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CRESTVIEW MIDDLE SCHOOL’S MISSION STATEMENT  
Crestview Middle School is dedicated to educating and motivating all students to become 

life-long learners and responsible citizens.  

 
Vision of Crestview Middle School  
 Pursue continuous academic excellence through state testing as well as the success of 

our students beyond Crestview Middle School.  

 Provide all students with the skills to become healthy, well-rounded learners.  

 Promote a safe, caring, and positive learning environment that includes administration, 

staff, students, and community members.  

 Create an atmosphere that provides positive reinforcement for student successes and 

promotes the development of positive self-worth.  

 Empower all students to reach their full potential.  

 Establish an appreciation for the fine arts.  

 Instruct students on the safe and responsible use of technology.  

 

“Every child deserves a champion – an adult who will never give up on them, who 

understands the power of connection and insists that they become the best that they can 

possibly be.” - Rita Pierson  

 

CRESTVIEW MIDDLE SCHOOL “We will succeed, one child at a time.” The quality of 

a school can be measured in many ways—by a caring staff, modern facilities, the use of 

technology, and educational programs. But the bottom line is that none of these factors 

really matters unless students are achieving. All students will succeed when we have high 

academic standards and high expectations that are assessed at intervals for continuous 

improvement. Parents and the community have the right to expect that when they send 

their children to school, learning will take place— learning that is commensurate with the 

skills needed to lead productive lives. The goal of the Crestview Middle School is to 

provide every student with both the opportunity and the support that he or she needs to 

benefit from a high-quality educational experience. Simply stated, we must get students 

in school; keep them in school; and teach them to be lifelong learners. How will we do it? 

We will focus our time, our energy, and our resources on improving instruction and 

enhancing the day-to-day interaction between staff and students for the sole purpose of 

improving student learning. To attain the goals of the Continuous Improvement Plan, we 

will need to focus on the content standards. By analyzing data and differentiating our 

instructional strategies, we will work to eliminate achievement gaps between groups of 

students. One criterion and one criterion only will measure the effectiveness of our 

efforts: student results. As we maintain our emphasis on student results we need the 

active support of all stakeholders. We need parents to send students to school ready to 

learn. We need social service agencies to support families and keep students in school. 

We need a state and federal government that provides the financial support for public 

education. As educators we cannot waste our time and energy blaming others for the 

problems in education. Each of us needs to take responsibility for our role in improving 

the Crestview Middle School. We believe that all students can, must, and will learn at 

high levels. Likewise, we will expect all teachers to teach at high levels; we will insist 

that all administrators lead at high levels; and we will rely upon all support staff to 

facilitate the operation of all aspects of the school district at the very highest levels. The 
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Crestview Middle School — and each one of its employees, regardless of role or 

responsibility — will be asked to reach farther and achieve more than at any previous 

time in our history. Our students and our community deserve no less. Indeed, it is because 

they deserve the best that we must and we will succeed. Let us join together and commit 

to raise the educational achievement of every one of our students. “Teachers teach 

because they care. Teaching young people is what they do best. It requires long hours, 

patience, and care.” – Horace Mann  

 

STUDENTS NEED TO KNOW Every school year begins with a wide range of 

expectations on both sides of the desk. We have them and so do the students. We want 

them to come to class with a pencil, paper, and books. We want them to be ready and 

willing to do their best and learn. We expect them to be good citizens and to respect their 

classmates and us. We expect them to meet the curriculum standards. All of these are 

valid expectations. That’s why we’ll reveal our expectations to students in very clear and 

precise ways on the first day of school. However, we need to go one step further if we 

expect to have a good year. We need to relate in very clear and precise ways what our 

students can expect of us. This is a step we cannot overlook if we understand that 

working with students in the classroom is a two-way street. For instance, our students 

must be able to plan on being successful. They need to anticipate the possibilities in 

positive rather than negative ways. This is impossible, of course, unless they know they 

can count on us, and students will know they can count on us only if we tell them what 

they can expect from us.  

First, students need to know they can count on us to come to class each day with a 

planned lesson and a planned program for helping them learn.  

Second, students need to be assured we will try to meet them wherever they are 

academically and take them as far as they are willing to go.  

Third, students need to know that though we will be firm, we will be fair as well. Part of 

that fairness will include treating each student as an individual, rather than only a part of 

a class.  

Fourth, students need to know they can expect to receive as much help as they need to 

succeed. They need to know that if we cannot provide them with individual attention 

during class, time will always be made available for them outside class.  

Fifth, students need to know they can expect us to care about them and what we are 

teaching. That is why they can expect us to show enthusiasm and excitement about what 

they will learn.  We will stress the new lessons they can look forward to learning in the 

upcoming year because we honestly believe that there are unique opportunities for them 

in our classrooms.  

 

"Students don't care how much you know until they know how much you care." 
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The following procedures should serve as a guide to assist the teaching staff in 

preparation for the education of our students and the efficient operation of our school. 

 

LOGISTICS:  

1. Be in the building by 7:15 a.m. and leave after all buses depart. Except for 

emergency situations and staff meetings, the teachers’ day will end when all of 

the buses have left. 

2. Be on duty by 7:15 a.m. (where applicable) 

3. Homeroom will begin at 7:30 AM. Students will have homeroom in their first 

period class. The tardy bell will ring at 7:42 AM. 

4. Complete attendance BY 8:00 a.m. 

5. Be at the door of your classroom between classes and in the morning as students 

are coming from the gym. 

6. If it is necessary to be absent due to illness, call Melissa Gentry at 330-718-1333 

the evening before (by 10:00pm) or between the hours of 5:00 a.m. and  5:45 a.m. 

the day of the absence. Please remember to complete your request on the 

MCOECN Employee Kiosk. 

7. You are expected to check your email and your mailbox in the faculty lounge a 

minimum of once per day. 

8. Submit lesson plans on Google Classroom by Monday @ 7:00 a.m. 

a. Alternate lesson plans may be needed in certain situations. Example: 

Regular science plan indicates that the students will be going to the land 

lab. A substitute teacher may not be able to carry out this assignment. An 

alternate plan would be necessary at this time. 

b. Please have “Emergency Work” run off for all of your classes at the 

beginning of the year, should the need to use it arise throughout the school 

year- please indicate in your sub folder where that work will be located in 

your classroom.  If you utilize this work, please be sure to have a new 

lesson available should the need arise again. 

9. Use student sign out sheets for restroom, nurse, etc....  One student at a time out of 

class. Sign out sheets need to be turned in at the end of each week on Friday 

or before school starts on Monday. 
10. Teachers should limit cell phone use to individual offices or the teacher’s lounge 

during planning periods and lunch, do not have cell phones visible in the 

presence of students. 

11. Teachers should communicate with all students in a professional manner 

maintaining a professional relationship at all times, both in and out of the 

classroom.  

