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August 9, 2006

WELCOME

 TO SCHOOL YEAR 06-07

WORKING TOGETHER

WE CAN HAVE GREAT SUCCESS!!

Dr. Leslie Standerfer, Principal – Ex 404


Jean Logsdon, Administrative Assistant/Principal – Ex 403

Karen Sanders, Assistant Principal/Discipline – Ex 402


Kathy DeSimone, Admin.Assist/Assist Principal - Ex 405


____________________________, Attendance – Ex 400

Derek Fahleson, Athletic Director – Ex 418


Karen Zahora, Students Activities Accounts – Ex 401

Paul Halpine, Guidance Counselor – Ex 417

Susan Karasek, Guidance Counselor – Ex 406

Julie Wright, Guidance Counselor – Ex 416

Leslie Doud, Registrar – Ex 414

                                                       School Psychologist – Ex   

Tom Samzone, District IEP Writer – Ex 523          

QUESTIONS??  NEED ASSISTANCE??  PLEASE ASK!!!

Thanks!

ABSENCE

· STAFF

 - LEAVING CAMPUS SIGN OUT-SIGN BACK IN – IN OFFICE

 - PRE-ARRANGED ABSENCE - FILL OUT EMPLOYEE ABSENCE 
              REPORT FOUND IN OFFICE WORKROOM DRAWER

 - CALL JEAN IF YOU ARE UNABLE TO COME IN TO WORK

      - FIRST AT HOME (Number removed for web version) BEFORE 6:00 AM AND 
      - SECOND CALL 623-327-2403 TO LEAVE MESSAGE IN OFFICE 
             AFTER 6:15 AM. (BE SURE TO COME TO OFFICE AND


FILL OUT ABSENCE REPORT UPON RETURNING TO       WORK)

· STUDENT

 - INPUT IN COMPUTER DAILY ATTENDANCE 

 - VERIFICATION SHEETS WILL BE PUT IN YOUR MAILBOXES ON             TUESDAY - PLEASE CHECK AND RETURN TO ATTENDANCE CLERK      BY THURSDAY.

TARDIES – MUST BE RECORDED

STUDENT MUST HAVE A PASS TO GET INTO YOUR CLASS

GREEN PASS – EXCUSED DO NOT RECORD

YELLOW TARDY PASS – RECORD TARDY

5 TARDIES EQUAL 1 DAY IN SCHOOL SUSPENSION (5PTS)

10 TARDIES EQUAL SATURDAY SCHOOL (10 PTS)

15 TARDIES EQUAL 3 DAYS OSS (15 PTS)

EACH ADDITIONAL 5 TARDIES EQUAL 5 DAYS OSS (15 PTS)

DO NOT ALLOW STUDENT IN YOUR CLASS WITHOUT A PASS – IF STUDENT ARRIVES LATE TO YOUR CLASS, SEND TO OFFICE FOR TARDY PASS – DO NOT MARK TARDY IN COMPUTER WITHOUT BEING GIVEN A TARDY PASS FROM YOUR STUDENT

ATTENDANCE CLERK IS (Still hiring.  To be announced.)-EX 400

_________???________@buhsd.org

· COACHES


- NEED TRANSPORTATION ROSTER

- NOTIFY YOLANDA (or new attendance clerk) AND TEACHERS BY EMAIL OF STUDENTS WHO      WILL BE ABSENT FROM THEIR CLASSES

- IF SOMEONE FAILS TO PARTICIPATE, PLEASE NOTIFY YOLANDA (or new attendance clerk) AND TEACHERS AGAIN BY EMAIL

ACCIDENT REPORTS

· ANY STUDENT INJURED ON CAMPUS OR AT A SCHOOL FUNCTION MUST HAVE AN ACCIDENT REPORT FILLED OUT AND TURNED INTO THE OFFICE BY THE PERSON IN CHARGE.

