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MGP Sacramento Teacher Handbook Purpose 

 
 There are many policies and procedures that make up the way we do school at Sacramento Elementary School.  

This handbook is an attempt to put into writing a useful guide to help teachers with activities we encounter daily.  

Hopefully, this handbook will help our school be more consistent and cohesive in the way we carry on the business of 

educating students.  We must also remember that we are here for the students, and our number one goal is student 

achievement. 
 

 

MISSION STATEMENT 

 

Our Mission: We, the staff of Marie Gatton-Phillips 
Sacramento, expect and will accept only the best, no less, 
from ourselves, our students, and our community. 
 

Our vision: Teach all students to succeed in social as well 
as academic skills and to prepare them to become 
responsible, successful members of society. 
 

Our Goal:  National Blue Ribbon School. 
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EDUCATIONAL PHILOSOPHY  
 

     The staff of the Sacramento Elementary School is aware that children in grades six, seven, and eight have arrived at a crucial 

point in their growth process. 

     The staff believes that each student must be dealt with as a separate, complete person.  We are responsible for their physical and 

emotional development and must meet the needs of our students.   

The faculty endeavors to create an environment in which each child feels a definite part, and one that offers him/her the 

opportunity to succeed in these four areas: academic, emotional, physical, and social development. 

     The academic area is individualized as much as possible.  This is done through working with various individual levels and abilities 

in the classroom projects and contract work, resource rooms, and special courses in the core subjects.  We realize that children operate 

at different levels and rates.  We feel that individualized instruction is necessary to meet the academic needs of all students.   

     Our classes are designed to develop awareness in the student so that he/she will begin to realize the responsibilities of cit izenship 

that should be assumed.  Our resource rooms also reinforce a positive attitude in students who have formerly been isolated.  It is our 

intention to develop positive self-images by mainstreaming those students into a regular classroom program as possible. 

     The physical development area is of utmost importance because a healthy active child is more apt to have a healthy active mind.  

This area is one in which we offer participation and success for many children.  This is done through our physical education courses, 

daily time for physical activity, and special events throughout the year.   

     Every student who passes through our school must learn to live in the outside world.  Therefore, it is necessary for him/her to learn 

to cooperate with other people and to respect authority.  It is also necessary for him/her to learn what is good for self and what is good 

for society is the same.  We strive to instill in them a respect for themselves and others, including respect for those in authority.  

Because of these physical changes students are undergoing at this age, teachers must work harder in the area of character development 

encouraging honesty and moral behavior.  Drug and alcohol education is included in all classes. 

     We believe our total program is created to develop academic potential, social awareness, a healthy active body, and emotional 

stability in our students. 

 

MARIE GATTON-PHILLIPS SACRAMENTO OBJECTIVES 

 
1.  Provide for a high level of achievement of all pupils in the skills of reading, writing, computation, and study skills before 

leaving Sacramento Elementary School, as measured by achievement tests. 

 

2.  Provide an organization and structure in each classroom that leads students toward self-direction, responsibility, and 

creativity in their development and future goals.   

 

3. Provide a continuous school program that permits each individual to progress at his/her optimum rate of learning or 

comprehension.   

 

4. Provide opportunities for enrichment activities beyond the basic program at all levels.  This objective will have been 

reached when every student participates in a school-sponsored activity. 

 

5.  School-Community involvement: 

a. To involve parents in the educating of their children through parent-teacher conferences, the home-school 

coordinators, and the parent booster club. 

b. To draw upon the talents and resources of various persons in the community in order to broaden the educational 

process. 

c.   To use the news media to inform parents and the community of school activities and achievements. 
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STANDARDS FOR SCHOOL IMPROVEMENT 

 
ACADEMIC PERFORMACE – CURRICULUM 

1. The school develops and implements a curriculum that is rigorous, intentional, and aligned to state and local 

standards. 
 

ACADEMIC PERFORMANCE – CLASSROOM EVALUATION/ASSESSMENT 

2. The school utilizes multiple evaluation and assessment strategies to continuously monitor and modify 

instruction to meet student needs and support proficient student work. 
 

ACADEMIC PERFORMANCE – INSTRUCTION 

3. The school’s instructional program actively engages all students by using effective, varied and researched-

based practices to improve student academic performance. 
 

LEARNING ENVIORNMENT – SCHOOL CULTURE 

4. The school/district functions as an effective learning community and supports a climate conducive to 

performance excellence. 
 

