume the first line of discipline within their
classrooms. The student must always be aware that the teacher is the primary
source of discipline in all classroom situations. It is very difficult to deal with any
student if this role is lost by the teacher. To ensure effective instruction throughout
North Miami Beach Senior High School, the following strategies and procedures
must be adhered to for the benefit of all of our students.

1. Post is visible area:
1 Classroom rules and regulations (review with students)
1 Classroom grading and attendance procedures (review with
students)
2. Steps for managing student misbehavior
1 STEP 171 Warning
1 STEP 271 Teacher/student conference (documented)
1 STEP 371 Parent/teacher contact (documented)
A If contact is incorrect contact counselor for correct
information
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CONTINUED FAILURE BY STUDENT TO FOLLOW PROCEDURES:

STEP 47 Request for counseling (documented)
STEP 571 Request for parent/teacher/counselor conference
(documented)
A YOU CAN NOT EXCLUDE A STUDENT FROM YOUR
CLASS WITHOUT ADMINISTRAIVE APPROVAL

1
1

0
1 STEP 671 Referral to Administrator
o ADMINISTRATORS WILL NOT ACCEPT
REFERRALWITHOUT ABOVE DOCUMENTATION

Referrals submitted to an administrator without documentation of STEPS 2-5 will
result in the administrator returning the referral to the teacher.

1
The student behavior addressed in these procedures are as follows: gum
chewing/eating, failure to dress out, failure to complete assignments, dress code
violations, talking in class, inappropriate language, tardies/absences, general
di sruption, rude/ di srespectful, sl eeping

Student Case Management forms should be used for referring problems to the
counselor or assistant principal. The following steps should be followed:

1. The teacher must complete the referral form. The teacher must state the
problem completely and indicate the action that has been taken to resolve
the problem.

2. The referral form can then be sent to the counselor or assistant principal for
action.

3. The staff member to whom the referral is routed will send for the student at
the earliest possible moment. The staff member will then make an
investigation and take appropriate action.

4. Teachers need to accept the student into class unless instructed otherwise.
Do not send a student to the office just because a referral has been written.
The administrator will send for the student as soon as he/she is able to.

5. As soon as the referral is acted upon, the investigating person will note the
action taken on the referral form. The green copy of the referral form will be
returned to the teacher.

6. If an emergency situation arises the teacher should send a reliable student
to the main office to summon an administrator or a security monitor. The
teacher must complete a referral form describing in detail the incident and
submit it to the assistant principal as soon as possible.

CORPORAL PUNISHMENT

TEACHERS MAY NOT USE CORPORAL PUNISHMENT. Use of rulers, paddles,
or other instruments to administer corporal punishment is prohibited. Restraining
force may only be applied in order to prevent a student from injuring himself or
others. Force used beyond restraining force is not allowed.

Any violations of the above will be reported to the appropriate authorities.
Charger Pride is Rooted into Providing Excellence in Education
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DRESS CODE

STAFF

All persons employed by Miami-Dade County Public Schools are representatives
of the school system, are highly visible examples to their students and should
dress in a manner which sets a positive example and conveys to students that
education is a serious and professional endeavor.

STUDENTS

Students are expected to come to school with proper attention given to personal
cleanliness, grooming, and neatness of dress. Students whose personal attire or
grooming distracts the attention of other students or teachers from their school
work, shall be required to make necessary alterations to such attire or grooming
before entering the classroom or be sent home by the principal. Students who fail
to meet the minimum acceptable standards of cleanliness and neatness as
determined by the principal and as specified in this rule, shall be subject to
appropriate disciplinary measures including suspension.

The Dress Code for students at NMB is as follows:

North Miami Beach Senior High School is a mandatory uniform school. Any
student who is in violation of the school uniform policy must be escorted to the
appropriate Grade Level Staff Member for immediate disciplinary action.

SHOES:
Shoes must be worn at all times.
Thongs, shoes without heel supports and sandals without ankle straps are
not safe in school and are not allowed.

HATS, CAPS, HOODS, AND BANDANAS:
These items are not allowed to be worn in school
Teachers, security monitors and administrators can confiscate these items
at any time during the school day.
If confiscated, they will only be returned to parents who come to the school.