· ANY STAFF PERSON INJURED WHILE WORKING FOR THE DISTRICT MUST REPORT SUCH TO OFFICE AND FILL OUT AN ACCIDENT REPORT. (Teresa Orloff in Nurse’s Office handles all workman comp injury reports)

ACTIVITY/TRANSPORTATION REQUEST

· ALL ACTIVITY AND TRANSPORTATION REQUESTS MUST BE SUBMITTED TO AND APPROVED BY MR FAHLESON.

ANNOUNCEMENTS / BULLETIN

· TURN IN TO JEAN IN OFFICE - MUST BE APPROVED

CLUBS - 

CLUB NAME

NEED SPONSOR

ELECTION OF OFFICERS

CONSTITUTION

           
KEEP MINUTES

· TO SPEND CLUB MONEY MUST HAVE APPROVAL OF CLUB MEMBERS.

- FILL OUT PURCHASE ORDER

- PRINCIPAL MUST SIGN

- SPONSOR MUST SIGN

            
- STUDENT OFFICER MUST SIGN

           
- CLUB NAME AND STUDENT ACTIVITY ACCOUNT NUMBER MUST                    BE ON P.O. 

- SET UP AN ACCOUNT WITH KAREN ZAHORA IN OFFICE - EX. 401

- MINUTES TO BE ATTACHED TO PURCHASE ORDER EXPRESSING          THE APPROVAL OF THE CLUB TO SPEND MONIES

COMPUTER HELP

· SOFTWARE  - CALL NANCY EATON EXTENSION 717 

· HARDWARE - CALL DAN BARTELS EXTENSION 422 OR

                                CELL #(removed for web version)

DEPOSIT SLIPS

· ALL STUDENT ACTIVITY MONIES TO BE DEPOSITED IN OFFICE

                       - SEE KAREN ZAHORA – EX 401

DISCIPLINE

· STUDENT BEHAVIOR REFERRALS IN DRAWER IN OFFICE WORKROOM

· HANDLED BY MS. SANDERS  - EX 402

                                                      ADMIN. ASSISTANT – KATHY DESIMONE EX 405

EMERGENCY DATA SHEETS

· MUST HAVE ON FILE IN NURSE’S OFFICE

· NEED PROOF OF MEASLES/MUMPS/RUBELLA (MMR)

· IN CASE OF EMERGENCY CALL OFFICE FIRST

EX. 403 - JEAN, 405 - KATHY, 414 – LESLIE, 402 –MS SANDERS,

       404 – DR STANDERFER, 418 -  MR FAHLESEN

DIAL 9 THEN 911 

FIELD TRIPS

· NEED TO FILL OUT ACTIVITY/TRANSPORTATION REQUEST

· GET OK FROM STUDENT COUNCIL

· GET OK FROM AP/FACILITIES DIRECTOR, DEREK FAHLESON

· STUDENT PARENTAL PERMISSION SLIP MUST BE COMPLETED

· FILL OUT TRANSPORTATION ROSTER - GIVE TO OFFICE

     -    NOTIFY TEACHERS/OFFICE OF STUDENTS PARTICIPATING

· NOTIFY TEACHERS/OFFICE OF STUDENTS WHO FAILED TO PARTICIPATE

· (Notification can be done through email – address to email everyone removed for web version.)

FORMS

· FILED ALPHABETICALLY IN OFFICE WORKROOM  IN FILE SLOTS FOUND ON THE WEST COUNTER

GRADE BOOKS

· TEMPORARY ROSTER

· PERMANENT ROSTER FOLLOWS 2 WEEKS LATER

GUIDANCE COUNSELLORS

· PAUL HALPINE  - EX 417

· SUSAN KARASEK  - EX 406

· JULIE WRIGHT – EX 416

HANDBOOKS 

· DISTRICT

· EMPLOYEE HANDBOOK GIVEN TO YOU ONE TIME WITH

      UP-DATES TO FOLLOW

HEALTH SCREENING

· ALL FRESHMEN, ESL, RESOURCE AND STUDENTS NEW TO THE DISTRICT WILL BE SCREENED OUT OF FRESHMEN ENGLISH CLASSES - TEACHERS WILL BE CONSULTED REGARDING DAYS AND TIME.

