Section I Academic Achievement

Introduction
Welcome to William Penn High School, “Home of the Colonials.” We are a community of
approximately 2300 students and 200 professional and support staff working together to prepare
young people for the demands of the 21™ century, We adhere to the professional guidelines for
William Penn staff and Commitment to Professionalism described in the preceding pages.
William Penn is a four-year comprehensive high school, designed to prepare students for further
formal education or for the workplace with the understanding that lifelong leaming will be a
necessity for all. The school offers a highly trained, veteran staff; awarding-winning programs; a
wide range of extra-cwrricular activities; and the latest technology - all of which are essential to
our mission. Many graduates go on to and successfully complete programs at four-year colleges
and two-year trade or technical schools. Each year, seniors are awarded scholarships that total
over two million dollars. Students benefit from local colleges and businesses through many
partnerships such as, Commurities in Schools, Jobs for Delaware Graduaies and the Tech Prep
program. The staff and students of William Penn High School are proud of their strong tradition
of excellence in acadermnics and extra-curricular activities.

Mission

Our community has outlined its vision for all of the schools in the Colenial School Disiriet:
Students shall be empowered to meet the challenges of the 21% century. To accomplish this, we
must equip students with the skills to think for themselves, leam on their own, and appreciate the
contributions of others. They must have knowledge of the basics — language arts, math, social
studies, science, and the arts, so they can make inflormed decisions, be successful, and appreciate
our rich heritage.

School Action Plan
The School Action Plan represents a collaborative effort between teachers, administrators and
support slaff to provide the William Penn staff and community with a guide for improvement.
The William Penn High Scheol Action Plan for the 2009-2010 school year will be in a different
format then previous years. Due to William Penn’s status as a school under restructuring, a
camprehensive plan was developed improve student achievement across ali demographic groups.
This Restructuring Plan is in accordance with DOE for Option 4 of corrective action for schools
under improvement. Penn’s Restructuring Plan has been designed to expand en the efforts of the
eprdemic of learning, responsibility and respect that began in June 2005. It is the belief that the
tmplementation of the activities/strategies deseribed in the Restructuring Plan will improve our
student’s academic achievement as measured through the DSTP, Tt is the responsibility of all
staff members to support thesc activities as they represent the mstructional needs of all students.
Full implementation of the Restructuring Activities will occur through individual implementation
and reflection, department meetings, professional learning community meetings, professional
development activities, leadership team meetings and faculty forums. The District Academic
Achievement Council {DAAC) is our guide in the process of developing, implementing and,
assessing school action plans.

Handbook Overview
The William Penn Faculty Handbook was designed to provide staff with the information and
tools to make effective decisions. All staft, regardless of their years of teaching, should be
familiar with the contents of this document, as it will be referred to frequently as we continue the
gpidemic of learning and respect at William Penn.




Five-Year Plan for “A Visidn of Excellence”

‘Excellence’ is attained through a focus on the following four principtes:

Sharad Instructional Leadership
Positive School Climate
Effective Operational Culture
High Quality Teachers

These principles have no clear boundaries or sequence of implementation. They are meant to
establish a focal peint for developing a cuiture that sustains improvement over time.

1-Shared/Distrlbuted Instructional Leadership

Development of Personal & School Vision/District GoalfCommitment/Guidelines
Administration: SupportivefAccountability/Consistency/ Urgency/Share Data
Curricular Teams: Standards-based/Instruction/Common AssessmentData
Action Plan: DAAC{Schoal TeamfSnapshots/Data

2-Positive School Climate

Code of Conduct- Due Process/Consistency/Structure
Creative Discipline/altematives

Interventions: Behavioral/Academic
Personalization/Positive Student Recognition/|dentity
Character Education/Citizenship/Responsibility/Respect
Community Input

3 Effective Operatlonal Culture

Systems: Academic/Faciliies/Transportation/Nutrition/Support
Communication/Transparency. Cabinet/Administration/Dept Chairs/IBDMT
Course/Programs: Academic & 5t Core, CTE, Arts, AP and Honors

Twilight School: HWK Club, Credit Recovery, Academic Support, Lifelong Leaming

4-Hlgh Quallty Teachers

Hiring/Retention

Morale: Recognition/Capitalize on Strengths/Personal Vision
Professional Development/Foster Teacher Leadership

Key elements of the "Continuous Improvement” Process:
Rermember there no magic bullets
Sense of urgency
"Chuick Victory"

Projected Results
Collaboration/Collegiality/Shared Yision of Academic Achievement
Steady Gains in Test ScoresfMeet AYP targets
Consistent Namowing of Achievement Gaps
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PROFESSIONAL GUIDELINES FOR
WILLIAM PENN STAFF

Professionalism is of the utmost importance at William Penr High School. Professionalism includes
conduct, goals, and qualities that characterize our William Penn team. It ranges from interacting with

peers and parents, to being on time, and {o dressing appropriately. In short, it is our behavior that de-

termines and reflects our professionalism.

Professionalism is multifaceted. It includes the themes of consistency, expectations, positive cli-
mate, communication, and best practices.

< Consistency allows us to support each other and create a unified front so that all students and

staff are treated equally. Our team does this by enforcing rules and consequences in a consistent
manner, holding everyone to the same standards, and being proactive in our approach,

High expectations are what the Witliam Penn team prides itself in striving to achieve. By staying
current in cur respective subject areas through professional development and collaboration with
other staff, we will continue to stay jocused on our students’ needs and achievements.

A positive school climate is promoted at William Penn; it is one that is safe and effective for all
students. Being part of the William Penn team means proactively and positively representing our
school to our student body, parents and community at large. To further promote a positive climate
within our school, it is imperative that the staff be visible 5o that the students can see and feel our
presence in the hallways, at bus duty, during lunch duty, at extracurricular events, eic.

Communication is the key to cooperation, understanding, and team building. Let us be aware
and make others aware of ‘school happenings', Personal communication via phone, memofetier,
or e-mail helps strengthen our presence and keeps everyone informed. Interacting with students
and colleagues in a positive and respectful manner is essential.

Best teaching practices are a significant part of professionatism. Teachers should be prepared
for class, utilizing the students’ time appropriately. Substitute binders should be complete and
readily available for substitutes. Multiple teaching strategies and differentiated instruction should
be utilized to enhance student Jeaming.




COMMITMENT TO PROFESSIONALISM

As a teacher at William Penn High School, | am committed to the pur-
suit of professionaiism manifested in the roles of educating students
and of pursuing personal professional growth,

First, | am committed to making students my first priority and the cen-
ter of my focus. 1 pledge to raise the level of my professionalism by
making quality decisions and by modeling the highest standards of
behavior. The manifestation of this commitment will be reveaied not
only in overcoming challenges in the classroom, but in relationships
with administrators, colleagues, parents, and the community.

Second, I am committed to investing in my own personal professionai
growth. | confirm that the concept of lifelong leaming is pivotal to
success in the field of education. | commit to renewing daily my de-
sire to demonstrate dedication and perseverance in the face of suc-

cesses and failures.