MISCELLANEOUS:
Hair curlers are not allowed to be worn in school.
Sunglasses are not to be worn inside the school building.
Articles of clothing or jewelry that may cause injury or to be used as a
weapon are not allowed.
Sleep wear of any kind is not be worn in school

Note: No radios, cassette players, CD players, beepers, cellular phones,
laser pointers or other electronic devices are permitted. Equipment
confiscated by a teacher, staff member or administrator will be released to
the parent or guardian only.

Violations of the dress code will result in disciplinary action.
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Note:
am. Students that arrive to Rm. 158 before 7:30 am to purchase an ID badge will
receive an excused tardy pass to class. Students that arrive to the Auditorium after
7:30 am, without a pass from their teacher, will be considered late. These students
will be allowed to purchase an ID badge, but will be given a lock out pass to return
to class. Students that arrive after 9:00 am or do not have the money to purchase
an ID badge will be assigned to SCSI for the day.

ID BADGES

All faculty, staff and students at North Miami Beach Senior High School are
required to wear ID badges at all times. The following rules apply:

Student ID badges MUST be displayed and worn correctly at ALL times
while on the NMB campus.

Students must only wear current ID badges.

ID badges must be worn from a lanyard hanging around the neck.

The ID badge and its lanyard must be visible, on the outside of the clothing.
Do NOT deface, change or alter the ID badge or lanyard

Do not give your ID badge to any other student for any reason.

The first ID badge and lanyard are issued free of charge. If either one is lost,

the student must pay for a replacement.
Replacement ID badges cost $3.00 in the front of the Auditorium.
Replacement lanyards cost $2.00 in the front of the Auditorium

10. Students may NOT attend class without a properly displayed ID badge.
11. Students that do not have an ID badge or lanyard must report to the front of

the Auditorium

12.NMB students will not be admitted to NMB activities without a NMB ID

badge.

13. Failure to wear your ID badge & lanyard will result in indoor suspension for

the day.

ID badges & lanyards will be sold in the Auditorium from 7:15 am to 9:00
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\ STUDENT SERVICES 2015-2016

Counselor Assignments

Last Name Counselor Room
Ms. Armand Chairperson A-C; M-ME; U-Z Room 169
Mr. Ben Ridore L-T Room 164
Ms. Andria Shore D i K; MI-MY Room 171

\

STUDENT SERVICES DEPARTMENT

The organization and administration of the Student Services personnel is to assist
all students in their quest to make self-directed, realistic and responsible decisions
affecting their lives.

Each counselor is responsible for a portion of the student body. Please see
Vanessa Armand for counselor assignments.

Counselors are available Monday i Friday from 7:10 am to 2:30 pm in the
guidance office. Parents are encouraged to call for an appointment to expedite
time. Walk-in parents will be accommodated if time is available.

Counselors will send for students using a Request for Student form.
The Guidance Staff will:

1 Work with scheduling, hold conferences with students, teachers and
parents, and transmit decisions and suggestions concerning individual
students to appropriate committees and/or personnel.

1 Monitor student progress and establish/implement procedures for students
on probation.

1 Implement the group counseling and special guidance efforts of the school.

It is recognized that counselors are members of the school-wide team and, as all
members of this team, will be called upon to provide assistance with activities that
are not related to their specific assignments as deemed necessary by the
administration.
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EDUCATIONAL MEDIA SERVICES

MEDIA CENTER

The Media Center is open Monday 1 Thursday from 7:00 am to 3:30 pm and on
Friday 7:00 am to 3:00 pm. Students may come before and after school without a
pass. During class time, students must have an official yellow hall pass. Only six
(6) students from any one class will be admitted at any one time, unless a teacher
is present. NO passes are accepted during the silent reading period.

The policy of the Miami-Dade County School Board does not allow students to
send or receive e-mail or go to chat rooms on the computers that they have
provided. Students may not eat or drink in the Media Center.

A schedul'e for the Media Centerés usage

office. Teachers should sign up in advance for class use. The requests should
include the purpose of the visit and materials needed. The media specialists will
introduce materials and teach part of the lesson if so desired. Books, magazines,

etc. can be placedonreserv e f or that ¢l assd use. Teac

students.

When special events take place the Media Center, scheduling will have to be
adjusted. Teachers will receive notice under these circumstances.

