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Introduction 
Mission Statements   
Philosophy Statement   
Purposes and Objectives  
Episcopal identity 
 Worship and Religious Studies 
  Student involvement in chapel 
  Eucharist  
 Welcome to families and staff of all faiths 
 Outreach 
 Participation of faculty, staff in chapel 
History of school 
Rector’s welcome; pastoral care  
Governance of the School 
 Board of trustees  
Accreditation 
Administrative Job Descriptions 
 Work week 
 Overtime 
 Breaks 
 Personnel records 
Teacher Job Description  
 Work week 
 Overtime 
 Breaks 
 Personnel records  
Adversarial Situation    
Supervision of Children   
 Playground    
 Early Release 
 Regular dismissal   
 Field Trips 
Observers and Classroom Visitors  
 Parents 
 Visiting acquaintances 
 Visiting children 
 Strangers on campus 
Professional Discretion and Conduct   
 Support of the school 
 Confidentiality 
 Safeguarding God’s Children 
 Conduct with children   
 Special considerations with EC  
 Experimentation   
 Personal discretion 

Personal conduct   
 Smoking and alcohol   
 Tutoring 
 Special needs students 
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 Harassment of adults; children    
 Profiting from the school 
 Reimbursement  
 Gifts to teachers 
 Use of technology; acceptable use policies   
Personal Effects 
 Dress 
 Purses, medication   
 Cell phones and pagers 
 Weapons 
 Additions to classroom   
 Appliances 
 Extension cords 
 Shared facility 
 Parking lot 
Communication with Parents 
 Quality  
 Nature of our communications 

 Weekly student folders              
  Interim Reports   
  Conferences   
  Referrals for learning and behavior problems 
  Referrals to specialists  
  Recommendations to medicate children 
 Difficulties with parents   
 Room parents and parent volunteers 
 Donations 
 Teacher Gifts    
 Cash Donations  
 Evaluation forms 

Recommendations to change Schools  
Communications with other staff members 

Curriculum of the school   
 Curriculum guide 
 Instructional emphasis at the school 
 Teaching special needs children  
 Early learning    
 Textbook and Literature Policies   
 Interdisciplinary unit teaching 
 Science 
 Library and computer lab  
 Classroom libraries   
 Teacher computer literacy 
 Video resources    
 Regulation of expression 
 Middle school advisory   
Grading     
 Calculation and recording of grades 
 Progress reports and report cards  
 Honor rolls    
 Conduct grades 
 Keeping parents informed 
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 Falling Grades 
 Final Failing Grades   
 Eligibility to Pass 
 Retention  
 Sports Eligibility 
Lesson Planning    
Homework    
Testing Policy    
Discipline and Rewards   
Daily Schedule     
Checking in each day   
Taking student attendance 
School and Classroom Maintenance  
 Common areas 
 Facilities Administrator and janitors 
 Lunch areas    
 Room management   
 Walls and windows 
 Bulletin boards                   
 Animals in the classrooms  
School Facilities 
 Copying 
 Telephones 
 Faxing 
 Reduce, reuse, recycle   
 Laminating 
Purchasing     
 Budgets 
 Ordering    
 New store accounts   
 Previewing 
 Scholastic Book Orders 
Arrival, Departure, Absences, Breaks  
 Arrival 
 Departure 
 Absence and substitutes  
 Personal leave days   
 Professional Development 
 Compassionate leave days 
 Family leave 
 Jury duty    
 Excessive absence 
 Excessive lateness 
 Breaks 
Lunch, Snack, Special Activities   
 Hot lunch 
 Lunchtime 
 Mid-day snacks 
 Parties 
Medicine Dispensing    
 Adult medicine    
Illness and Medical Conditions   
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Accidents in School 
 Supervision 
 Injury     
Safety      
 Open campus 
 Visitors 
 Fire Drills    
 Field trips    
 Weapons    
 Campus Search   
 Emergencies 
 Shelter in place  
School closure:  emergencies; inclement weather   
Staff Meetings and Professional Development 
 Staff Meetings 
 Professional conferences 
 Professional Memberships 
Compensation and Evaluation   
Additional Duties 
 Early Care 
 Car duty    
 Lunch duty  
 Dismissal duty    
 MS restriction supervision 
 Kitchen duty    
 Substitute duty 
 Attendance at school events 
 Attendance at evening events  
 After School 
After School Program and Activities; 
 Summer Program 
Annual Fund     
End of Year Closing    
Staff Benefits     
Termination     
Equal Opportunity/Affirmative Action Policy    
Additions and Modifications   
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