LEARNING ENVIORNMENT – STUDENT, FAMILY, AND COMMUNITY SUPPORT 

5. The school/district works with families and community groups to remove barriers to learning in an effort to 

meet the intellectual, social, career, and developmental needs of students. 
 

LEARNING ENVIORNMENT – PROFESSIONAL GROWTH, DEVELOPMENT, AND EVALUATION 

6. The school/district provides researched-based, results driven professional development opportunities for 

staff and implements performance evaluation procedures in order to improve teaching and learning. 
 

LEADERSHIP 

7. School/district instructional decisions focus on support for teaching and learning, organizational direction, 

high performance expectations, creating a learning culture, and developing leadership capacity. 
 

EFFICIENCY – ORGANIZATIONAL STRUCTURE AND RESOURCES 

8. The organization of the school/district maximizes use of time, all available space and other resources to 

maximize teaching and learning and support high student and staff performances. 
 

EFFICIENCY – COMPREHENSIVE AND EFFECTIVE PLANNING 

9. The school/district develops, implements and evaluates a comprehensive school improvement plan that 

communicates a clear purpose, direction and action plan focused on teaching and learning 
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LEGALITIES 
 

     The McLean County Board of Education in accordance with Title VI, Title IX, and Section 504 regulations does not discriminate 

on the basis of sex, handicap, race, color, or national origin in its admission of students or its employment practices or in any of its 

educational programs or activities.  Any person having inquiries concerning the McLean County’s compliance with Title IX, Title VI, 

or Section 504 may contact the board of education at 270-273-5258. 

 

 

FAMILY RIGHTS AND PRIVACY ACT 

 

1. The school will allow parents "to inspect and review" all records the school maintains on their children. 

2. The school will provide parents with copies of those records upon request. 

3. The parents have the right to "an opportunity for a hearing to challenge such records on the grounds that they are inaccurate, 

misleading, or inappropriate." 

4. The school will not release data about a student or give access to student records to any outsider without written consent of parents. 

 
KRS 161.190 

ABUSE OF TEACHER PROHIBITED 

 

WHENEVER A TEACHER OR SCHOOL ADMINISTRATOR IS FUNCTIONING IN HIS CAPACITY AS AN EMPLOYEE OF A 

BOARD OF EDUCATION OF A PUBLIC SCHOOL SYSTEM, IT SHALL BE UNLAWFUL FOR ANY PERSON TO DIRECT 

SPEECH OR CONDUCT TOWARD THE TEACHER OR SCHOOL ADMINISTRATOR WHEN SUCH PERSON KNOWS OR 

SHOULD KNOW THAT THE SPEECH OR CONDUCT WILL DISRUPT OR INTERFERE WITH NORMAL SCHOOL 

ACTIVITIES OR WILL NULLIFY OR UNDERMINE THE GOOD ORDER AND DISCIPLINE OF THE SCHOOL. 

 

KRS 161.990 

PENALTIES 

 

ANY PERSON WHO VIOLATES ANY PROVISIONS OF KRS 161.190 SHALL BE GUILTY OF A CLASS A MISDEMEANOR. 
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STUDENT CONFIDENTIALITY 
 

At the beginning of the school year you will receive a document explaining the importance of and guidelines for confidentiality.  You 

must sign off that you will uphold this confidentiality agreement.  Confidentiality applies to special needs status, discipline, and 

guidance counseling matters. 

 

“Confidentiality” means the protection of all personally identifiable data, information and records collected, used, or maintained by 

the McLean County School District in the identification, evaluation, educational placement of a child or youth, or the provision of free 

appropriate public education for a child and youth with a disability. 

 

“Personally identifiable” means data or information that includes any of the following: 

 

a. name of a child or youth; 

b. name of a parent of a child or youth or other family member; 

c. address of a child or youth or family members; 

d. a personal identifier such as social security number or an alpha numeric identification code, such as a student number; 

e. a list of personal characteristics or traits which would make identity of a child or youth easily traceable or discernible; or 

f. other information which would make identity of a child or youth easily traceable. 

 

A “record” means any information recorded in any form including but not limited to:  handwriting, print, tapes, Braille, diskettes, film, 

microfilm, microfiche, photographs, or drawings. 

 

“Educational Records” mean documents and other written information directly related to a child or youth which are collected, 

maintained, or used by MCSD personnel or records maintained by other agencies and individuals who have performed services for the 

MCSD for educational purposes. 