All students are issued a picture 1.D. with their student identification number. They

mu st show this in order to check out a

books that may be checked out for a two-week period. Reference books and

magazines may be checked ondotfthashoadayand ni gh

returned before 7:10 am on the next school day. There is a fine of 10 cents per
day for owerekwbe botoke and a fine of 75

6overnighto item that is retur nekmuistbe e.

cleared as soon as possible and prior to transfers, withdrawals, special events and
graduation.

There are six (6) laptop computers available for teacher checkout. An off-campus
usage form, available in the Media Center, must be completed and approved by an
administrator prior to the removal of any equipment from the premises.

A large selection of videos and a small collection of DVDs are available for teacher
use. They are obtained and checked out in the Media Center. A detailed list of
titles will be forthcoming.

The Media team welcomes suggestions for the purchase of print and non-print
materials

Charger Pride is Rooted into Providing Excellence in Education

D_I-I_I-I-I-_I-I_I-I-I-I-I-I-I-I



ACCEPTABLE USE POLICY FOR THE INTERNET
School Board Rule: 6Gx13-6A-1.112
Purpose of the rule

The purpose of this rule is to establish a policy for the acceptable use of the
Internet as a tool for learning in the School District of Miami-Dade County, Florida
(hereinafter referred to as District). In summary, the rule affirms that neither
employees nor students may use the Internet to do any action or receive and/or
communicate any language that the employee or student could not do in person.
Any act or word prohibited by federal, state, and/or local law or regulation,
including Miami-Dade County Public Schools (M-DCPS) Rules, and/or collective
bargaining agreement if done by a M-DCPS employee or student in person is
similarly forbidden by this rule to be done by any employee or student by or
through the Internet, Additionally, the rule reflects that there is no expectation of
privacy in the use of e-mail or Internet communications when such
communications occur over M-DCPS provided equipment by M-DCPS employees,
students, or others.

Purpose of access to the Internet
The purpose of providing students and employees access to the Internet is to
promote academic excellence in the District's educational objectives. This

computer technology provides resource sharing, innovation and communication
that will help launch today's schools into the information age.

|. Resources Available on the Internet

Students and employees of the District have access to the following
resources:

A. Electronic mail communication throughout the world;

B. Local, national and world-wide information and news;
C. Correspondence with scientists at research institutions;
D. Access to public domain software of all types;

E. Collaboration with peers on projects and problem solving
strategies;

F. Science Learning Network (SLN), Library of Congress,
Educational Resource and Information Center (ERIC), Smithsonian
Museums, and many university library catalogs.
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Il. Acceptable Use Policy

Utilization of the Internet by students and employees must be in
support of and consistent with the educational objectives of the
District. When utilizing the Internet all users must adhere to the
provisions of this rule and the standards of conduct established in the
M-DCPS Code of Student Conduct (both elementary and secondary),
Code of Conduct for Adult Students, the Code of Ethics of the
Education Profession in the State of Florida, and School Board Rule
6Gx13-4A-1.21, Responsibilities and Duties.

A. Transmission of any material in violation of local, state, and federal
law or regulation is prohibited. This includes, but is not limited to
copyright material, threatening or obscene material or material
protected by trade secret.

1
1. Obscene material is that material which:

a. The average person, applying contemporary
community standards, would find, taken as a whole,
appeals to the prurient interest;

b. Depicts or describes, in a patently offensive way,
sexual conduct as defined in Section 847.001 (11) F.S.
(1995); and

c. Taken as a whole, lacks serious literary, artistic,
political, or scientific value.

B. Procedures concerning the protest of instructional materials and
educational media as they are accessed through the Internet are
governed by School Board Rule 6Gx13-6A-1.26, Instructional
Materials and Resources.

C. School Board Rule 6Gx13-1C-1.06, Politics--Participation of Staff,
governs the use of the Internet for political activities.

D. Use of the Internet for product advertisement, commercial
activities, political campaigning or solicitation is prohibited.
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lll. Privilege

Accessing the Internet through District equipment is a privilege, not a
right, and inappropriate use, including violation of this rule may result
in cancellation of the privilege.

A. School, region, and District administrators are delegated the
authority to determine appropriate and acceptable use as provided
under this rule.

B. Any user account may be closed, suspended or revoked at any
time a school, region, or District administrator determines an account
user or holder has used the Internet in an inappropriate or
unacceptable manner in violation of this or any other applicable
District rule.