12. Please communicate assignments on Google Classroom and Teacher Webpages 

13. Please forward to me a copy of all class newsletters, permission slips, and notes 

that you send home to your classes, teams and clubs.  

14. Maintain a parent communication log that includes phone calls, emails, notes and 

conversations 

15. Teachers are required to keep an up-to-date portfolio that contains the following: 

a. Syllabus 

b. State Standards and I Can Statements 

c. Deconstruction and Curriculum Map of the New Learning Standards 

d. Lesson Plans 
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e. Assessments documenting standards taught 

f. Communication with students and parents (documentation sheet) 

16. Please make sure that students do not eat food or have drinks in the PAC or 

gymnasium. 

17. Please know the rules and procedures that are in the student handbook. Keep the 

handbook available for quick reference.  

18. Teachers are expected to dress professionally- no flip flops 

19. Define rules, procedures, and routines for your classroom. Rules need to be 

posted in your room. Teach your rules to the students the first week and keep 

reviewing all year. Please utilize the Documentation Sheet. Please have the 

students sign out on the Hall Pass Log. 

20. Please instruct the students and post FIRE and TORNADO procedures near the 

exit door. Please highlight the evacuation route for fire and the location for 

tornado safety. 

21. Please review lockdown procedures: “CODE RED – LOCKDOWN” and “CODE 

BLUE – MODIFIED LOCKDOWN” -No students or staff are permitted in the 

halls. 

22. Please review the procedures for “EMERGENCY EVACUATION DRILL” 

23. Please remember that as school employees we are privy to confidential 

information regarding students, families and other staff members. We should 

never discuss these items in a social context. 

24. Please remember that a student’s Individual Education Plan (IEP) and a student’s 

504 Plan are legal documents that must be followed. 

25. Please remember that items cannot be purchased until a requisition is completed 

and you have signed Purchase Order from the Treasurer’s Office. 

26. High school students are not permitted in the middle school. The high school 

tutors should check in the office for a pass. If you are a high school coach or 

advisor, please arrange to meet with the students in the high school. 

27. All Rebel Pride Corner and all fund raising selling will take place in the morning 

prior to the start of school. 

 

Be positive, have a sense of humor, do your best, and make 

it a great year!!! 

 

MEETINGS will be held on Tuesdays every month, beginning in September 

1st Tuesday- Building Leadership Team- 7:00am 

Staff Meeting- 2:35pm 

2nd Tuesday- Building Improvement Team-7:00am 

  Teacher Based Teams- Planning Period 

3rd Tuesday- Crisis Response Team-7:00am 

4th Tuesday-Technology Committee-7:00am 

*Please note that you must serve on at least one of the following: Building 

Leadership Team, Building Improvement Team, Crisis Response Team or 

Technology Committee*  

*Other meetings will be scheduled on an as-needed basis. Please check the weekly staff 

memo and/or emails for specific days and times. 
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IN CLASS:  

1) Course requirements in the student handbook must be explained to students along 

with the course syllabus. 

TEACHER SYLLABUS: Each teacher will submit a syllabus to the office one week 

after school starts. 

Contents: 

1. Long range goals. 

2. Type of assignments that will contribute to student’s grade. 

3. Required material/supplies. 

4. Grading (late assignments, incomplete grades, absence etc.). 

5. Discipline Policy (rules/consequences-positive & negative). 

6. Student, Parent, and Teacher Expectations. 

 

The above are required.  Anything else you want to add would be fine. 

 

2) Be prepared to teach during the entire class period- please plan for extra 

activities, so as not to have down time for issues to arise.  Students need to know 

your class is important- “to you and to them”. Classes are not to be left 

unsupervised.   

3) Explain, after administrative approval, any variation in the grading system. 

4) Maintain detailed and updated electronic grade book with updates to occur weekly. 

5) Maintain a record of student classroom attendance including excused and unexcused 

absence. 

6) Maintain records of “in class” problems. Records will accompany students when 

referred to the building administrator.  

7) Keep a record of the students who are tardy to class & issue the detention on 3rd 

tardy. At the beginning of each nine weeks, students will start with zero tardies. 

*We expect students to be in class on time, so please be in your classroom ready 

to teach at the beginning of the class period. 

8) Classroom expectations include:  

a) students being engaged; students do not yell out answers and/or comments; the 

classroom is neat and orderly and not cluttered;  

b) The following are posted: 

i) Class rules 

ii) I Can statements 

iii) Homework assignments and standards 

iv) Bulletin boards and student work are displayed.  

v) Word Walls for the subject area  

9) Assign meaningful homework. (Limit homework given on Friday's) 

10) Teachers are expected to walk with their class to and from special classes, the 

cafeteria, and assemblies. 

11) No drinking, eating during class time. No parties for your class without prior approval 

of the office. Always keep in mind food allergies when making plans. 

12) Students are not permitted to eat lunch in the classrooms, gym, auditorium or PAC. 

13) Please have all movies/videos/DVDs and the like approved by the office. Only PG 

and G rated movies will be shown. 
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CAFETERIA GUIDELINES  

1. Assist students with condiments, utensils, and napkins as they exit the lunch line. 

2. Circulate throughout the cafeteria to assist students who raise their hands for help. 

Also, your proximity to students encourages them to make good choices. 

3. Encourage students to raise their hands if they need assistance. Students are to 

remain seated unless they receive permission to leave their seats. 

4. Remind children to pick up any trash that falls on the floor. 

5. Encourage students to keep eating. 

6. When a student needs to use the restroom, they must raise their hand and ask for 

permission to leave their table- have them sign out and take a pass.  If there are no 

passes, they will need to wait on someone to return. 

 

RECESS GUIDELINES 

1. Monitor recess for safe play. While supervising recess, think of your role as a 

“lifeguard.” Keep alert at all times – attempt to anticipate potential issues 

2. Collaborate with the other staff members present to ensure that all zones are 

supervised- i.e. staff members should not be standing in the same are for a period 

of time, each should be circulating around the gym to watch all students 

3. Be aware of the time 

4. Students should line up by homeroom at the conclusion of recess- the quietest 

homeroom should be dismissed first 

5. When students are lining up for dismissal, monitor students as they cross over into 

the lunchroom 

6. If a student is injured at recess, they may go to the nurse for ice- only the injured 

child should be going to the nurse, unless they require assistance to get there; 

please do not send whole groups for one pack of ice 

7. Students will NOT be permitted to get ice after returning to their classrooms after 

recess!  Please remind students that injuries and issues MUST be reported to the 

recess teachers. 

DISCIPLINE: 

Most students desire direction and will respect those who are fair, consistent, 

understanding, and impartial in the administering of discipline.  Classroom control is a 

pre-requisite to classroom learning. Students who are well disciplined direct their interest, 

efforts, and abilities toward greater achievement.  Those who are not disciplined waste 

their own individual opportunities and make learning difficult for classmates.  Some 

effective discipline techniques:    

 Inform the pupils of what you expect of them. 