HOMEWORK 

· REQUESTS WILL BE MADE FROM OFFICE

· NEED TO RESPOND TO REQUEST ON THE SAME DAY BEFORE 5TH PERIOD SO THAT ARRANGEMENTS CAN BE MADE TO SEND WORK HOME WITH ANOTHER STUDENT

-    YOUR EMAIL ADDRESS AND CLASSROOM PHONE NUMBER IS          GIVEN TO PARENTS IN ORDER THAT THEY MAY                                 COMMUNICATE WITH YOU REGARDING HOMEWORK / THEIR          STUDENT

INSURANCE QUESTIONS

· STAFF - CALL CARMEN IN DISTRICT BUSINESS OFFICE - EX. 746

· STUDENT - SEE KAREN ZAHORA IN OFFICE - EX. 401

LESSON PLAN BOOKS

· LESSON PLANS MUST BE KEPT CURRENT (A SUBSTITUTE BINDER WILL BE GIVEN TO YOU FOR YOUR SUBS USE IN YOUR ABSENCE)

MAIL

· OUTGOING  

- U.S. MAIL DROP BOX ON LEDGE IN OFFICE

 POSTAGE AVAILABLE FOR APPROVED SCHOOL MAILINGS

- DISTRICT MAIL – BLACK TRAY ON LEDGE OF JEAN’S DESK

- TEACHER MAILBOXES IN TEACHER’S LOUNGE IN THE MEDIA                        CENTER

MAINTENANCE REQUESTS

· FILL OUT PROPER FORM ONLINE

         - Go to http:www.myschoolbuilding.com/myschoolbuilding/myorganization.asp

   (Password removed for web version)

NOTARIES 

· LESLIE DOUD AND KAREN ZAHORA  IN OFFICE

NURSE

· TERESA ORLOFF EMT IN NURSE’S OFFICE 

(SEE SUGGESTIONS FOR REFERRAL)

IF DAILY MEDS REQUIRED, TEACHER WILL BE NOTIFIED

· DISTRICT NURSE, MARGE NELSON, IS ON CAMPUS ALL DAY TUESDAY AND THURSDAY – AND ALSO ON WEDNESDAY MORNINGS EACH WEEK

·  PLEASE NOTE - STUDENTS ARE TO BE SENT TO THE NURSE THE LAST 15 MINUTES OF 1ST, 2ND, AND 4TH PERIODS AND THE 1ST 15 MINUTES OF 5TH PERIOD ONLY - UNLESS IT IS AN EMERGENCY

PASSES

· OBTAIN PASSES FROM OFFICE

       – DO NOT SEND STUDENTS FOR ADDITIONAL PASSES

PAY DAYS

· EVERY OTHER THURSDAY BEGINNING JULY 20TH

PAYROLL QUESTIONS

· CALL CARMEN BUSINESS OFFICE - EX. 746

PHONES 

· CLASS TIME - FORWARD TO VOICE MAIL

· STUDENTS CALLED TO OFFICE VIA CALL PASS  OR 

      INTERCOM WHEN NEEDED

· NOT WORKING OR NEED ASSISTANCE CONTACT JEAN EX. 403

· SCHOOL RELATED LONG DISTANCE CALLS CAN BE MADE IN THE

 
       
OFFICE

· EXTENSION NUMBERS CAN BE DIALED BETWEEN EFHS AND BUHS

· PHONE IN OFFICE CAN BE USED BY STUDENTS BEFORE/AFTER SCHOOL OR LUNCH TIME

· STUDENTS NOT TO USE CLASSROOM PHONES FOR PERSONAL USE

PHONE TREE

· FOR EMERGENCY NOTIFICATION

PSYCHOLOGIST

· DISTRICT SCHOOL PSYCHOLOGIST –   EX. (Still hiring – to be announced.)