1
C. Inappropriate or unacceptable use is defined as use that violates
the District's purpose in providing students and employees access to
the Internet and use that violates the M-DCPS Code of Student
Conduct (both elementary and secondary), Code of Conduct for Adult
Students, the Code of Ethics of the Education Profession in the State
of Florida, and School Board Rule 6Gx13-4A-1.21 or any local, state,
or federal law or regulation.

D. Access to the Internet in school as a tool for learning will be
automatic. Parents will be advised in writing of their rights to indicate
that they do not want their child to access the Internet in school.

V. Monitoring

The District reserves the right to review any material on user
accounts for purposes of maintaining adequate fileserver space. In
reviewing and monitoring user accounts for the purpose of
determining adequate fileserver space, the District shall respect the
privacy rights of user accounts.
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V. Network Etiquette

All users are expected to abide by the generally accepted rules of
network etiquette. These rules include, but are not limited to the
following:

A. Be polite. Do not get abusive in your message to others.

B. Use appropriate language. Do not swear, use profanity, use
vulgarities or any other inappropriate language.

C. Do not engage in activities which are prohibited under local, state
or federal law.

D. Do not engage in activities which violate the M-DCPS Code of
Studept Conduct (both elementary and secondary), Code of Conduct
for Adult Students, the Code of Ethics of the Education Profession in
the State of Florida, and School Board Rule 6Gx13-4A-1.21.

E. Do not reveal your personal address and/or telephone number nor
that of other students and employees.

F. Note that electronic mail (e-mail) is not guaranteed to be private.
People who operate the system do have access to all mail.
Messages relating to or in support of illegal activities may be reported
to the authorities and may result in the loss of user privileges.

G. Do not use the network in such a way that would be disruptive to
others.

H. All communications and information accessible via the network
should be assumed to be private property.

I. Do not use the network to send or receive messages that
discriminate based on gender, race, color, religion, ethnic or national
origin, political beliefs, marital status, age, sexual orientation, social
and family background, linguistic preference, disability or that are
inflammatory.

VI. Services

Use of any information obtained via the Internet is at the user's own
risk. The District will not be responsible for any damages a user may
suffer. This includes loss of data resulting from delays, non-
deliveries, mis-deliveries, or service interruptions caused by
negligence, errors, or omissions.

The District denies responsibility for the accuracy or quality of
information obtained through its services. All users need to consider
the source of any information they obtain, and consider how valid that
information may be.
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VII. Security

Security on any computer network is a high priority, especially when
the system involves many users.

A. If a user can identify a security problem on the network, the user
must notify a system administrator. The user must not demonstrate
the problem to others.

B. Users must not use another individual's account without written
permission from that individual. Attempts to log into the system as
any other user will result in cancellation of user privileges. Attempts
to log in to the Internet as a system administrator may result in the
cancellation of user privileges.

C. Any user that has been determined by administrators to have
violated this rule may be denied future access to the Internet through
the District network.

D. A student or employee with a history of utilizing other computer
systems in an inappropriate or unacceptable manner may be denied
access to the Internet through the District network.

VIIl. Vandalism and Harassment

Vandalism and harassment when utilizing the Internet will result in
cancellation of user privileges. This includes, but is not limited to, the
uploading or creation of computer viruses and the attempt to destroy,
harm or modify data of another user.

IX. Procedures for Use

Student users must always get permission from their teachers or
facilitators before using the network or accessing any specific file or
application. Student users must also follow written and oral
classroom instructions.

A. All users have the same right to use the equipment. Therefore,
users shall not play games or use the computer resources for non-
academic activities when other users require the system for
academic purposes. In addition, users shall not waste nor take
supplies, such as paper, printer ribbons, and diskettes, that are
provided by the District.

B. Teachers are responsible for teaching proper techniques and
standards for participation, for guiding student access to appropriate
sections of the Internet, and for assuring that students understand
that if they misuse the network they will lose their privilege to access
the Internet from the classroom environment.
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X. Inappropriate Material

On a global network it is impossible to control effectively the content
of data and an industrious user may discover inappropriate material.
Inappropriate material is that material that is determined inconsistent
with the goals, objectives and policies of the educational mission of
the District.

Access and use of the Internet is for use as a regular instructional
activity. It is the user's responsibility not to initiate access to materials
that are inconsistent with the goals, objectives and policies of the
educational mission of the District.