 Post discipline rules in your classroom. 

 Make parent contacts- both positive and negative. This builds a positive 

relationship between school and home.  Remember to make contact with parents 

to report achievements also. 

 Give them security of knowing exactly where they stand. 

 Anticipate disciplinary problems and prevent them before they become serious. 

 All teachers have authority at any place within the building and must assume 

a proper share of responsibility for pupil conduct throughout the building, 

monitor student behavior during class changes. 
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 Teachers should not hesitate to correct improper behavior whether the pupil is 

in his/her room or not, monitor dress code violations. 

o Students in violation of the dress code should be issued a detention 

and then referred to the assistant principal. 

 Teachers should exhaust every possible means to settle their own discipline 

problems.  If the problem becomes serious or involves safety issues, the teacher 

has the recourse in the office.  In this event, the teacher should accompany the 

student to the office if possible, or send the student to the office.  In either event, a 

discipline referral must be filled out. 

 Parent contact is beneficial to the student, parent, teacher and class. 

  

DISCIPLINE GUIDELINES: 

1. Pupils should not be touched. 

2. Do not make threats about discipline 

3. Do not punish a student in anger. 

4. Do not hold a grudge against offenders. 

5. Be consistent in your policies of acceptable behavior. 

6. Do not drag out discipline problems.  See what needs to be done and take 

necessary action quickly. 

7. Listen to pupils before passing judgment. 

8. Never argue with students. 

9. Do not punish the group for the misbehavior of one. 

10. Do not label children with nicknames: Show-off etc. 

11. Never permit pupils to refer to the other teachers disrespectfully. 

12. Never let the students forget you are the teacher. 

13. Students should respect, not fear, their teacher. 

14. Discipline is not a problem to the well-prepared, firm, enthusiastic teacher who 

keeps pupils interested and busy. 

15. The first impressions that a pupil makes of his teacher are often the lasting ones.  

Experience has shown that it is easier to ease up a bit after being overly firm, than 

it is to bear down after being overly easy. 

16. Discipline is more effective if handled directly by the teacher. 

 

CLASSROOM DISCIPLINE: 

 Classroom teachers may establish additional rules and consequences for their 

classes.  An approved copy must be on file in the principal’s office. Such 

regulations must also be explained to the students. 

 Teachers may assign a student detention to be held from 7:00am-7:30am in Mr. 

Miller’s room or from 2:30pm-3:30pm on Thursdays- This information must be 

relayed to the parent or guardian of the student.  Please be sure parents 

know that they will have to provide transportation for either detention time. 

 Rules do not replace teachers and will not discipline or teach a class or supervise 

students. Being strict, but fair while supervising students, prepared and 

demanding in class is vital to being a good teacher. 

 Each student and each discipline situation is different and unique.  There is no one 

set of rules that will cover all situations.  It is therefore important that Teachers 

and the Principal and Assistant-Principal work together on these matters.  These 
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procedures will act as guidelines only, and through mutual agreement may be 

adjusted. 

 

REMOVING A STUDENT FROM CLASS 

If a student is removed from the classroom to the office for disciplinary action, the 

following facts will be assumed: 

 It is a re-occurring problem (documented by teacher record with evidence of 

parent contact) or it is of such a serious nature as to be referred directly to the 

office. 

 The teacher has attempted, without success, to discipline the student. 

 The teacher will describe in writing what preceded the student coming to the 

office. 

 

OFFICE ACTIONS: 

 Teacher-student-principal-conference 

 Parent contact by teacher  

 Parent contact by principal 

 Student will be assigned to office until conference is held. 

 Disciplinary action may range from detention to expulsion depending on the 

severity of the disruption. 

 

PROFESSIONAL DAY: 

1. Complete a Professional Day request through Kiosk. (this includes fees and 

expenses) 

2. Get approval through the Principal and Superintendent’s office. 

3. Complete teacher requisition form for registration and other fees if applicable. 

4. Before leaving, confirm substitute and develop lesson plans for the substitute. 

5. Most Important-Share and use what you have learned. 

6. If requesting CEU’s, complete an LPDC Form prior to the conference or 

workshop for pre-approval. 

 

FIELD TRIPS 

1. Get approval from Principal 3 weeks in advance. 

2. Complete a field trip report & call bus coordinator. 

3. If a substitute is needed, tell Mrs. Gentry (330-314-6722) and submit your 

professional day in Kiosk. 

4. Give Mrs. Gates a list of students attending the field trip-no less than one week in 

advance for adequate time to prepare emergency medical forms. 

5. Two days prior to the trip call and confirm with the bus coordinator. 

6. Fill out requisition form if you will incur any turnpike tolls, parking fees, etc. 

(keep receipts to turn into the office for reimbursement). 

7. If the students will be missing lunch-inform Food Service Supervisor. 

8. Most important- Take Emergency Medical Forms with you. 

 

PURCHASING: 

1. Do not purchase or order any item without an approved PO #.  You may be 

responsible for the cost of the item or service. 
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2. Type a requisition through the link on the intranet made out to appropriate vendor 

complete with name, address, phone number, fax number and account number.  

3. Include the item # and a detailed description to ensure accuracy. 

4. Be sure to verify prices and include shipping (if applicable) on your requisition. 

 

WAREHOUSE 

 If you are expecting a shipment of free material- with no PO- please inform the 

warehouse via email to Darlene Peddicord and Rich Burbick and fill out the form: 

Notice of Expected Shipment -found online- you can scan this form to them. 

 

SURVEILLANCE CAMERAS  

Surveillance cameras are in use throughout the middle school and at all exits. Cameras 

are also located on the exterior of the building. 

 

PARENT-TEACHER CONFERENCES: 

 

 Conferences are scheduled from 3:00 pm until 9:00 pm 

 No leaving early, even if all of your scheduled conferences are completed.   

 Dinner break is scheduled from 5:00 until 5:30 p.m. 

 Teachers are to contact parents early to schedule appointments.  Teachers must 

fill out conference summary sheet-turn in to MS office 

 

Do’s and Don’ts for Conference Time  

Do: 

 Begin with a positive comment 

 Have dated examples of students’ work available 

 Explain how instruction is individualized and how progress is evaluated 

 Smile 

      

Don’t: 

 Overwhelm parents with too much detailed information 

 Be evasive If you don’t know the answer to a question, say so 

 Describe your problems to the parent 

 

CLUBS AND ORGANIZATIONS 

Prior to organization, each club must be sanctioned by the school administration. 

Due October 1st of each year: 

1. Each club must have an updated constitution on file in the high school office. 

 Must include provisions for denying “the right to participate”. 

2. Each club will have a Purpose Statement and budget for the school year on file in 

the middle school office. 

 Requisitions must be turned in prior to the beginning of any fundraising 

activity. 

 Fundraiser Activity Form must be completed and approved prior to 

fundraiser, then finalized upon completion of the fundraiser 

      3. Each advisor will supervise a minimum of eight (8) club meetings each                    

          school year. 
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 Students will not be released from class for meetings. 