In essence, in order for us to mold exemplary aduits, we must first be
exemplary teachers.
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William Penn High School Restructuring Plan

2008-2009

(roal Ohjective Strategy Staff Responsible
Staff will receive training on Professional Learning  Professional Development Bldg Adm (All), Schoals, Acad,
Communities {Christal & Jeft) Administration Student Services

Teacher!Suppaort staft
I.eamning Focosed

Professional time will be allocated and scheduled  Calendar of meetings Bldg Adm (P}
with specific lasks (del of interventions) and focus  Departments est. topics/imelines  Bldg Adm (AP/DP}
to support teacher collaboration in small lcaening  Published agendas/minntes Bldg Adm (AP), Dpt Chr, Acad
communities {Jefl} Display of product Bldg Adm (ALY, Dpt Chr

Create Professional Llective teachers will be reorganized Develop meeting schedule Bldp Adm {AF)

Learning Communities from individually functioning units into Personal Visien/Mission Bldg Adm (PY, Dist Ldrshp

to support student learning the 5™ core (essentially a 5% major department) Teacher T.eadership Development  Bldg Adm (AL, Dist Ldrshp
{Kevin}
Teachers will be physically clustered Eeview of teacher schedules Bldg Adm (All, Dpt chrs.
atound upper grade staff conters Team Development Bldy Adm (AP}, Dpt chrs, Acad
based on content arca‘grade level tanght Relacation of tcacher Bldg Adm (DF}, Operations
(Fim)
Class and planning fime will be established Master Schedule Development Bldg Adm [(All), Business- Tech

1o provids common teacher time and support
delivery of interventions {Sue}

Utilize Professional Learning Communities Above and Beyond Bldg Adm (All), Ldshp Tm, Acad
to engage staff in activities foensed on Casc studics Bldg Adm (All}, Ldshp Tm
siudent learning and maintaining a positive Druy Free Schools Progran Bldg Adm (AP), Ldshp tm, Acad
building climate {Stacie} Learning ocesed

DOE TOOLS

School Success Plan — - — - — — - Project Management

(Big Pictute: mission, vision, poals, objectives, strategy) (Nuts & Bolis: objective, stategy, deliverables, tasks)




Section 1I: Guidelines, Policies, and Procedures

ATTENDANCE

STAFF
If it is necessary to be absent from work for illness or other reasons, staff that requires substitates are to call Kelly Services
1-800-342-3767. Calls in the evening should be made prior to 9:00 p.m. Calls that must be made in the moming should be
made before 6:30 a.m. Teachers are required to have 3 days of emergency lesson plans on (ile in their statf centers by
September 1™, Emergency lesson plans should be replaced as they are used.

Absence Requests for Vacation, Personal & Professional Travel muost be submined through D3C Web Applications
www. dataservice.ary Absence for personal reasons must have prior approval of the Superintendent except for SMmETERTICY
situabions. Emergency situations that do not have prior approval of the Superintendent must have adminisiative approval
at the building level, either from the principal or the deputy principal. Regardless of reason, all absences requiring
substitutes are o be reported to Kelly Services.

Professional absences

Once a professional absence iz submitted and has been approved, the staff member must request a substimite from Keily

Services and email the confinnation number to Dusty Blakey at dblakevidicolonialk12.des in the Personnel Office.
Professional absences will be cancelled if a substitute was not reguested at least 5 days in agvance.

STUDENT
School attendance is a legal matter. It is mandated by statute and by rules and regulations of the State Board of Education.
The chiet School Officer of the local school district is responsible for enforcing the attendance laws of the State and is the
person who may excuse 2 child for necessary and legat absence, subject to the provision of the Delaware code.

Upon returming to school after an absence, a student must present a note stating the reason for the shsence. Staff should
encourage stdemts 1o use the William Penn Absence note fonnd in the student planoer.

Title 14 of the: Delaware Code authorizes the State Board of Education to establish regulations governing attendance, The
following excuses are recognized as valid for a legal absence:

Illness of child, attested, if necessary, by a physician's certificate.
Contagions disease within the home of a pupil.

Death in the immediate family ot of 2 elose friend.

Legal business.

Observance of & religions holiday.

Remedial health treatmenit,

Prearranged absence vo visit a college or oniversity.

Suspension.

Other citcurnstances deemed necessary by an administrator.

R

Excused absence for other reasons must have approval of the school administration and will be considered on the basis of
whether it is necessary and in the best interest of the child and parents. The administration reserves the right to ask for a
doctor’s note after numerous parent notes. Students who after sufficicnt warning fail to submit an acceptable note for
absences will be: considered truant and will face disciplinary action as dictated in the Student Code of Conduct. Students
wha arrive to school after 11:00 .m0 on a given day will be marked absent for the day.

Smudents returning to school after being abscnt because of a communicable or infections disease suck as measles, chicken
pox, infectious mononucleosis, cte., are 1o be sent Lo the school norse immediately after presenting their absentes noles to
the proper authority. A statement from the family doctor may be required.

The schoal, in adnuinistering the state palicy, defines the most commoaly used attendunce terms as follows:
Excused Absence:
A, Abscoce Motes,
An excused absence from scheel or class is an absence lor one of the listed reasons above and for which the
required parental note of explanation has been presented on the third day of the stadent’s return te school or class.
All absence notes must include parent'guardisn name, date(s) of absence and phone number where an adult can be
reached.
L. Make-up




Following such an absenice fhe student will be allowed to make-up 21l work missed, fo ke pests that were missed,
and to submit any assignments that became due during the gbsence. Following an “excused” absence from school
or class, the time allowance for taking tests or wrning in assignments shall be equal to the number of school days
ot numbet of class mectings missed due to the absence, A teacher may extend the time allowance for making up
work missed il the specific circumstances of the situation merit such action. The responsibility for initiating
make-up work and turning in assignments rests with the student.

Prearranged Absence: - o
A prearranged absence is 2 student’s absence from school for one or more days o visit 3 college andor university,

or for other approved educational activities by the principal. The absence should be prearranged by writing the school
prinicipal giving the full particulars of the absence. Approval for such absences should be sought, at least one (1) week
priot to the date on which the absence is to oceur. Upon the development of a plan by the student and teacher (or making
up the assignments to be missed, the principal way then define the absence as “excused.”

Linexcused Absence:
An unexcused abseace from school is an abscnce which (1) is for a reason not listed as “excosed”, or (2} about

which the parent or guardian has no knowledge, or (3} for which the parental pote of gxplanation was net provided on the
student's first, second, or third day of return to school following the absence. A stdent who has an unexcused absence
shall teceive a failing grade, i.e., “F", “0”, or “No Credit”, for all assignments missed or test given during the petiod of the
unexcused gbsence.