 

Educational records include but are not limited to: 

 

a. personal and family data; 

b. evaluation and test data including aptitude, achievement, interest, intelligence, personality, behavior observations, and 

other diagnostic information; 

c. medical, psychological, and anecdotal reports used for educational purposes; 

d. progress reports; 

e. written accounts of conferences with children or youth or their parents; 

f. an IEP for a child or youth with a disability; 

g. copies of correspondence about the child or youth; 

h. other information or data used in working with the child or youth or required by federal and state regulations; 

i. any information that MCSD uses for educational purposes, whether or not initiated or generated byMCSD, such as 

reports of a psychiatric or psychological evaluation from a community mental health agency; and 

j. records maintained by other public or private agencies and individuals who have preformed services for MCSD for 

educational purposes. 

 

“Educational records” any information that MCSD uses for educational purposes, whether or not initiated or generated by MCSD, 

such as reports of a psychiatric or psychological evaluation from a community mental health agency. 
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BASIC DAILY OPERATIONAL PROCEDURES 
     There are basic school procedures that ALL teachers must carry out to the fullest to maintain an efficient and effective 

school: 

 

1. Check yourself in at the Office each morning by 7:30 a.m. Check your mailbox for messages, packages, or important 

papers related to homeroom activities; 

 

2. Be in the classroom no later than 7:40 a.m. each day.  DO NOT leave school before all buses have departed the campus. 

 

3. If you know you are going to be absent, you should secure your sub through the office. 

 It is your duty to make contact with the Principal or one of the secretaries  regarding your absence from school. 

 Each teacher should keep a folder ready in case he or she requires a subsitiute.  This folder should include plans for 

the day’s classes, seating charts, discipline notices and procedures, and other items or procedural notes the sub might 

need.  Also, if you have extra duty, a brief note giving time, location, and duties of any assignment such as morning, 

lunch or afternoon duty should be included.  IT IS VERY IMPORTANT THAT YOUR PLANS FOR THE SUB ARE 

CLEAR, DETAILED, AND KEEP THE STUDENTS BUSY.   At times emergency situations prevent this, but a good 

practice is to have emergency plans and materials ready in advance of those situations. 

 

4.  Faculty meetings will be the second and fourth Tuesday of each month at 3:30. 

 ALL staff members are required to attend the faculty meetings!   

 

5.   All activities, regardless of type, must be cleared through the Principal's Office. 

 

6.  Be responsible for students in hallways, before, after, and during the school day, during  assemblies, and restrooms. 

  

7.  Be at your door when classes are changing. 

 

8.  Planning periods should be spent in the school doing schoolwork.  If it is necessary to leave  campus, please sign out 

and back in.  

 

9.  Please do NOT leave campus during the school day without the Principal's approval. 

 

10.  Smoking for Faculty & Staff will be limited to the area OUTSIDE the building on the loading dock. 

 

CLASSES LEFT UNATTENDED 

 

 

Never are your classes to be left unsupervised!!!!!! 

The office will not call you to the phone without covering your classes.  In case of an emergency when you must leave 

your classroom, have your next-door teacher watch your students until the office can take charge. 
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LESSON PLANS AND GRADE BOOK 
 

    Weekly lesson plans shall be written with the plans being entered into infinite campus or as arranged with the  principal.  These 

plans shall be submitted to the Principal by Monday morning of each week.  The plans shall be available to the Principal for the 

purpose of monitoring classroom activities.   

 
Every teacher must keep a planning book, a grade book, and keep grades and attendance data current.  The grade book must include 

attendance and tardy records, as well as grades recorded for the students.  Above each entry column the date and a brief description of 

the day’s assignment should be included to help answer any questions at a later date.  A detailed, organized grade book is invaluable 

in dealing with parent concerns. ALL GRADES SHALL BE KEPT ON THE COMPUTER USING INFINATE CAMPUS. 

 

The planning book should be kept up to date, showing activities planned for upcoming classes.  In an emergency, sometimes the 

planning book is the only tool we have for the substitute or teacher covering your classes.  It is also a good organizational tool for the 

teacher to record objectives, activities, and deadlines.  IT IS NOT A REPLACEMENT FOR DETAILED LESSON PLANS.   

 

Lesson plans are written by the teacher and often used by the substitute.  Principals often refer to a teacher’s lesson plans prior to a 

visit to the classroom.  This means that your lesson plans set the stage for the visit from your supervisor.  And, lesson plans are the 

teacher’s system of accountability.  They are the record of what will and has happened in your classroom. 

 

Lesson plans at Sacramento Elementary School should contain the following: 

 

1. The skill(s), concept(s), or goal(s) to be achieved or practiced.  These skills, concepts, and goals should be in line with the 

curriculum adopted by the school. 