PURCHASE ORDERS – DISTRICT AND STUDENT ACTIVITY

· NEED PRINCIPAL'S APPROVAL

· FILL OUT COMPLETELY AND CLEARLY

            
- BE SURE YOU HAVE QUANTITY - UNIT PRICE - TOTAL PRICE

                       - CALL COMPANY TO VERIFY SHIPPING COSTS

- ON STUDENT ACTIVITY/AUXILIARY PO’S PUT CLUB NAME AND      ACCT #

- TURN INTO OFFICE

- WHEN ORDER IS RECEIVED AND ALL ITEMS ACCOUNTED FOR

  INVOICE STAMPED OK TO PAY MUST BE SIGNED AND DATED

  AND RETURNED TO OFFICE

- QUESTIONS ABOUT DISTRICT  PURCHASE ORDERS

  CALL SUE CURRY BUSINESS OFFICE - EX. 704

                       -QUESTIONS ABOUT STUDENT/AUXILIARY PURCHASE ORDERS

                                     CALL SUSAN ADAMS BUSINESS OFFICE – EX 723

PLEASE DO NOT EXPECT REIMBURSEMENT FOR ITEMS ORDERED WITHOUT PRIOR APPROVAL - PURCHASE ORDER

REFERRALS 

· BEHAVORIAL FORMS FOR STUDENTS IN DRAWER IN OFFICE WORKROOM - FILL OUT FORM - TURN INTO KATHY DESIMONE 

SECURITY

· CALL OFFICE

EX. 403-JEAN, 405-KATHY, 414-LESLIE, 401-KAREN ZAHORA,  LAURIE EX. 407, 402-MS SANDERS, 404-DR. STANDERFER, 418-MR FAHLESON

SPECIAL PROGRAMS DIRECTOR

· EMILIE NEWMAN - 386-9709 BUHS

 ADMIN. ASSIST.  BRENDA  EX. 708

STAFF DIRECTORY

· THIS CONTAINS CONFIDENTIAL INFORMATION PLEASE DO NOT           LEAVE WHERE STUDENTS MAY LOOK AT IT.

SUBSTITUTES

· FROM TIME TO TIME YOU WILL BE CALLED UPON TO SUB DURING YOUR PREP PERIOD - JEAN WILL CONTACT YOU - YOU WILL BE GIVEN A PINK SLIP FOR YOUR RECORD AND JEAN WILL RECORD TIME ON A TIME SHEET AND TURN IN TO BUSINESS OFFICE 

SUPPLIES

· YOUR DEPARTMENT CHAIR WILL BE GIVING YOU YOUR TEACHING SUPPLIES 

· IF YOU HAVE OTHER NEEDS, SEE JEAN.

TIME SHEETS

· JEAN WILL KEEP A TIME SHEET FOR THE TIMES YOU SUB FOR ANOTHER TEACHER - YOU MUST SIGN  AND PUT YOUR SOCIAL SECURITY NUMBER ON IT - SHE WILL TURN IT INTO DISTRICT OFFICE ONCE A MONTH.

VIDEO PERMISSION SLIP

· PERMISSION SLIP MUST BE SIGNED BY A PARENT IN ORDER FOR A STUDENT TO VIEW A VIDEO WITHIN YOUR CLASSROOM.

WEEKLY PROGRESS REPORT

· PARENTS MAY REQUEST THIS FORM TO BE COMPLETED BY THEIR STUDENT’S TEACHERS.

XEROX MACHINES

· 0FFICE WORKROOM 

- YOU WILL NEED A USER NUMBER - SEE JEAN

· TEACHER WORKROOM IN MEDIA CENTER

                - SEE DIANE MOLITOR  EX 627  

                                   - YOUR USER NUMBER WILL BE THE SAME FOR BOTH                                                      


  COPIERS