All unexcused absences will result in a failing grade for all missed tests and aszsignments. However, the student
should be given access to all material missed so a8 to keep pace with the class, Following an unexcused abscnge from
school o ¢lass, the time allowance for requesting the instructional materials or assignments from the tsacher shall be equal
to the number of schoel days or number of class meetings missed. A teacher may extend this time allowance if the specific
circcumstances of the situation merit such action.

A student enrolled tn grades 1 through 12 inclusive is considered truant if such & student has been absent from
school withont valid excuse, as defined in rules and Regulations of the State Board of Education, for morc than three {3)
days, or the equivalent thereof during a given school year. Any pupil 16 years of age or older who is busnt on more than
threc separate occasions during one scheol year may be expelled from school by the Board of Education,

In the case of an ghsence fiom school without parental permission or without parental knowledge, the following
procedure will be used:

I, The administrator/designes will contact the parents to make fhem aware of the unexcused palicy.
2. The student wiil be disciplined in accerdance with District/School policy.

ATTENDANCE PROCEDURES FOR STUDENTS

ADYISORY/FIRST PERIOD ATTENDANCE
From the beginning of school to mid-October, swdents will report to their adwvizery period for attendance and
announcenients.

Upon entering 1% period at 7:31 a.m., teachers will begin the instroctional day by éngaging students in an educational
activily and record attendance. Attendance will be taken and recorded on web attendance, Tt nmmst be completed priot to
T:52 aum,

At 8:00 a.m. a runner from each staff center will pick up the absence notes and early dismissal notes rom the 1% period
teachers assigned te (hat particular staff center, The runners will take the notes to their staff center secretary who
immediately enters the attendance information into the compuler system. Daily announcements, the Pledge of Allegriance,
and a moment of silence will take place at 7:36 a.m.

RECORDING CLASS ABSENCES
Teachers must record student attendance for every class period, distinguishing between absence from school and approved
school activities (fleld trps, student council, other school organization meetings, counseling sessions, and visits to the
nurse}. Teachers should contact parcnis when a stedent has been absent from class for two or mwre consecuiive

days.

On report cards and interims, teachers are o indicate total number of student absences from class including approved
school activities. However, absences for approved school activities DO NOT become part of the cumulative tota] ussd for
attendance policy purposes. Time spent in the n-School Suspension room DOES NOT COUNT as days missed from class
tor attendance policy purposes.



EARLY IMSMISSALS

Requests for early dismissal from scheoel are to be submitted to the 1™ peciod teacher by 7:35 am. the day of the request,
Ai such request must bear the signature of the parent or guardian and the tetephone number where parent of guardian may
b reached. An early dismissal must be approved by the appropriate staff center. A request is nol necessacily wranted, but
is dependent upon the nature of the reguest. Smdents must report to their staft center to sign out when they leave, Students
who submil early dismissal notes will receive a pass and may report to their staff centers as indicated on the pass. Onee the
pareatguardian signs the student out in the main office the stafl center will be contacted to send the student to the main
of e for the early dismissal,

Walk in early dismissals will be handled in the main office. Students should be advised that walk in early dismissals will
not be done between 1:50 and 2: 10,

NOTE: Stdents attending the sentor prom may request early dismissal on the day of the prom beginning no earlier than
11:01 a.m. for preparations,

At no time are students permitted o leave school without authorization.

LATENESS TO SCHOOL
Sturdents who arrive late to school should report to their prade level staff center. Chronic lateness to school will be handled
as a discipline issue,

AFFIRMATIVE ACTION COMMITMENT

Tnvolvement in schoo! activities is expected and sought from zll William Penn students, Representative balance of majority
and munority students is cncouraged in all student activites and school programs.  Cormpetitive selection criteria must
enslre nondiscriminatory consideration and selection based npon the quality of performance. T¢ representative balance is
not achieved, long-range goals must include promoting interest and assisting students in improving the quality of their
performance.

Forthermore, the Colonial School District does not discrininate in employment or sducational programs, services or
activities, based on raee, color, national origin, sex, age, or handicap in accordance with the Site and Federal laws.

AFTER SCHOOL COVERAGE

Tocsdays/Thursdays ave reserved for after school activities and programs such as extra help, club meetings, delention, ete.
Transportation (4:00pm activity bus}) is provided on theses days. Students are expected to be with an adult in 2 supervised
activity from 2:15 — 3:50. Following the disntissal announcerrent, the supervising adult will walk the students to the front
of the school to receive a pass to ride the bus. Students who drive are expected to leave the building following the activity.

ANNOUNCEMENTS

The public address system is to be used only by persons authorized by the administration, At approximately 7:36 a.m.,
announcements will be made over the public address system. Announccments will be confined to those events and
activities which are part of the William Penn program. When the announicements begin, it is required that al} students sit
quietly and pay attention. Teachers or students wishing smnouncements to he made must submiit a legible, written copy to
the Main Office by 7:00 a.m. Announccments pmst have prior administrative approval. The use of the public address
system during other class periods is discouraged except in cmergency cases. Hssential announcements may also be given

Just prior to dismissal,
CAFETERIA
STUPERYISION
Htaft must be especially alent 24 21l times whan on cafeteria duty. The foliowing puidelines will assist staff in anticipating
and preventing problems:
I GENERAL GUIDELINES:
. Beontime to your assigned ares
2. ‘Theroughly familiarize yourself with the physical layout of the area noting location of serving lines, cxit,
gIC.
3. Move throughout the cafeteria checking serving lines and locker arca. Problems are most fikely to
develop in (hese areas, Be visible at all times.
4. Keep doorways and halls open to passing students,
3. Be aware of the students assigned to eat in the area so that ¥iu can spot strangers and potentiaily
disruptive peogple,
6. Seck assistance from cashiers who may be able to identify unfamitiar students.
GUIDELINES FOR HANDLING A DISTURBANCE:




1. Be thoroughly familiar with the arcas of the cateteria and the arcas with the greatesl pivential for a
diswrbance 1o oecur.

2. Take immediate action to correct and‘or conrol the situation, Efforts should be made o restrict the
problem situation (o the immediate area.

3. Advise administrative staff of the preblem immediately.

4. Remember that safety of students and staff is a priority.

3. Maintmin composure and minimize confrontatiens,

Any disturbances should be reported to the administrator on duty.

LUNCH
STUDENTS MAY NOT LEAVE THE SCHOOL GROUUNDS FOR LUNCH. STUDENTS ARE NOT PERMITTED TG
TRAVEL IN THE HALLS DURING THEIR LUNCH WITHOUT A PASS,

A lunch peried for 21l students will be placed on their schedule. Please adhere strictly to this schedule. Do not zllow
students to go to lunch before the designated time, Students are not permitted to travel in the halis during their lunch pedod
without a pass. Study hall teachers may issue passes to the library or permit students to visit other teachers who have
previously issued the student a pass. Students may only attend one uach period and mnst report before the lare betl.
Advise students that lates to Tunch are treated as lates to class. If you detain 4 stedent during lunch, issue a pass for that
smdent to cnter the cafeteria.