XI. Disciplinary Actions for Improper Use

The agt of accessing the Internet through the District's network
signifies that the user will abide by the provisions of this rule.

Any user violating this rule, or applicable local, state, or federal law or
regulation is subject to loss of network access privileges and any
other disciplinary actions, as reflected in the M-DCPS Code of
Student Conduct (both elementary and secondary), Code of Conduct
for Adult Students, the Code of Ethics of the Education Profession in
the State of Florida, applicable collective bargaining agreements, and
School Board Rule 6Gx13-4A-1.21.
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EMERGENCY PROCEDURES

LOSS PREVENTION GUIDELINES

Store valuable property in secure areas

Maintain a current list of serial numbers, property control numbers,
description of valuable property.

Report all thefts and break-ins

Secure all doors upon leaving room

Report faulty door and window locks

Never loan school keys

Do not allow students the use of keys

Notify the alarm desk before entering school during off hours (995-1550)

= =4

=4 =4 =8 8 -8 -9

DISTURBANCE IN THE SCHOOL, ON THE CAMPUS, OR IN THE IMMEDIATE
VICINITY OF THE SCHOOL

During a disturbance, the responsibilities of all school personnel are to provide for
the personal safety of students and staff. The primary responsibility of the
administration is to isolate the problem area and defuse the situation as quickly as
possible.

The Principal or designee will assume complete authority; determine the extent
and/or seriousness of the situation; make all statements to TV, radio and/or the
press and have the responsibility of implementing the procedures outlined here.
Teachers

Although it is the ultimate responsibility of the principal and his staff to maintain a

safe teaching and learning environment, if an emergency occurs, all staff members
(instructional and non-instructional) could be expected to assume additional
responsibilities.
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If an emergency should arise, the emergency code will be on the PA system:

CODE RED

If this code is stated on the PA system, ALL TEACHERS are to adhere to the
following guidelines.

1. Close and lock doors and continue with the lesson.

2. Maintain calm and order within the classroom.

3. Do not permit students to leave during class time for any reason
whatsoever.

4. Ignore all bells. Do not dismiss students until you receive word from the

principal or another administrator.

Teachers who are planning should report to the main office for instructions.

If it becomes'necessary to evacuate the building, the fire alarm will be rung

manually.

o0

Assistant Principals
The administrator in charge of energy and safety will:

1. Alert personnel to assume their assigned positions.

2. Direct staff to escort all news/media personnel to the main office
(Community leaders and pressure groups should be referred to the Region
Il Office or, if they are insistent, should be referred to Mr. Raymond L.
Fontana, Principal).

3. Remain in the area of disturbance and keep contact with the principal or

designee.
4. Assist members of the security department.
5. Maintain an accurate record of events, a list of injured students, and names

of violators.

6. Coordinate assignments of teachers who are planning and assign support
personnel.

7. Supervise notification of injured stud

8. Alert classroom teachers of impending difficulty.
Custodians
The head custodian will direct custodians to do the following:

1. Lock all restrooms.

2. More throughout the building collecting and disposing of any instruments
that might be used as weapons (bottles, boards, pipes, tools, etc.)

3. Move into the cafeteria area to help the cafeteria personnel to secure the
cafeteria against outsiders.

4. When the emergency is over, begin clean up of the affected area.
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Cafeteria Staff

Close and lock doors to serving lines and secure cafeteria against outsiders. All
workers are to remain inside the cafeteria office until the emergency is over.

Security Monitors

The school resource officer will coordinate activities of all monitors upon receiving
instructions from the principal or designee. All monitors will remain at their post
unless an administrator instructs them otherwise.

All personnel are instructed not to make any outgoing calls in order to keep the
switchboard lines available for emergency calls.

FIRE DRILLS / EVACUATION PROCEDURES

It is important that each staff member follow the exact instructions for evacuating
the building. While it is desirable that the building be evacuated quickly, speed
should not become a consideration to the extent that injuries occur due to tripping,
shoving, etc. It is absolutely necessary that the established procedures be carried
out in an orderly fashion so that each person can perform his/her duties.

Evacuation routes are posted in each room of the building. All faculty and staff
members should be thoroughly familiar with the evacuation route(s) for the room(s)
they occupy and review primary and alternate routes with each class.