 Meetings must be held before or after school hours. 

4.  Each club advisor will be responsible for a completion form. 

 Due the last student day of each school year. 

 Form is located in the MS office and must contain the dates of club 

meetings and a summary list of club activities. 

 Upon submission of this form, advisors will be paid their supplementals 

 

 

EXTRA CURRICULAR ACTIVITIES: 

(including: athletics-band-cheerleaders-flag line-intramurals) 

1. The sponsor, coach or teacher must provide a “code of behavior” (ex. Athletic 

Contract) prior to initiating the activity. (Copies to students, Superintendent and 

Principal)  

2. Included in this code would be: 

 Unacceptable behavior (and resulting disciplinary actions). 

 Procedure and due process for denying a student the right to participate in 

this activity. 

 Expectations-demands-requirements. 

 Training rules. 

 Compliance with state athletic guidelines. 

 

INFORMATION FOR SUBSTITUTES: 

This information should be readily accessible. (substitute folder is to be kept in the 

middle school office with the Secretary or Principal) This folder should be in the 

office by the end of the first week of school. 

1. Provide up-to-date lesson plans or outlines and class schedule. 

2. Provide seating chart and a list of pupil’s names. 

3. Provide a list of special rules, routings, schedules, opening procedures, 

restroom, routing for special classes, assemblies, fire drill, lockdown 

procedures, lunchroom, etc. 

4. Provide a list concerning pupils with physical disabilities and social 

difficulties. 

5. Provide a list of students who leave the room for special help (speech & 

hearing, LD classes, tutoring, Remedial Reading, etc. 

6. Name of student helper(s). 

7. Designate a nearby teacher who can answer minor questions. 

8. Location of teacher manuals. 

9. List and describe procedure for any special assignments such as lunch duty, 

bus duty, etc. 

10. Specify whether papers are to be graded. 

11. Provide activities that can be used when scheduled work is completed. 

12. Prepare students to work cooperatively with substitute teachers.  Inform them 

in advance that the substitute is a qualified teacher, assignments and grades 

given by the substitute will be honored, and any disciplinary action taken by 

the substitute will be upheld. 
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13. Refrain from criticizing the substitute, or his/her work, with the students or 

other school personnel present.  Any major questions concerning the 

substitutes actions should be brought to the attention of the principal. 

14. Each teacher needs to maintain a current substitute teacher folder. This 

folder will be located in the office. The contents of this folder must be 

complete and up-to-date.  

a.  Items to be included in this folder are: 

i. Alternate lesson plans with three (3) days of meaningful 

material in case your regular lesson plans cannot be followed. 

ii. Current seating chart 

iii. Daily Schedule 

iv. Helpful Hints – students who would be helpful, name of nearby 

teacher who could answer a quick question, etc… 

***Please remember that this folder needs to be revised immediately and returned 

to the office the day you return to work*** 

 

 

 

GRADING SYSTEM: 

REQUIREMENTS FOR PASSING: 

 Complete all of the established requirements of the course.  Incompletes remain 

on the student’s record until the criteria are met.  There is no credit for incomplete 

work. 

 Final grades will be the percentage average of the four nine weeks and the 

completing of all class requirements. 

 

GRADING SCALE 

The following scale is used to determine letter grades: 

 

A  93-100  4 points 

B  85-92  3 points 

C  70-84  2 points 

D  65-69  1 point 

F  0-64  0 points 

When grades are being averaged, and the point value comes out to .5 or higher, the 

teacher will always average to the higher number. Ex. 75.50=76%, 75.49=75%. 

 

Teachers are encouraged to implement the following grading procedure for each nine 

weeks to emphasize the importance of student attendance 

 zero or one point for daily attendance (If a student is tardy, absent or leaves early, 

s/he gets a zero) 

 zero or one point for daily behavior (If a student is absent, s/he gets a zero) 

 zero or one point for the AIR Problem of the Day (If a student is absent, s/he gets 

a zero) 

These grades can be three separate grades or combined into one participation grade. 

 

 

 



 

14 

CHILD ABUSE: 

 

Suspected physical abuse, sexual abuse etc. of a student, MUST be reported to the 

Principal, Guidance Counselor and Children’s Services as teachers are mandated 

reporters. 

 

BULLYING 

"A person is bullied when he or she is exposed, repeatedly and over time, to negative 

actions on the part of one or more other persons, and he or she has difficulty defending 

himself or herself."  

 

The definition of bullying includes three important components:  

1. Bullying is aggressive behavior that involves unwanted, negative actions.  

2. Bullying involves a pattern of behavior repeated over time.  

3. Bullying involves an imbalance of power or strength.  

 

Bullying can take on many forms.  

1. Verbal bullying including derogatory comments and bad names  

2. Bullying through social exclusion or isolation  

3. Physical bullying such as hitting, kicking, shoving, and spitting  

4. Bullying through lies and false rumors  

5. Having money or other things taken or damaged by students who bully  

6. Being threatened or being forced to do things by students who bully  

7. Racial bullying  

8. Sexual bullying  

9. Cyber bullying (via cell phone or Internet)  

 

Providing safe classroom environments is an important part of the mission to reduce 

bullying. Students need to see and recognize that teachers and staff are in control and that 

they care about their students. We must act like role models for our students. We must 

take immediate action to resolve the problem when bullying is observed and/or reported. 

Please refer to the Olweus Bully Prevention materials in the Rebel Pride Positive 

Behavior Plan. 

 

 

CALAMITY DAYS MAKE UP 

The school year shall not exceed one hundred eighty-three (183) days.  The instructional 

year shall not exceed one hundred eighty (180) days, nor be less than 1001 hours.  The 

remaining three (3) days shall be scheduled as teacher in-service days.  If instructional 

days are lost due to inclement weather or other calamity, the staff will not be required to 

make up the first three (3) days lost to calamity but will be required to make up all other 

days lost to fulfill their contract.   

In the spirit of flexibility and understanding of complications these days cause, staff may 

choose to make up the days by: 

a) Reporting to work on the day of the calamity if possible.  
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b) Submitting a make-up plan to the building principal by April 1  for approval that 

may include the following options: 

i) Completing an appropriate amount of verifiable professional development.   

ii) Offering a tutoring/intervention program for students outside the school day 

without additional compensation.  

iii) Reporting for additional days at the conclusion of the school year or other 

times school is not in session.  

Each of these options would be verified and signed off by the staff member’s building 

principal.   

 

 

 

BUS REGULATIONS 

Extra Trip Rules 

Band, Athletic, Scholastic, Field Trips 

1. Absolute quiet must be maintained at railroad crossings or other dangerous areas. 

2. Nothing shall be thrown out or held so that it extends out of the bus windows. 

3. Students are to remain in their seats. Changing from seat to seat is not permitted. 

4. No eating or drinking will be permitted on the bus at any time. In the case of long trips, 

sack lunches can 

be taken along to be eaten at a designated area off the bus. No glass containers are 

permitted on the bus at 

any time. 