Expectations for student behavior in the Cafeteria (1o be posted)

5" period teachers should review these expectations with thelr classes at the start of the school vear as welk as the
start of second semester, if necessary.

In order te maintain 2 safe and orderly environment in the cafeteria there will only be 8 chairs per long table and 5
chairs per round table,

Organize with your friends according to these numbers. No exceptions fo the number of stadents per table. 1f yoy
do net work something cut we will arganize tables for you.

Chairs may not be used at the end of long tables.
Chthrer cafeterio procedures:

*All students will remain seated untit the bell rings, after receiving lunch,

*Do not get up to discard trash. Staff will circulate trashcans around the cafeteria for your use. If yvou have mash

at your place when the bell rings you ave responsible for placing it in a trashcan.

*We ask that you push in your chairs when you are dismissed.

*If you mishehave during lunch period the emff on cafeteria duty reserves the right to change your seat.

CLASSROOM CARE
Students and staff are expected to help keep the building and equipment in the best of condition. Staff mwust not jadiay i1
students 1o mark up equipment, desks, wails, or other parts of the building. Thumbtacks and nails are not permitted in the
woodwork. Windews on classroam doors may not be covered, The windows must be kept clear for safety reasons by order
of the Fire Marshall.

Floors should be cleared of all litter before a class is dismissed. The chalkboard shml.ﬂd be cleaned at the end of each day.
Teachers” desks should be left in an orderly manner, All doots and windows are to be closed and tocked at the end of the
day. '

Consider the bulletin boards (hallwaysiclassrooms) “windows” to the oo, the teacher, the pupils, and the school. Visitors
take: note of the bulletin boards first. Sorne suggestions for cffective bulletin hoards include-

Change display frequently

Plan displays with the students

Note, subject, relevant Content Standards on hoard

Laminate important items

Have a good balance, do not cluter

Display topics: student work, current evenis, and relevant Plctures

B A e

CLASSROOM TEACHER RESPONSIBLILITIES

While the basic responsibility of the classroom teacher is esscntially instructienal, there are certain other supportive
responsibilities necessary to the success of the school progran. A teacher may aot accept any comnlitment, which wonld
take him‘her from any supervising or teaching assignment for any period of time without prior approval of the
administration. The role of the teaching staf? includes the following: '




®  Accepts and values all students.

*  Demonstrates high expectations for all students,

*=  Respects students as individuals with differing cxperiences, skills, talents, and interests.

*  Uses cultural diversity and individual student experiences to enrich instruction,

* Designs instructional activities that address the range of student leaming styles, multiple intelligences and
performance modes.

+  Makes appropriate provisions for individua! students whe have particular leaenimg differences or needs,

*  FEstablishes and mainizins a classroom environment with clear expectations and standards of behavior.

*  Urganizes, allocates, and manages time, materials, and physical space to support learning,

*  Esmblishes classroom practices that promote a safe enviconment,

+  Creates a leaming commumity in which students work independently and collaboratively.

*  Encourages students to assume RESPONSIBILITY for their own learning and behavier. In order to reinforce this
message with academic assignments all weachers are expected to utilize the Pink Slip Process {form is attached)
that requires students to reflect on why they choose to not complete s particular class work or homewark
assignment.

*  Llses both formal and informal assessment strategies to monitor and evaluate studeat understanding, progress, and
performanee.

& Aligns assesstnent with instraction.

*  Maintains accurate records and commumicates stadent Progress

*  Involves smdents in self-asscssment to help them become aware of their strengths and needs,

*=  Encourages students to establish personal goals for learning based on self-assessment and assessments results.

*  Moedifies instruction based om assessment results.

COMMONLY USED FORMS

All the forms listed in this section are available in public folders in outlook
To Acvess Public Folders
*  Open Microsoft Quilook
s 1f you den't have a list of folders down the left side of the page:
1. Golo View
2. Click oo tolders
= (Open;
1. Fublic folders
2. All Public Folders
3. Colonial Schooi District
All folders will then be available, The furms will be in one of two foldsrs:
I- The district’s folder titled: “Commonly Used Forms™ or  2- “William Penn Commonly Used Forms™

For the purpose of this listing forms available in the District folder will be identified with {D) and thosc available in the
William Penn folder will be identified with a (WP,

Academic dishonesty {WP) [BOAT Concemn (WP

Building 1Jse (WP) Moming announcement (WP}

Curticular Trip packet (WP) Notification of Change {WF)

DSC Report Request Form (WE) Parent Notification Release Waiver (WP}
Exra Curricular Trip Packet (WP Purchase Order Requisition { W)
Fundraiser (WF) Srdent Acceptable Tech Tse (WP
(tade Change Form (WE) Surplus equipment form (T3)
Llardware/software installation approval (D} Time Sheet {D)

Hardware/Software porchase approval () Tuitien Reimbursernent (D)

Internet Authorization (WP)
All Athletic fornis are available on the DIAA website: www doe.state. deus programs disa’

COPYRIGHT
According 1o School Board Policy, Scetion 000: Organization, Title: Copyright, Policy Number 008, “Io emplovee in the
district may infringe copyright law by illegal use or reproduction of print, audie, video matenals, or sollware, Cuestions shout
usage or reproduction should be directed to the Office of the Deputy Superintendent. Violations of this policy may result in
disciplinary action up to and including termination.




COURSE REQUIREMENTS

In accordance with district policy, each teacher is accountable for disteibuting to every assigmed smdent, o written description of
their geading system, academic expectations, and homewark policy. It is suggested that these course descriptions be distributgd
to the students on the first day of class, and to patents at the Fall Open House. At the start of each school yrar coursc
requirements must be submitted to the administration for file,

CRISIS RESPONSE

CRISIS RESPONSE PLAN
Crises are, by their very nature, unpredictable, They can affect individuals, small groups eor éntire school compmnities, They
catl occur during or outside the school day. Crisis respense may require 8 broad range of mterventions and services, These
standard opcrating procedures, are designed to provide a guideline to staff in times of crisis, they are not policy. They may not
provide all the answers in any given situation and are not a substitute for conmon sense and good judgment. Remermber to stay
calm and collected, follow all procedures when directed and be alert for communication updates.

Teachers should reier to the Crisis Response Standard Operating Procedures sheet posted in alf classrooms for details regarding
their responsibilities during a crisis,

FIRE DRILL GENERAL INSTRUCTIONS

1. Familiarize yourself with the fire alarm signal. It will be necessary for cach person to kmow the specific
mstructions, which apply (o all areas of the building,

4. The last person to leave any room will sec that the door is closed and that all windows are clesed,

3. Use both sides of the cotridors and stairways leaving the building, and ranintsin single lines at all times on the
side of the cormidor on which your room is located

4. Students will form in lines on the campus as per specific instructions or as directed to do so.

5. In order to prevent panic m case of fire, the striclest type of otder will be required for every fire drill CQuiet,
precize movement is necessary,

6.  Assume that there is a fire each time the alarm sounds and act quickly. Follow instraction for leaving quickly,
but DO NOT RUN!