Fire Drills

During the school year, there will be at least one (1) fire drill per month. Drill #1 7
during the first week of the fall session, Drill #2 i during the second week of the fall
session; and Drills #3-10 between October 1 and the last day of school.

The alarm will be a continuous audible signal that will indicate the evacuation of
the school. Thepr i nci pal or designee -entnh. | gi ve th

When the fire alarm is activated, children should proceed to the area designated
for their classroom by means of the nearest exit. They should be instructed to
leave in a silent, orderly manner.
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Teacher responsibilities when the fire alarm sounds:

Signal the students to prepare to evacuate

Bring the class gradebook

Proceed to the room exit and initiate room evacuation. Do not waste time
closing windows, drawing shades, etc..

Check to see that everyone has departed the room

Close the classroom door. Do not lock it.

Follow the assigned evacuation route to the assembly area

Evacuate quickly, but do not permit running, shoving, tripping or excessive
talking

= =4 =4
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SUPPORT STAFF INFORMATION

CUSTODIAL STAFF

Custodians are directly responsible for helping to maintain a safe and clean
learning environment. Custodians perform all of the housekeeping tasks
associated will the operation of the school.

Members of the custodial staff perform assigned functions according to a
designated schedule. Custodians are part of the school staff and play an important
role in the educational process. By providing a building which is clean, bright, and
cheerful in appearance, students and staff members will work more effectively, and
the attitude of parents and community members toward the school will be
enhanced. .

Just as teachers need time to perform their teaching functions, the custodian
should similarly perform his/her function with a minimum of interruption. Staff
members should avoid making spontaneous requests for assistance from
custodians.

A request for custodial assistance form is available in the main office from the
designated assistant principal or in the forms section of this book. Teachers
having special custodial needs are encouraged to submit a completed form to the
designated assistant principal or place a copy of the request in his/her mailbox.

Custodians are not professional educators and should not be expected to perform
tasks outside their area of expertise. Custodians are not to discipline or supervise
students, or to perform other functions normally assigned to teachers or
administrators. Custodians are cautioned against the appearance of impropriety or
misconduct by avoiding situations in which they are alone with children.

ZONE MECHANIC

For all mechanical maintenance requests (i.e., lights, plugs, air conditioning,
plumbing, etc.), a zone mechanic form will be used. It is important that the
description of the problem is precise as possible to enhance a safe, clean, learning
environment through the efforts of our custodial and zone mechanic staff. These
requests should be submitted to the designated assistant principal.

FULL-TIME SECURITY PERSONNEL
North Miami Beach Senior High School employs a core of hall/security monitors
who are strategically stationed throughout the building to insure a safe learning

environment. Also, North Miami Beach has a uniformed School Resource Officer
assigned on a full-time basis.
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following is a description of the
To perform all activities required and
during school hours and on school property.
To report serious disturbances.
To correct minor altercations.
To generally insure that appropriate standards of conduct are followed.
To physically patrol the building and grounds and determine reason for
presence of outsiders.
Check appropriate restrooms.
To stop and question all students not in class.
To monitor parking |l ots and studentos
after school.
To be in the halls during the exchange of classes.

SCHOOL RESOURCE OFFICER

The Dade County Public Schools Division of School Police has provided North
Miami Beach Senior High School will a full-time School Resource Officer that is
located in the main office.
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SCHOOL PLANT

Keep a clean and orderly classroom. Each period students should enter a neat,
clean room free of litter and clutter, with desks free of graffiti, and seats free of
gum.

Classrooms must be locked when not in use. At the end of each day after all
students leave the room, the door should be checked to be sure it is locked and
the lights are to be turned off.

Lost keys should be reported promptly to the Principal. A lost key seriously
jeopardizes school security. Do not lend your keys to other staff members.
Students are never to be given your school keys for any reason. All duplicates are
to be made by the School Board Lock and Key Service. Do not duplicate any
school keys. All personnel must turn in all keys at the close of the school year.

Stand in your doorway before school, during the change of classes, and upon
dismissal to ensure that students behave properly in the halls and pass to classes
in an orderly manner.

Parking is provided in the faculty parking lot. Please do not leave your car
unattended in the roadway.

Furniture is not to be moved from one room to another without permission from an
administrator. If you need additional furniture for your classroom, notify your
department chairperson.