5. Students must enter and exit through the side service door only. 

6. Chaperones have the same authority as personnel in charge of the trip. Chaperones are 

to be instructed of 

their duties and responsibilities by the person in charge of the trip. The number of 

chaperones is to be not 

less than the number specified in Board Policy and Administrative Guidelines. * Policy 

(8640) – At least 

one (1) sponsor, chaperone, or staff member is expected to ride in each vehicle whenever 

students ride as 

well as to supervise students upon return to school and while they are waiting for rides 

home. Chaperones 

and staff should be spread out in the bus. 

7. Participants are to stay with the group. Students are not be on the bus without the 

driver or a chaperone 

present. At departure time, the person in charge of the trip is responsible for having all 

participants and 
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equipment on the bus. 

8. It is the responsibility of the person in charge of the trip to know the exact destination 

of the trip and 

convey that information to the driver. 

9. In the event of an emergency, the driver is to stay with the bus and the person in charge 

of the trip is to 

evacuate the bus (if necessary), get the participants to a safe place and call for help. 

10. Persons in charge of the trip should be instructed in the correct procedure for 

evacuation of the bus. 

11. Cancellation of a trip must be made before the bus leaves storage or the group will be 

charged for the 

driver’s time. 

12. Field trip requests should be in the Transportation Supervisor at least 3 weeks before 

the date of the trip. 

13. Field trips leaving or scheduled return times conflicting with the regular bus routes 

will be denied, unless 

the regular routes can be covered. Regular routes run from 7:00 A.M. to 8:45 A.M. and 

2:25 P.M. to 4:30 

P.M. 

14. Emergency medical forms are to be on the bus with the person in charge of the trip. 

Emergency medical 

forms for chaperones, teachers, or coaches are also needed. 

15. At no time is the center isle or emergency door to be blocked. All carry-on items or 

equipment is to be 

stored in or under the seats. All equipment is to be stored so not to damage the bus in any 

way. No spikes 

of any kind are to be worn on the bus. 

16. Capacity of the bus is not to be exceeded. Comfortable capacity for high school and 

middle school is 42 – 

46 persons. This is 2 persons to a seat with no equipment. Deduct 2 persons for each seat 

used for 

equipment. 

17. The person in charge of the trip and chaperones are to take care of any discipline 

problems on the trip. 

18. The School Bus Discipline Plan will apply to all persons on the bus. 

 

 

 

STUDENT ACCIDENT / INJURY/ILLNESS 
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Anytime a student is injured, the school nurse should be notified. Do not move the 

student if the injury seems severe. If the injury is not severe, send the student to the 

school nurse. If the school nurse is not available, notify the middle school office. A 

Student Injury Report should be completed as promptly as possible.  

 

PROCEDURES FOR CARING FOR ILL AND INJURED STUDENTS  

 

1. ROUTINE ILLNESS AND/OR INJURY  

A. Send the student to the school nurse. If the nurse is not available, send the child to the 

middle school office secretary. The nurse will refer to Emergency Medical Form for 

specific medical conditions and/or instructions.  

B. If student is seriously ill or injured and cannot remain in school, the nurse will call the 

parent / guardian to notify him/her of the child's condition. The parent / guardian or 

parent / guardian approved designee will come to school and have the student will be 

dismissed into his/her care.  

C. If student is NOT seriously ill or injured; requiring dismissal from school, the nurse 

shall administer appropriate first aid treatment.  

D. Dependent upon the severity and nature of the illness and/or injury, the nurse will 

notify parent / guardian of condition and treatment given.  

E. If the student's condition indicates evidence of his/her having a communicable disease, 

send the student to the nurse. The nurse will notify the parent/guardian or parent 

approved designee, and have the student dismissed in his/her care.  

F. The nurse is to record date, student's name, type of condition and treatment in a log.  

 

2. EMERGENCY ILLNESS AND/OR INJURY  

A. In the case of a medical emergency, do not move the student or leave the student 

unattended. Send for the school nurse and follow first aid procedures.  

B. If student is able to be moved, school authorized personnel will accompany student to 

office.  

C. The nurse will refer to Emergency Medical Form for specific medical conditions 

and/or instructions. The nurse will notify the parent / guardian.  

D. If emergency is life-threatening;  

1. The nurse should call ambulance (911).  

2. Then the parent or approved designee should be called.  

E. The nurse is to record dates, student's name, type of condition and treatment in a log. 

F. If not life-threatening but immediate medical attention is required, the nurse will notify 

the parent / guardian. If parent / guardian or parent approved designee cannot be 

contacted within a reasonable length of time, the nurse may have the student transported 

to the nearest hospital, but will continue to try and contact the parent/guardian. Any 

expense incurred will be the responsibility of the parent / guardian.  

 

CUSTODIAL  

1. Please fill out the blue forms if there are any maintenance or building concerns.  

2. Please use low adhesive (blue) tape on the walls. Use the cork strips when possible. 

Never use duct tape. 

3. Please ask a custodian to move classroom furniture.  

4. Please keep your classroom neat and clean.  
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LPDC  

1. Make sure that you have an approved IPDP on HR Kiosk.  

2. Please input all requests for CEU’s, professional development, college credit, in-

service days and committee work on HR Kiosk.  

3. Please keep all written documentation of CEU’s, professional development and college 

credit.  

 

TECHNOLOGY  

1. You need to set up a teacher webpage or Google Classroom by October 1st to post your 

lesson plans, assignments and helpful links.  

2. Please supervise students at all times when they are using district computers or 

netbooks. Students are not permitted to touch the computer screens. Remind students of 

the acceptable use policy. No food, drink or gum in the labs. Students are not permitted to 

play games on the computers. Please enforce the cell phone and technology rules that are 

listed in the student handbook.  

3. Please utilize a seating chart to monitor equipment damage or problems.  

4. Please sign up to use the netbooks cart or the library computer lab.  

5. Personal programs are not to be downloaded on the school computers.  

6. Please report problems to Daryl Miller by emailing help@crestviewlocal.k12.oh.us.  

 

SOCIAL MEDIA 

Social media includes all types of communication shared in an electronic format, 

including Facebook, Twitter, YouTube, blogs, wikis, e-mail, social networks, instant 

messaging, and video-hosting sites, as well as emerging technology that encourages 

sharing and electronic collaboration. Each vehicle has its own style and privacy options.  

Some additional guidelines around social networking are important to remember: 

 What you may publish on the internet should reflect your position as a mature, 

professional educator. 

 Faculty & staff should not be connected to students on social media through their 

personal accounts. 

 Faculty & staff are discouraged to communicate with parents of students via 

personal social media accounts. 

 Any use of social media to connect with a club or team should use a separate 

work related profile. 