7. When evacuating, teachers are required to take the class list so that attendance can he taken onee school is
evacuated,

3. Smudents and staff should be clear of the fire lanes around the perimeter of the building,

Evacuation Routes {1 Floor)

I. Rooms N104, N106, N108, N108, N110, 0111, N112 will use exit at north ead of first floor cordor 10 temmis
COUH areg.

2. Rooms NIOJ, N101, NI1)Z, N103, 103, N107 will use Stairway “F* just north of center entrance to fromt
walk. Proceed on walk to sidewalk north of driveway.

3. Rooms 100, 5102, 3104, 5106, 5107, 5109, S108, 3110, 8111, 5113, $112 will use stairway “D" to walk
along south drive,

4. PRooms 5105, 5103, S107 will use stairway “E" just south of center entrance io front walk, Proceed o walk
south of driveway,

3. Rooms C1OG, C110, will use exit at north end of corridor, which passes the rooms.

6. Auditoriurc Persons seated in the center section will use exits at the rear of the suditoriom and the main
entrance 0 froot using walks to north and south of driveways. Persons seated in the right seciion of the
auditoriom will use the front exit to north cornidor passing AFROTC and weight roomns, Persoms seated in the
left section of the auditorium will use the front cxit to south comidor pasging C101 and C102,

7. Unic I Cafeteria: Pexsons in the Cateteria [ will exit throuph main entrance using walks to north and south of
doveway,

8. Unit Il Cafeteria: Persons in Cafeteria II will exit through the doorway by the lobby.

9. Rooms E119, E11% EI21,E114, ,Ell6, E117, Ei 15, EXI3 will use cateteria cormidor exit to frant parking lot,

10. Reom ENG, E111, ENI2, will use stairway exit “C™ to Front parking lot.

11. Rooms E104, E105, EI06, E107, EI08, E109 will yse stairway exit “B” and procesd west on walks to drive
bordering soccer field.

12, Rooms W00, Wi02, w103, W04, W105, WI06, W107, W108 and W202 will use exit at extrenw: ond of
west corridor and proceed to drive bordering soccer field,

13. Rooms Ei01, E100, E102, E103, Wi09, W110, W1ll will use corndor to music area and proceed o drive
along football tield,



14. Rooms E124, E123 will use corrider te shop area and proceed to drive along foatball feld,
15. Gymnasium will exit to ¢corridors on each side of gym, NOT EXITS 10 COURT.
16. Tech Ed Classrooms will use exits to outside areas from cach area.

Evacuation routes (2™ Flaer)
Rooms N202, N204, N20§, N207, N208, N209, N210 will use stalrway """ o tennis court area.
2. Rooras N200, N201, N263, N203, C202 and those on north side of Library I will use stairway “F* Just north of
library to front and go 1o sidewalks north of driveway.
3 Rooms 8101, 5200, 8201, S203, 8204, 3203, 8206, 3207 and those students on the south side of Library [ wifl
use stairway “E" just south of library to fromt and go to walk south of driveway.

—_

4, Rooms 3208, 53209, 8210, 8211, 3212 will use staitway “I3" to walk along south driveway,

3. Rooms E216, E217 will also use stairway “D™ to front walk along south driveway

6. Rooms E208, E209, E210, E211, E212, E213, E2{4, E215 wil] use stairway “C" to front parking lor

7. Rooms E200, E201, E202, E203, E2(M, E205, E206, E207 and Library IT will use stairway “B™. turn right on
front walk and move to west drive along soccer field.

2. Rooms W200, W201, W202, w203, Wi, W25, W206 will use stairway “B" and move to drive along

soceer fleld.
9. Rooms W207, W208, W209, W210, W21t, W212, W213, W214 will use stairway “A™ and move to drive
along soccer field,

CUSTODIAL SERVICE

Teachers are to report the need for custodial serviee through the assistant principal oa 2 form supplied by the office or WP
Commonly Used Forms in public folders. In those cases where service has not been rendered within a reasonable time after the
recquest is made, a new request should be submitted to the depury principal.

DESK REFERENCE TQ STANDARDS AND GRADE LEVEL EXPECTATIONS

{(GLE’S) FOR CURRICULUM
PLANNING AND DEVELOPMENT (STANDARDS NOTERQO
Every teacher should have the appropriate cwiriculum pguide and siate content standards norebook, The Board-adopted

curriculum is aligned tw the state content standards. Students who receive instruction in these curricula are assured the
educationa] experiences that reach the high expectations of the state content standards,

These documents are available online at the Delaware Depariment of Education Homepage {»wy doestate.deys ). See your
department chairperson if you would like a hard copy of the standards notebook.

DISCIPLINE
STUDENT CONDUCT AND BEHAVIOR
The classroum teacher is primarily responsible for establishing an environment that is conducive to leaming. Student hehavior
managemént in the classroom is primarily the responsibility of the teacher. Each teacher should develop a brct set of well-
defined rules and consequences for the violation, These rules should be rosted and enforced consistently, Initial steps to correct
disruptive students include: reprimands, parent contacls by telephone or email, parent conferences, teacher detention, etc.
Referrals to the administration for unruly or disreptive behavigr of o non-creTgency tature mnst iclude prior teacher action
{with docomentation) including current parent vontacts, individual conferences, toam confercoces, referrals for counseling ete.

(alonial School District Code of Conduct is provided for each teacher and it the basis for onr disciplinary procedures. A student
shall be subject to suspension or expulsion for any conduct or behavior, which disrupts, hinders or fhreatens the proper and
orderly functioning of any school activity imchuding classroom, extra-caricular, and athletic activities. The determination of
whether the student’s conduct or behavior results in suspension or expuision shall depend upon the seriousness of the misconduct
or mishehavior as indicated by the evidence. Students should be familiar with all provisions of the Colonial District Student
Code of Conduct,

immediate referrals should be made for violent and‘or threatening behavior,

Communication o the laculty member regarding disposition thay be communicated via the reformral form, email. phone or
persongl contact,




DETENTIONS
Detentions are required time obligations to be served with the teacher assigning the detention on Tuesday #nd Thursday from
2:20t0 3:50 p.m. Transportation is provided on that day. Teachers must stay with students the entire time of the detention.

Either a teacher or an administrator can impose the penalty of detention. The student is required to serve ualess properly excused
i advance by the person who assigned the detention, Work oblication does not excuse a student from this respensibility.
Teachers must notify the smdent 2 days prior to the student serving the assigned detention. Parents must be notified at least 24
hours prior to detention.

If a student does not report to an assigned detention, and has not been excused from this obligation, the teacher should complete
2 behavioral referral and submit to student’s administrator,

IN-SCHOOL SUSPENSION PROGRAM
W illiam Penin High School has a program referred to as the In-School Alternative Program {commonly referred 1o a8 ISS), Itis
designed to be a positive alternative to out-of-school suspension.