Miami-Dade County School equipment, such as power tools, audio-visual
equipment, or furniture of any kind, is not to be removed from the premises for any
form of personal use. However, school equipment may be checked out of the
building for professional use. Forms are available in the Media Center. After they
are completed, they are to be submitted to the principal for approval.

No equipment is to be removed from a room without first notifying the Audio Visual
Specialist of the removal in writing. Time and effort is being spent in making an
accurate inventory of each piece of equipment and its location. In order to
maintain an accountability of all equipment, it is absolutely necessary that the
master inventory sheet be changed each time a piece of equipment is moved to a
different room location. This applies to all equipment which is marked with a
Property Control number.

Vandalism or theft must be reported promptly to the appropriate Assistant
Principal. The School Board insurance policy requires that a loss be reported
within twenty-four (24) hours.

Food is to be consumed in the cafeteri
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FIELD TRIPS

Field trips for students are permitted if they have value in meeting educational
objectives, are directly related to the curriculum, or are necessary to the fulfillment
of obligations to the interscholastic athletic and activity programs.

In the planning of field trips, absences from school should be restricted to the least
number of school days possible. The principal must approve the educational
purpose and length of the field trip. Provisions for students to make up
assignments for classes missed due to participation in field trips must be in
accordance with procedures outlined in school board rules. A signed parental

permi ssion form must be on file at the

In the forms section of this handbook are documents related to field trips. Please
carefully review these documents to ensure total compliance with the rules,
regulations, and procedures related to in-county and out-of-county/state/country
field trips. Carefully review the list of approved out-of-county/state field trips.
Although these trips are pre-approved, your region office should be appraised of all
field trips.

If you need further information and/or a detailed description, please speak to Mrs.
Kiki Bertani, Activities Director.

NMB FIELD TRIP PROCEDURES

All field trips during the school day are to have a specific educational value related
to planned activities. Pleasure trips designated specifically as a reward for
students are to be planned after school hours and on weekends. All forms are to
be accrued from and checked by the Activities Director. The following procedures
are to be followed at North Miami Beach Senior High School:

In-County:

1. Fill out (type) entire Field Trip package including student name, ID number,
address and phone number. Bus verification is required for all charter and
private school busses. Call the phone number on the Field Trip Form and
they will provide verification. Obtain their name and record that name on
the form. Include itinerary or invitation justifying the educational purpose of
the trip.

2. Submit Field Trip Request form with roster to the Activities Office, at least
two weeks prior to the trip.

3. The form will then be submitted by the Activities Office to administration for
approval.

4. Upon approval, the original will be forwarded to the sponsor of the trip, and
a copy will be kept on file in the activities office.

5. On the day of the trip, forward a copy of the student roster to the attendance
office and the cafeteria; notify the switchboard of your trip.
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Out-of-County:

1. Fill out (type) entire Field Trip package including student name, ID number,
address and phone number. Bus verification is required for all charter and
private school busses. Call the phone number on the Field Trip Form and
they will provide verification. Obtain their name and record that name on
the form. Include itinerary or invitation justifying the educational purpose of
the trip.

2. Submit Field Trip Request form with roster to the Activities Office, at least
three weeks prior to the trip.

3. The form will then be submitted by the Activities Office to administration for
approval.

4. Upon school site approval, the original will be forwarded to the Region Il
Of fice for Region Superintendentos app

5. Once the regjon has approved the trip, the original or facsimile will be
forwarded to the trip sponsor, and a copy will be kept on file in the Activities
Office.

6. On the day of the trip, forward a copy of the student roster to the attendance
office and the cafeteria; notify the switchboard of your trip.

The use of vans to transport students is prohibited at all times

The use of private cars is discouraged and MUST NOT BE USED without the
principal 6s approval. 't is the sponsor 6

Please note: Board Approved Out-of-County field trips must go through the same
procedures as all other field trips.

All forms that are not handed in on a timely basis will be rejected.
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SCHOOL FINANCE

SECTION 5

Financial Affairs

INTERNAL FUND INFORMATION FOR ACTIVITIES DIRECTORS/CLUB
SPONSORS/TEACHERS

This section has been prepared to acquaint activities directors/club sponsors/teachers with the
policies and procedures for the handling of money prescribed in the Manual of Internal
Accounting.