 Use of social media should be for communication of school related events. 

 Treat school-related social media as a secondary form of communication with 

parents and students. District-approved or district-hosted communication tools 

(such as e-mail and the school website) are the primary resources for 

communication to parents and students about school related matters. 

 Communicate with students and parents about school-related matters through 

district approved or district-hosted electronic accounts and applications, such as 

district email and the school or department website. 

 Do not share information, pictures, or work examples of CMS students unless 

parents have approved such use of their child’s information, images, and work 

examples on social network sites. 

 Do not share information, pictures, or work examples of CMS staff members on 

social network sites without their approval. 

mailto:help@crestviewlocal.k12.oh.us
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 Consider the information being distributed and its impact on your credibility as a 

staff member and your ability to perform your duties. 

 Only allow “true friends” access to your personal information, and carefully 

consider what you post about your professional activities and environment on 

personal social networking sites. 

 Remember that staff members are expected to follow the ethical and professional 

standards for educators and associated procedures. If you choose to post 

information about your work, strive to post only information that is a positive 

reflection of your efforts to educate students and interact with others. 

 

If you have personal social media accounts, the following response is recommended 

when denying such requests. Sentence for staff to respond to requests on their personal 

social networks: 

“If you are a student or parent requesting to be my “friend,” please do not be offended if 

I ignore or deny your request. As an employee of the Crestview Local School District, our 

policy discourages me from communicating with students or parents on social media. I 

would encourage you to friend Crestview Local School District Facebook page.” 

*Please visit http://www.nea.org/home/38324.htm for specific cases involving social 

media* 

 

 

OBSERVATIONS AND EVALUATIONS  

1. We will adhere to the policies and procedures in the CEA negotiated agreement 

utilizing the Ohio Teacher Evaluation System (OTES) and the Ohio Teacher and 

Principal Evaluation Systems (eTPES). Student growth will be measured through shared 

attributes of Value-Added.  

2. Walkthroughs will be conducted on a daily basis.  

3. Observations and Evaluations will include the following: * Instructional Planning - 

Focus for Learning, Assessment Data, Prior content knowledge / Sequence / Connections, 

Knowledge of Students * Instruction and Assessment – Lesson Delivery, Differentiation, 

Resources, Classroom Environment, Assessment of Student Learning * Professionalism – 

Professional Responsibilities- Please see “Student Centered Rubric” Below for tips 

 

 

CRESTVIEW MIDDLE SCHOOL 

CODE RED LOCKDOWN 

PROCEDURES 

1. Students who are in the hallway should immediately go to the nearest classroom. 

2. Make sure that your classroom door is locked, lights off, blinds closed. There is to be 

no 

talking. 

3. Students should be stationed away from doors and windows. Please monitor student 

cell 

phone usage. 

http://www.nea.org/home/38324.htm
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4. After your classroom is secure, do not let anyone enter your classroom. 

5. Students who are outside the building should report to the elementary school. 

6. No one will be permitted in the school. 

7. No one is permitted in the halls until the all clear signal is given. 

8. Please disregard the bells. 

9. Please wait for the office to call your classroom. Do not call the office unless it is an 

emergency. When the office calls your classroom please respond with: 

 a) Okay; OR 

 b) I have the following students missing / I have the following extra students in 

 my classroom. 

10. Please wait for the ALL CLEAR signal or for further instructions. 

 

CRESTVIEW MIDDLE SCHOOL 

CODE BLUE MODIFIED LOCKDOWN 

PROCEDURES 

1. Students who are in the hallway should immediately go to the nearest classroom. 

2. Make sure that your classroom door is locked. 

3. No one is permitted in the halls until the all clear signal is given. 

4. Classroom instruction should proceed as normal. Please monitor student cell phone 

usage. 

5. After your classroom is secure, do not let anyone enter your classroom. 

6. Students who are outside the building should report to the elementary school. 

7. No one will be permitted in the school. 

8. Please disregard the bells. 

9. Please wait for the office to call your classroom. Do not call the office unless it is an 

 emergency. When the office calls your classroom please respond with: 

 a) Okay; OR 

 b) I have the following students missing / I have the following extra students in my 

 classroom. 

10. Please wait for the ALL CLEAR signal or for further instructions. 

 

CRESTVIEW MIDDLE SCHOOL 

EMERGENCY EVACUATION DRILL 

PROCEDURES 
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1. The drill will be announced on the PA system. 

2. Students are to get their coats and belongings before safely exiting the building. 

3. Staff members are to monitor students exiting the building. 

4. Bus students are to exit the building and go their designated school bus. 

5. Transport students are to exit the building and go to their usual pick up location. 

6. All other students are to exit the building and wait for the all clear signal to return for 

 practices, intramurals, and/or meetings. 

 

ANTI-HAZING POLICY  

It is the policy of the Crestview Local Board of Education and School District that hazing 

activities of any types are inconsistent with the educational-process and shall be 

prohibited at all times. No administrator, faculty member, or other employee of the 

school district shall encourage, permit, condone, or tolerate any hazing activities. No 

student, including leaders of student organizations, shall plan, encourage, or engage in 

hazing.  

Hazing is defined as doing any act or coercing another, including the victim to do any act 

of initiation into any student or other organization that causes or creates a substantial risk 

of causing mental or physical harm to any person. Permission, consent, or assumption of 

risk by an individual subjected to hazing does not lessen the prohibition obtained in this 

policy.  

Administrators, faculty members, and all other employees of the school district shall be 

particularly alert to possible situations, circumstances or events, which might include 

hazing. If hazing or planned hazing is discovered, involved students shall be informed by 

the discovering school employee of the prohibition contained in this policy and shall be 

required to end all hazing activities immediately. All hazing incidents shall be reported 

immediately to the Superintendent.  

Administrators, faculty members, students, and all other employees who fail to abide by 

this policy may be subjected to disciplinary action, and may be liable for civil and 

criminal penalties in accordance with Ohio Law. O.R.C. Section 2307.44 and Section 

2903.31 

 

 

TEACHER ETHICS 

On March 11, 2008, the State Board of Education adopted the Licensure Code of 

Professional Conduct for Ohio Educators. ODE collaborated with the Educator Standards 

Board (ESB) to create the Code that was mandated in House Bill 190.  

 

Teachers should be familiar with the Professional Code of Conduct guidelines, posted on 

the Ohio Dept. of Education website, keeping the best interest of students in mind at all 

times. The following is excerpted from the Professional Code of Conduct:  

 

Licensure Code of Professional Conduct for Ohio Educators 

Educators are entrusted by the public with the responsibility of providing a high-quality 

education to every student. Through various roles, these professionals devote themselves 

to providing a safe and nurturing environment in which all students can learn. In 
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alignment with the Standards for Ohio Educators and the Ohio Academic Content 

Standards for Students, our state’s educators strive for excellence through high 

expectations that they hold for themselves and their students. The professional conduct of 

every educator affects attitudes toward the profession. Educators are trustees of the 

profession and share with the broader community the responsibility of providing high-

quality public education.  