An administretor makes assignment to the ISS Program. Students may be placed there, at the discretion of the administrator For
any offense that docs require-out-of-school suspension. Assignment to 158 may oceur after one of more offenses that singly or
in total constitute a suspendable offense as determined by the school administtation. Deterrmning factors in the decision will be
the nature, mumber, and seriousness of offenses commired.

Students arc respensible for contacting their teachers and obtaining assignments for the period of time they are in the 1SS
Program. Tcachers are responsible for giving assignments for stdents in 1SS when asked. Time spent in 188 will not count as
days missed from class for avtendance policy purpeses. Staff should not permit students to intermupt classes to complets IS5

paperwork.

DRESS CODE - Faculty

Members of the teaching profession have an obligation to set correct examples for students whose lives they very defmitely
influence. It is, therefore, expected that all teachers will report for duty dressed according to standards, which would be
acceptable in a professional atmosphere,

DROPPING A COURSE

Ne schedule changes will e permined (zfter the deadline) without the approval of an administralor, Courses may not he
dropped ot level changes made without teacher, counselor, administrator, and/or parental approval. Any courses dropped after
the end of the 1" marking period will result in a failing grade for that class. The deadline for second semester courses is the end
of the 4" marking peried.

Acceptable reasons include, but not imited to:

Weak basic skills which make it impossible for the student to pass.

Weak prerequisite skills (for courses with prerequisites.)

Venifted health, emotional, psychological problems.

Changes in schedules necessitated by priority course changes, e.g., necessary work-smdy, English level changes,
efc.

In addition to the above, it is possthle for administrators 1o drop a student with 2 failure for disciplinary reasons,

Fole b=

DRUG AND ALCOHOL FREE WORKPLACE

The Colonial School District prohibits the usc, sale, manufacture, distnbution or possession of alcoholic beverages and
conrolled iliegal substances in the workplace, This prohibition also extends to the performance of duties while under the
influence of &n alcoholic beverage or contrelled substance.

ELIGIBILITY REQUIREMENTS FOR ALL EXTRA-CURRICULAR ACTIVLTIES

la arder to be cligible for any cxira-curricular activity, students must meet the following requirements;




To be eligibe in September - Students must have passed (final grades) five (3) credits of work, two of which must come from
English, Math, Science and Social Smdies. To be efigible from the issuing of the first report card and each succeeding one--
Students must be passing five credits, applying the same standards as above. Seniors must be passing all courses needed for
graduation in addition to the above standards, In addition the COLONIAL SCHOOL DISTRICT Board of Education has
adopted GPA requirements for participation. The GEA requirements are:

O prade  1.85 10— 12" grade 2,00

EVENTS

ADMISSIOGN TO SCHOOL EVENTS
Facuity members are encowaged to attend student activities to give vistble support to the students’ commitment to the tatal
school program.  Combined facylty and student participation will promote pride among the total school population. Staff TD's
are typically used to gain admissions to school events,

A calendar of all William Penn athletic and nmsic/band events can be accessed at wwevicwmyschedule comdlagpublic,

ACTIVITIES/ASSEMBLIES/EVENTS
Any teacher wishing to schedule an assembly must obtain approval from the deputy principal and sign up on the school calendar
in the main office at least three weeks prior to the event. When an assenibly has been planned for a specific proup of students, a
list of those students must be distributed to ail staff members the week priot to the assembly. The list of students must he
approved by an administrater prior to the assembly.

The tacher coordinating the event will afso be respomsible for assigning specific classes to attend the assembly, A completed
list should be submitied to the main office and each staff center three days prior to the event. Teachers whose classes are
attending assemblies must accompany their classes o the auditorium and be responsible for monitoring their siudents’ behavior,

When plarning activities teachers are eocouraged to consuit Public Folders (Outlook) for the school calendar amndg
W . Viewmnyschedule. comlmpublicd for building availability,

CGandelines for planning assemblies/activities/events:

1. All student and class activitics net provided for in regular classes must be aranged in advance with the principal.

2. Generally, evening events will be scheduled on Friday nights or on Saturday nights.

3. A teacher must be present at all imes when students ate decorating or cleaning up any part of the school facilities for
dances, rehearsals or other school events.  Students are not permittzd in the building at any time without proper
supervision.

4. Any organization wishing to use the auditorinm or cafeteria after schaol houts for an event like 4 dunce, dinner or

program must tarn a request for use of the facility 1o the prncipal. The form is available in the public folders,

Students arv not permitied to order zay supplies for a function without the approval of the sponsor or the group.

6. Nails or thumbtacks are not to be put inte walls or woodwork. No tape may be used on the painted walls, All displays
trust be placed on bulletin boards provided for this purpose.

7. Afler g school function, a1l decorations must be removed and fhe part ¢f the building used must be left in good order.
The sponsoting organization is tesponsible for the complete cleanup including swecping, mopping if mecessary,
retuming furniture to its proper place, and piacing trash in the dumpster.

8. Smdents may not be cxcused from classes to assist in the preparation for social functions or other school events,

9. Students who are planning to participate in school funclions are expected to be in school during the session preceding
the function.

10. Scheol events are for William Penn students. 1. I, cards may be required for admission.

11. The Code of Cenduct is in cffect at both home and away events.

12 A smdent who was absemt from school or suspended {in or out) is not able to attend or participate at home or away
LVETITS.

1}, If there is a possibility of the press attending any special event please issue all students a photo release waiver statement
available in the Wiiliam Penn Commeonly Used Forms in outiook.

Lh

BUILDING USE
Staff wishing to utilize any area of the building during or after school hours must complete and submit & building use form




{available in WP commonly used forms) te the main office secretary well in advance of the intent date of use, Three months
ahead of time is typically an acceptable length of time to reserve building space that may be available. A calendar of scheduted
cvems s available at the William Penn Website: www M2l net’penn.

DANCES
Homecoming is the only dance held at William Penn High School. The Senior Prom is held at an off site location. For detajls
regarding the Senior Prom staff should contact the Senior Class Advisor. The puidelines below provide all staff with an overview
of the pracedures for organizing dances. :

Administrative approval (o conduct 3 dance is required before any staff menber should plan and orpanize a dance, A dance may
not be announced to students until it is approved. Afier a date bas been set for a dance, 2 request form must be filled out gnd
submnitied to the main office. This form is available in the public folders, Included on thiz form are the services needed,
commiittees required, and a space for names of chaperones. Chaperones are required at all dances. Student members of the
sponsoring organization should ask teachers personally to serve as chaperones. Tickets for school dances must be sold in
advance. No tickets will be seld at the door.

Police coverage is required for all dances and may be cbtained by contacting the Schoo! Resource Office. There js an heurly
charge tor police coverage. There is also & charge for custodial service when a dance is held on a Samrday night. Dianees are for
Wiiliam Penn students. AN guest passes require administrative appraval prier to purchasing a ticket for the dance. General
danices are for William Penn students ONLY.