[
This section has been prepared to acquaint activities directors/club sponsors/teachers with the
policies and procedures for the handling of money prescribed in the Manual of Internal Accounting.

Since the activity directors/club sponsors/teachers, the treasurer and the principal are responsible
for all club activities, purchases, sales, and functions must be approved in advance by the principal.
Allfinancial records are the property of the school, are subject to audit, and must be retained. The
treasurer will retain the records for audit.

Collecting Money

When collecting money for various activities, the teacher must issue an official receipt to the payee,
provided the amount collected is $10 or more. In the event that the amount is less than $10, a
Recap of Collections (recap) sheet, with the payee’s manual signature, amount being paid, and
teacher’s signature on the bottom line will suffice. Multiple payees’ signatures may go on this
sheet.

The employee who has been assigned the official receipt book by the treasureris the only person
who is authorized to issue and sign receipts in that book. Students cannot sign employee’s book
receipts, but they can sign receipts from Student/Volunteer receipt books. Receipts cannot be
corrected. If an erroris made on a receipt, all three copies must be left in the receipt book, voided,
and retained foraudit. A new receipt should then be issued. Official receipts should be used in the
following manner:

1. White copy to payee

2. Yellow copy attached to Recap of Collections sheet
3. Green copy remains in receipt book with computer receipt attached to the last receipt
issued

When accepting a personal check from a payee, the student's name and the account in which
monies are being deposited must be shown on the check. If a check is retumed for insufficient
funds and is not collected from the student, the depositing account must absorb the non-sufficient
funds check.
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Depositing Money with the School Treasurer

Any money collected by faculty or students must be turned in to the treasurer for deposit along with
a Recap of Collections (Form 1004) in duplicate. The Recap of Collections must indicate the
account name, receipt numbers, source of collections, and amount collected. In the case of sales,
the number of items, and their corresponding sales price should be indicated on the Recap of
Collections.

The teacher must sign the Recap of Collections. The receipt book must be brought along so that
the school treasurer can verify money with the receipts. The school treasurer will issue a computer
receipt for all money deposited and staple it to the last related receipt in the receipt book. The
second copy of the Recap of Collections will be returned to the teacher.

Money is to be receipted and deposited by the school treasurer on the same day as collected. If
money is collected from an after school program or any other source, after regular banking hours,
money must be safely secured in a vault until it can be processed on the next school day. The
activity director/club sponsor/teacher is responsible for all monies collected until collections are
remitted to the treasurer. All monies collected must be submitted to the school treasurer in the
same form as collgcted. An employee’s personal check may not be substituted for cash collected.

Purchasing Procedures

Purchase orders are recommended for all purchases. Itis up to the school principal’s discretion to
establish a threshold for purchase order requirements. If an approved purchase order is not filed
with the treasurer prior to the time of purchase, the payment will be the teacher's personal
responsibility.

Procedures for Purchases

1. Purchase orders must be completed and approved before any purchases are made
or ordered. Fill it out, sign it, obtain the required signatures, and turn it in to the
treasurer for approval and further processing. Allow at least 48 hours fora purchase
order to be processed.

2. Three price quotations must be obtained for all purchase orders between $3,000 and
$10,000. Formal bidding procedures must be followed for purchases of $10,000 or
more. Quotations may be obtained by telephone, but must include the date, name,
address, telephone number of the company, the contact person, price quoted, and
the signature of the teacher requesting the purchase. Copies of the three prices
quoted must be given to the treasurer with a purchase order.

3 If the purchase of small items is necessary, teachers can use his/her own money to
make payments and request a reimbursement, provided that the principal or
designee gave prior approval. Reimbursements can be limited to a specified
amount. A paid receipt signed by the teacher and attached to the check requisition
for reimbursement must document each purchase. If cash register receipts are used
in lieu of an itemized invoice, indicate what was purchased on the check requisition
and receipt. All reimbursement checks will be made payable to the teacher only.

4. Sales tax must be paid on all purchases that are made for resale. Schools have the
option of either paying the sales tax to the vendors or may pay the sales tax directly
to the Florida Department of Revenue. If paid to vendor, the sales tax must appear

Charger Pride is Rooted into Providing Excellence in Education



[

Charger Pride is Rooted into Providing Excellence in Education
hl-I-I-I-I-I-I-I-I-I-I-I-I-I-I-I-I-I-I-I-