Aware of the importance of maintaining the confidence and trust of students, parents, 

colleagues, and the public, Ohio educators maintain the highest degree of professional 

conduct for themselves and their peers. The Licensure Code of Professional Conduct for 

Ohio Educators serves as the basis for decisions on issues pertaining to licensure that are 

consistent with applicable law, and provides a guide for conduct in situations that have 

professional implications for all individuals licensed by the State Board of Education, 

such as teachers, principals, superintendents, and other persons serving schools (e.g., 

school nurses, coaches, substitute teachers).  

Ohio is nationally known as a state that produces high-quality educators and recognizes 

that its 250,000 practicing educators hold the fundamental beliefs defined in the 

following eight principles:  

1. Educators behave in a professional manner, realizing that one’s actions reflect directly 

on the status and substance of the profession.  

2. Educators maintain a professional relationship with all students at all times, both in and 

outside the classroom.  

3. Educators accurately report information required by the local board of education or 

governing board, state education agency, federal agency or state or federal law.  

4. Educators adhere to federal, state and local laws and statutes regarding criminal 

activity.  

5. Educators comply with state and federal laws related to maintaining confidential 

information.  

6. Educators serve as positive role models and do not use, possess or unlawfully 

distribute illegal or unauthorized drugs.  

7. Educators ensure that school property, public funds or fees paid by students or the 

community are used in the best interest of students and not for personal gain.  

8. Educators fulfill all of the terms and obligations in their employment contract.  

As education is a public trust, the Ohio Department of Education pursues allegations of 

unprofessional conduct. By law, educators are entitled to all due process rights, with each 

circumstance considered on a case by case basis to determine appropriate action. The 

Licensure Code of Professional Conduct for Ohio Educators includes the presumptive 

range of applicable disciplinary actions involving any individual licensed by the State 

Board of Education.  

Adopted March 11, 2008, State Board of Education  

 

 

8310 - PUBLIC RECORDS  

The Board of Education is responsible for maintaining the public records of this District 

and to make such records available to residents of Ohio for inspection and reproduction 

in strict adherence to the State's Public Records Act.  

 

The Board will utilize the following procedures regarding the availability of public 

records. "Public records" are defined as any document, device, or item, regardless of 
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physical form or characteristic, including an electronic record created or received by or 

coming under the jurisdiction of the Board or its employees, which serves to document 

the organization, functions, policies, decisions, procedures, operations, or other activities 

of the District. "Electronic record" is defined as a record created, generated, sent, 

communicated, received, or stored by electronic means. "Public records" do not include 

medical records, documents containing genetic information, trial preparation records, 

confidential law enforcement investigatory records, records the release of which is 

prohibited by State or Federal law, and any other exceptions set forth in R.C. 149.43. 

Confidential law enforcement investigatory records, medical records, and trial 

preparation records are as defined in R.C. 149.43.  

 

The District's public records shall be organized and maintained so that they are readily 

available for inspection and copying. As such, public records will be available for 

inspection during regular business hours, with the exception of published holidays. The 

District’s public records shall be promptly prepared and made available for inspection. A 

reasonable period of time may be necessary due to the volume of records requested, the 

proximity of the location where the records are stored, and/or for the District to review 

and redact non-public/confidential information contained in the record. Upon request, a 

person may receive copies of public records, at cost, within a reasonable period of time. 

 

Each request for public records shall be evaluated for a response at the time it is made. 

Although no specific language is required to make a request, the requester must 

minimally identify the record(s) requested with sufficient clarity to allow the District to 

identify, retrieve, and review the record(s). If a requestor makes an ambiguous or overly 

broad request or has difficulty in making a request for inspection or copies of public 

records such that the District's Record Officer cannot reasonably identify what public 

records are being requested, the District Record Officer or designee may deny the request 

but shall provide the requestor with an opportunity to revise the request by informing the 

requestor of the manner in which records are maintained by the District and accessed in 

the ordinary course of business. The request for records shall need not be in writing. The 

requestor shall not be required to provide his/her identity or the intended use of the 

requested public record(s).  

 

At the time of the request, the records custodian shall inform the person making the 

request of the estimated length of time required to gather the records. All requests for 

public records shall be satisfied or acknowledged by the District promptly following the 

receipt of the request. If the request for records was in writing, the acknowledgement by 

the District shall also be in writing.  

 

Any request deemed significantly beyond routine, such as seeking a voluminous number 

of copies and/or records, or requiring extensive research, the acknowledgement shall 

include the following:  

A. an estimated number of business days necessary to satisfy the request  

B. an estimated cost if copies are requested  

C. any items within the request that may be exempt from disclosure  

 

The Superintendent is authorized to grant or refuse access to the records of this District in 

accordance with the law. Any denial, in whole or in part, of a public records request must 
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include an explanation, including legal authority. If portions of a record are public and 

portions are exempt, the exempt portions are to be redacted and the rest released. If there 

are redactions, the requester must be notified of the redaction and/or the redaction must 

be plainly visible, and each redaction must be accompanied by a supporting explanation, 

including legal authority. If the request for records was in writing, the explanation shall 

also be in writing.  

 

A person may obtain copies of the District’s public records upon payment of a fee. A 

person who requests a copy of a public record may request to have said record duplicated 

on paper, on the same medium on which the District keeps the record, or on any other 

medium in which the custodian of records determines that said record reasonably can be 

duplicated as an integral part of normal operations. A person who requests a copy of a 

public record may choose to have that record sent to him/her by United States mail or by 

other means of delivery or transmission provided the person making the request pays in 

advance for said record as well as the costs for postage and the mailing supplies.  

 

The number of records requested by a person that the District will transmit by U.S. mail 

shall be limited to ten (10) per month, unless the person certifies, in writing to the 

District, that the person does not intend to use or forward the requested records, or the 

information contained in them, for commercial purposes. "Commercial" shall be 

narrowly defined and does not include reporting or gathering news, reporting gathering 

information to assist citizen oversight or understanding of the operation or activities of 

the District, or nonprofit educational research. (R.C. 149.43(B)(7))  

 

Those seeking public records will be charged only the actual cost of making copies.  

 

Documents in electronic mail format are records as defined by the Ohio Revised Code 

when their content relates to the business of the District (i.e., they serve to document the 

organization, functions, policies, decisions, procedures, operations, or other activities of 

the District). E-mail shall be treated in the same fashion as records in other formats and 

shall follow the same retention schedule.  

 

Records in private e-mail accounts are subject to disclosure if their content relates to 

public business, and all employees or representatives of the District are responsible for 

retaining e-mails that meet the definition of public records and copying them to their 

District e-mail account(s) and/or to the records custodian.  

 

The records custodian shall treat such e-mail/records from private accounts as records of 

the District. These records shall be filed appropriately, retained in accordance with the 

established schedules, and made available for inspection and copying in accordance with 

the Public Records Act.  