Chaperanes are expected to circutate among the students and to enforce the following rules:

1. Identification is required. A teacher or administrator will assist with identification. Persons in attendance who
have not been given approval to attend will be removed - ne refund will be given,

2, No smoking is permitted inside the school bailding o on the grounds.

3. Llse ofaleohol or dugs is a violation of the disciplinary code and subject ta school penalty and arrest,
Students who are found in violation of this regulation will be referred irmmediately to the administrator in
attendance,

4. Smudents may not leave the school premises. Going to cars or leaving and returning, are NOT pertmitted
except by approval of the administrator.

GUEST SPEAKERS
Teachers or organizations that wish to have a gaest speaker must first obtain permission from the supervising comtent areq
administrator. The guest spezker’s topic muat be relevant to a class activity or project. Visitors to William Penn High School
st first repert ta the Main Office to obtain a visitor's pass.

TICKET SALES
Tickets are to be sold for all WPHS events occurring efter school hours. The following procedures are to be fallowed for ticket
sales a2t thesc events,
Only current WPHS students can purchase tickets for WPHS events
The class/club advisor/designee has the right to determine who can purchase z ticket
Tickets are sold on an individual basis, no “couples” tickets are sold
The classiclub advisor. activities coordinator, or their respective designers can sell tickety
Any staff member planning an event that involves ticket sales must submit a ticket sale propasal to the Deputy Principal
for approval prior to selling tickets.
Ticket sales for events will go on sale at least 30 days prior to the scheduled event
+  Tickets can be seld before, during, or after school hours
*  Tickets will be sold until the cvent is sald oul, or the administration decides to halt ticket sales

In the event of a sold out event, the class/club advisor can decide to create a wailing list 1o atterpt to accommodate all WPHS
students. Cnee all students who have signad the waiting list has purchased tickets, the vvent is considered sold out,



EXAMS (COMMON ASSESSMENTS)

Standards-based, cotnmon exams are given each semester to evaluate the student's understanding of course content and his/her
skill development. Because of the weight of the semester exam grade, statf members must provide every means to motivate
stiadent success om the exarns,

As carly as possible, every class should know the material to be covered on the exam as well as its format, [n additional,
students need an opportunity to review the content and concepts included in the exam with the tcacher. Review sheets with
sarmple exam questions will aid the students’ own study and review, Tips on how to study, as well as what to study, will hetp the
student prepare for the exam more ctficiently.

in faimess to the stedents, an exam should utilize nwitiple tcsting strategies to evaluate student performance accurately. A
varicty of testing formats gives the student several chances fo demenstrate his‘her knowledge. Teachers should carcfully plan
the number of exam questions o suit the time limit of the exam petiod, A copy of cach exam must be submitted to the
appropriate assistant principal two weeks prior to the exam session. The schonl calendar lists the examn dates, Special atlention
will be given to the approval of teacher created exams. Teachers/Depattments are responsible for creating common assessments
that are similat to the DSTP,

FIELD TRIPS

Field trips can offer excellent enhancement to a student’s educational experience. The deputy principal must clear all field wips
before plasming and scheduling can take place. Curriculum based trips and programs rmust also have approval of the departmenl
chairperson. Viable salutions to the following prohlems must be considered when platning:
L. Adequate staff netification — teachers must reccive alphabeticat lists of thosc attending a1 least one week prior.
2. Stdents who bave accomulated excessive abscnces or tardiness. Provide Justification for their attendance or have
clear plans if they are to be excluded.
3. Class coverage — teacher mmst arrange their own covergge but cannet use staff who normally are used in EMErgency
situations for coverage.
4. Cost per student.
Providing lists of student whom did not attend a trip/program.
6. Trips going out-of-state or overnight require approvai by the Dircctor of Schools and mey seed Board approval.
Such requests normally require eight weeks notice.
7. Consult the Medication Assistance Regulations {artached to the faculty handbook)
B.  Staff must adhere to field trip requests deadlines for alf in state trips.

FUNDRAISERS

Any stodent group or booster otganization wishing to conduct a fundraiser must complete a fundraiser requests form at least one
month prior to the start of the findraising activity. The fundraiscr request form is in Williar Penn Commaonly Used Forms in
the public folders. Fundraisers skonld not be conducted without approval from the admivistration. Fumdraiser should he
limited to 3 per group/organization per year.

Lh

GRADING

POLICY
Instructional staff will submit a copy of their grading policies to their staff center administratar by August 25", Each student is
to be given a written copy of the grading policy at the beginning of the course afier the staff center adminiszator has approved it.
Urades are not 1o be used as a punitive tool. It is suggested that students do not receive a grade average lower than 50
percent for any marking peried, Staff members should feel free to discuss the rationale for this with their staff center
administrator if they have queskions.

When Eschool grade reporting is closed, teachers may report grade chapges to the guidance office using the Grade Chanpe
Request form in the William Penn Commonty used forms in public folders. Crade changes that affect athletic and activity
eligibility can omly be made for two reasons;

1-Mathematical error on the part of the teacher or,

2-Make up work is completed duc to an excused absence,

RECORDKEEPING
Staff 15 required to utilize Eschool gradebook to record smdent academic progress. Student prades must be corrent and opdated at
least onee a week. Stall members must also post grades for parents through the Home Access Center. Printed copies of final




grade calculations are collected at the end of each school year so that adminisrators may clarify to students or parents the
accuracy of final grades,

GRADE CALCULATION

Tn arriving at a final grade for a marking period, the teacher should evaluate the student’s daily assignments, projects, test results,
and class participation. A student’s six-week evaluation should refleet many oppormnities for improvement; thercfore, the
evaluation of verious leamning activities should be clearly indicated in the teacher’s prade book. Teachers will have numerical
values in their record books for all letter grades issued and should be willing 1o telk with students about their erades when the
student has some questions concerning the justification of the grade. Any letter grade of a I or F on a report card must be
foilowed op with coraments listed or an interim report. Except tor AP and Honors classes, homework shonld not excead 15% of
the grading calculation.

The following grading system iz used throughout the Colonial School District:

A=93-100 D= 70-78
B=33-92 F-Below 70 - Failure
C=77-84 [ = Incomplete - Temmporary grade

Marking Peripd Breakdow
Semester Courses

1 MP 2" pp i pp Exam Final Grade
80 0 77 79 82-C
28% 28% 28% 16%
Full Year Courses
F'MP 2™ MP 3¢ MP Mid-Term 4™ MP 52 WP §° MP Final Exam Final Grade
5 20 77 79 26 80 77 79 82-C
14%  14% 14% 8 14%  14%  14% 825

All incomplete grades must be converted to final grades before the grade books are submitted at the end of the year.

GRADUATION REQUIREMENTS

Students in grade 12 {Class of 2010) must complete these courses in order to graduate:

Credits in English

Credits in Social Stdies-must include 1.5, History, Econemics, Geography and World History
Credits in Science — 1 must be Biology

Credits in Mathematics

Credit in Phy=ical Education

Credit in Health (9" Grade)

Credits it elective subjects

Credits in Carcer Pathways

o Lh

TOTAL 22 CREDITS FOR GRADUATION

CREDITS: The length of 2 course determines its credit toward gradustion. A student must earn a minimum of ninetecn
academic credits.

1 credit 1 year course

0.5 credit = half-year cours: {one semester)
LEXCEPTIONS 0.25 credit for Criver's Education

Staff should go to the William Penn Guidance Websile for graduation requirements for the Class of 2011, 2012, and 2013,

GRIEVANCE PROCEDURE

The grievance/dispute procedures are open to all staff members who have comcems relaked to the implementation of the
nepotiated employee contract or board policiesiproccdures. Grievance/dispute forms mmy be obtained from the Main Office or
from Association representatives. .




GUIDANCE OFFICE (C-100)

OVERVIEW
The primary objective of the guidance department is to assist each student to make the best possible schoot adjustment and 1o
realize histher highest possible scholastic achievernent. Guidance services suppletnent and complement classroom instruction it
fostering the all-around development of each individual student,

Teachers are requested to refer to the appropriate counselor any students who appear to have socizl, emotional, psychological, or
acadenic problems,

The guidance department is responsible for the scheduling and pemeral otientation of new smdents, a5 well as reviewing
placement of underachieving smdents. The puidance departtent will coordinate testing of studeats and manage studenms’
curmulative files.

GRADE SHEETS
Occasionally, the guidance department will assign students to complete grade sheets in hopes to monitor academic progress.
This is normally ar the request of the student’s parent or guardian or the child’s activity advisor, Please be sure to provide as
much infoemation as possible oa the grade sheet in order to communicate with the parent. For instance, if a student is in danger
of failing a class, please do not simply put a “P” for passing. It is extremely helpful to the guidance staff and the acrivity
advisers if teachers provide the student with a numerical average on the form,

HOMEBOUND
Homebound students arc approved by the district office for educational instruction af the student's home. Teachers will be
notified by the student’s counselor that they have a homebound student. The counselor will notmally request for school work o
be submitted by the student’s teacher and then administered by the homebound instructor, Typically this work is then graded by
the homebound instructor and a marking period or final grade is provided. Teachers shonld not enter a grade in E-School Plus
for 2 student on homebound, These grades will be inputted into the computer by the guidance counselor after they are received
and approved through the homebound department.

PARFNT/TEACHER CONFERENCES
Counselors are responsible for holding parent teacher conferences in order to address concerns involving a student and or parent.
These conferences are typically held afler school hours. Every effert should be made to attend parent conferences. Tt is
imperative that if a teacher is not able to attend, that they send an update to the counselor, prior to the meeting. The counseling
staff will do our best to notify the teachers in a timely manner of the mecting date and time,

STUDENT REQGUEST FOR WORK
When 2 student will be out of school for more than two days, their make-up work will be requested by the puidance department,
The turn around for submitting the work o C100 should not take tonger than 2 days trom the date of the request, The student
and or parent will pick up the work o be completed upon their return, When a student's work is not available for pick-up, i
nuikes everyone look bad. Please be sure that you make every attempt to send the work in a timely fashion.

HALL PASSES
It is the responsibility of all swaff to keep hall traffic to 4 minimum so fhat classroom instruction may contimie without noisy
distractions and'er interruptions. Therefore, no passes should he given except for emergencies (Le. restroom or murse). Tn order
1o siress the importance of LEARNING that oveurs in the classroom teachers are expected to stop any student they see in the
tallway and ask to see their pass.

Teachcrs are not permitted to write passes sending students to another teacher’s classroom without prior notice from the
receiving teacher. Stmdents should not be issucd passes to the gym locker room or cafeteria.

Teachers are to have students use passes located in the last few pages of the Student Handbook/Planner,
PASSES SHOULD NOT RE ISSUED DURING PERIQD 7 EXCEPT IN CASES OF EXTREME EMERGENCIES.




HARASSMENT

Employees of the Colonial School District have the right to work in a workplace that is free from harassment. Any incident of
harassment, whether sexual or otherwise, or committed by staff or student, should be reported (within 30 days of the incident) to
the offended individual's immediate supervisor. If the harasser is the offended individual's immediate supervisor, then the
complaint shounid be made (o the offending individual's immediate supervisar.

HOURS: STAFF
The school day for students begins at 7:20 a.m. and ends at 2:10 p.rv  Buses arrive before 7-20 a.m., therefore, teachers are
reqquired to be in their assigned places by 7:15 a.m. and remain in the building until 2:45 p.m., or unti! duties which o beyond
that time are discharged.

It is expected that the staff will make use of the opportunity presented on the Tuesday and Thursday schedule and remain until
3:50 p.m. on one day to assist students wha need help. Mondays will be rescrved for meetings, which normally will not run
heyond 3:30 pom

Students are not permitted to remain in the building after dismissal unless directly supervised by a specific teacher, and must
remain under the supervision of that teacher at all fimes.

INTEREST BASED DECISION MAKING TEAM (IBDMT)
In accordance with Article 3 of the Collaborative Agresment, IBDMT (also koown as liaison) strategies and processes are to be
utilized to make decisions and address problems at all levels of the district. To submit issues/concemns to the IBDMT, please
utilize the Concern Form found in “William Penn Commenly Used Forms™ ia outlook.

KELLY SUBSTITUTE TEACHER SERVICE
Teachers and paraprofessionals who are going to be sbsent should ose the website or phone number below to call conceming
your absence: www kellveducationalstaffing.com or 1-800-942-3767. Teachers ate strongly encouraged to activate their Keliy
Services account the first day of schogl.

All other staff members should call the district office at 302-323-2724 ext. 300 as well as the WPHS main office.
All staff members who are guing.tu-be cut ont a day that no substitute is needed should call the WPHS main office,

"Kelly Services Forms” are available in William Penn Commonly Used Forms in the Public Folders,

KEYS

School keys are to be closely guarded for the security of the school property. They are not to be issued to or teaned to
students at any time. The desk drawer is not safe place. Only authorized staff should have a master key.

LEAVING THE BUILDING: STAFF

Staff who leaves the building during their planning period or lunchtime must gsign out in their staff centers “sign out" book. At
the titne of sign ant, the staff member should indicate the destination and expected time of remrn,

LIBRARY/MEDIA CENTER
The Library is an integral part of the instructional program and, as such, maintaing a supportive role. Instructional materials of
all types - videos, transparencies, alides, reference works, etc., may bte checked out through the Lbrary staff. Staff members ate
held accountable for proper retarn of all materials.

Students utilize the library for supportive reading and research. Staff mermbers who wish to bring classes to the library for work
st sign up for use of the library with the libraian,

Students are permitted library privileges from study hall provided they conduct themselves respunsibly and orderly while within
the library and while traveling to and from the Kbrary. It is expected that the library atmesphere should be quiet, studious, and
orderly.

















































































































































