 

Private e-mail, electronic documents, and documents ("private records") that do not serve 

to document the District's organization, functions, policies, decisions, procedures, 

operations or other activities are not public records. Although private records do not fall 

under Policy 8310 or AG 8310A, they may fall under Policy 8315 – "Information 

Management" and/or AG 8315 – "Litigation Hold Procedure".  
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No public record may be removed from the office in which it is maintained except by a 

Board officer or employee in the course of the performance of his/her duties.  

 

Nothing in this policy shall be construed as preventing a Board member, in the 

performance of his/her official duties, from inspecting any record of this District, except 

student records and certain confidential portions of personnel records.  

 

A School District Records Commission shall be established consisting of the Board 

President, Treasurer, and Superintendent of Schools in accordance with law to judge the 

advisability of destroying District records. Record retention schedules shall be updated 

regularly and posted prominently. The Commission shall meet at least once every twelve 

(12) months.  

 

The Superintendent shall provide for the inspection, reproduction, and release of public 

records in accordance with this policy and with the Public Records Law. Administrative 

guidelines shall be developed to provide guidance to District employees in responding to 

public records requests. The Superintendent shall require the posting and distribution of 

this policy in accordance with statute.  

R.C. 9.01, 102.03(B), 149.011, 149.41, 149.43, 1306.01, 1347 et seq., 3313.26 R.C. 

3319.32, 3319.321 20 U.S.C. 1232g 42 U.S.C. 2000ff et seq., The Genetic Information 

Nondiscrimination Act 29 C.F.R. Part 1635  

Revised 10/14/98 Revised 12/8/04 Revised 10/10/07 Revised 1/14/09 Revised 5/12/10 

 

CONFIDENTIAL MEMO – DO NOT SHARE  

WE ARE CRESTVIEW MIDDLE SCHOOL!  

EMERGENCY PROCEDURES ACTIVE SHOOTER INCIDENT  

Shelter in Place – Flight - Fight  

We must be prepared for the possibility of an active shooter incident. An active shooter in 

Crestview Middle School may involve an individual’s intent to harm students and staff 

by the use of fire arms or other deadly weapons. In the case of an immediate life-

threatening event, each staff member should do whatever actions are necessary to protect 

his/her own life and the lives of students. If possible, the principal will announce “Code 

Red – Lockdown” on the PA system.  

SHELTER IN PLACE - LOCKDOWN  

1. Try to remain calm  

2. Quickly clear students from the hallway  

3. Close and lock classroom door  

4. Turn off lights  

5. Silence all electronic devices  

6. Barricade the door by stacking desks and chairs in the doorway to create an obstacle  

7. Have everyone get down on the floor along an interior wall away from the windows  

8. Have everyone keep quiet as if no one is in the room  

9. Do not answer the door.  

10. If the fire alarm goes off, do not exit the classroom. The only exception would be if 

you see/smell smoke.  

11. Wait on guidance from uniformed officers  

 

FLIGHT - EVACUATE  



 

26 

12. Decide if you should evacuate. Leave through the classroom door or open / “rake” the 

windows. Have students run to the Crestview Elementary School. If there are shots fired, 

do not run in a straight line. Dip and run at a 45 degree angle.  

13. Have the following items in an easily accessible GO BAG: class list, paper and pen 

for the teacher, age-appropriate activities for the students, tourniquet, first aid kit, 

flashlight with batteries, whistle, and disposable gloves.  

 

FIGHT  

14. If the shooter enters your classroom, decide if you are going to fight. This is 

dangerous, but it may be your only option.  

15. Moving targets are harder to hit  

16. Distract the shooter by throwing objects while moving  

17. Attack with scissors to neck, face and eyes  

18. Have the following in a DEFENSE BAG: marbles, bug spray, flashlights, scissors, 

textbook shield, tennis balls, and a window breaker.  

 

REMEMBER  

19. If students are in the hall when the Code Red is announced, then they should go to the 

nearest classroom.  

20. If students are in the restroom when the Code Red is announced, then they should 

remain in the restroom.  

21. If the emergency happens before / after school or at lunch, students should listen to 

the directions of the staff member on duty.  

22. If students cannot get into a classroom, then they should take the following course of 

action:  

a) Hiding – Look for a safe and secure hiding place. Stay hidden until you make 

contact with uniformed officers.  

b) Running – If you think that you can safely make it to the elementary school, 

then do so. Do not run in a straight line. Inform the Crestview Elementary School 

office of your name and homeroom teacher.  

c) Playing Dead – If the intruder is causing harm to others and you are unable to 

hide or run, then assume a prone position and lay as still as possible.  

d) Fighting – Your last option is to fight back. This is extremely dangerous and 

not recommended, but it may be your only option. Do anything you can to disable 

or slow down the intruder. You can use many types of classroom items as 

weapons: scissors, books, trash can, pencil, etc. 
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Student Centered Rubric (OTES) 

If the teacher implements the indicators/ descriptors on the OTES Instruction and 

Assessment Rubric at skilled and above accomplished, the following can be seen and 

heard among students: 

Lesson Delivery 

- Students understand the expectations of the lesson.  They work independently. 

- Students are actively engaged in learning activities based on their individual 

needs. 

- Students demonstrate thinking through discussion. 

- Students are thinking, collaborating, and responding and questioning. 

- Students are posing and answering high level questions. 

- Students take initiative to lead their own learning. 

 

Differentiation 

- Students participate in effective differentiated learning based on their abilities and 

learning difficulties. 

- Students engage in multiple strategies and/or multiple materials to master the 

lesson’s objectives. 

-  Students are working independently, collaboratively and/or in whole class 

instruction to accomplish the lesson’s goal. 

- Students are working and learning at their own pace due to intentional and 

challenging differentiation by the teacher. 

- Students demonstrate mastery of the lesson’s objectives in multiple ways. 

 

Resources 

- Throughout the lesson students explain why the activity connects to the objective 

and remind each other of their goals as they complete the task. 

- Students complete different activities to meet the objective(s). 

- Students use a variety of sources, media, websites, manipulatives, and tools. 

- Students take ownership of their own learning with the lesson’s resources and 

materials. 

 

Classroom Environment 
- Students respond respectfully with other students and the teacher. 

- Students take initiative for the classroom routines and operations. 

- Students are able to move from one activity to the next with no confusion. 

- Students providing input with the classroom management. 

- Students monitoring their own behavior. 

- Student interactions with peers and the teacher are positive. 

 

Assessment of Student Learning 

- Students engage in instruction based on teacher reflection of assessment trends. 

- Students take initiative to apply teacher feedback to their work in order to 

strengthen it. 

- Students value academic feedback and use it to strengthen their work. 

- Students are aware of their progress because they regularly self-monitor their 

work. 

- Students evaluate their own results as well as the results of others. 