2. The method or technique (discussion, application or rules, lectures, introduction of topic, etc.) 

3. The materials to be used (textbook, film, video, resource books, etc.) 

4. The pages of text to be covered if appropriate. 

5. The assignments, homework, guided practice etc. 

 

Lesson plans shall be completed by each teacher according to the Board Policy .08.212 and submitted to the Principal or his designee 

by Monday for that week of instruction. 
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Effective Lesson Design and Delivery 

 
Set clear expectations and focus students on task. 

 Gives idea why material is being learned (provides authenticity) 

 Provides focus for learning 

 Presents in context for learners in an effective sequence 
 

Review Prior Knowledge. 
 Reviews skills, knowledge, concepts already in place 

 Reviews successes and application 

 Bridges prior learning to new step (transfer) and sets up anticipation for current learning (motivation) 
 

Pose Task for Students. 
 Offers problem to be solved, a dilemma to be resolved, a product to be created, a performance to be 

provided 

 Observes patterns as students work (student engagement, persistence, success) 

 Addresses diverse learners 

 Cues students; helps clarify thinking 
 

Measure For Progress Often. 
 Check for understanding with feedback 

 Diagnose and anticipate where students are in learning/application process 

 Provide structure (Clear directions and explanations) 

 Uses anecdotal records as well as traditional assessment and scoring guides 

 Uses clearly articulated standards that will be used in the assessment 
 

Provide Guided and Independent practice. 
 Guide and model newly learned knowledge (manipulatives, independent activity, group work) 

 

Provide for affirmation of student work. 
 
Provide a learning environment conducive to risk taking. 
 
Maintain high expectations for all students. 
 
Link and repeat. 
 
Asks students to prove what they think they know (self-reflection) 

 
Incorporates best practices. 

 Aligns with local, state and national standards 

 Provides student choice 

 Incorporates novelty and variety 

 Incorporates higher order thinking skills 

 Proposes relevant learning experiences that challenge, motivate, and actively involve the learner 

 Incorporates strategies that address diversity and show sensitivity to individual differences 

 Includes appropriate assessments 

 Includes creative and appropriate use of technology as a tool to enhance student learning 

 Includes learning experiences that encourage students to be adaptable, flexible, resourceful, and creative 

 Includes comprehensive and appropriate school and community resources that support learning 
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Lesson plan requirements for 2010-2011 
 

Items due by 8:00 am each Monday morning. 
 

1. Lesson plans for the week including list of standards to be covered for the 
week as well as expectations and assessments. These lesson plans 
should be done on the template provided and emailed to each staff 
member.  Lesson plans are to be submitted electronically. 

 
 
Items due at the end of each 9 weeks. 

 
 
1. Two examples of assessments used in your classroom for the nine weeks 

including rubrics, sample of high end student work, example of low end 
student work, example of feedback you provided and a reflection of 
assessment. 
 

2. One standards based unit of study.  (the first SBUS should be completed 
prior to August 15.)  All SBUS must be submitted to the principal no later 
than one week prior to use. 
 

 
Each staff member should keep a folder with these items as the nine-weeks 
progress.  I will be looking at these folders periodically through the year. 
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MARIE GATTON-PHILLIPS SACRAMENTO Common Lesson Plan  

 

Teacher:                                                        Date(s):                            Grade:  

 

Subject:  

 

Topic-   

 

 

Scope and Sequence- (where have you been, where are you going with this) 

 

 

 

Standards: (briefly state the standards addressed in these lessons) 

 

 

Monday: Expectations and brief lesson description: 

 

 

Tuesday: Expectations and brief lesson description: 

 

 

Wednesday: Expectations and brief lesson description: 

 

 

Thursday: Expectations and brief lesson description: 

 
 

Friday: Expectations and brief lesson description: 

 
 

Accommodations /Differentiated Instruction- (what modifications are being made for sp. Ed and gifted) 

 

 

 

 

 

All teachers will be required to use this plan format and submit their weekly lesson plans to the principal 

ELECTRONICALLY by 8:00 AM every Monday. 
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Standards Based Unit of Study Plan 
Teacher(s)  
 
Subject(s)/Course(s):    Grade/Level:   

 
Unit Topic/Focus:  
 
Integration with other content areas (if applicable): 
 
Estimated time for implementation: 
 
Connections to previous/future learning:  
 
Standards: 

Standards for Assessment (written out including numeration) 

 
 
 
 
 
 
 
 
 

 
Other Standards: (e.g., national, district,  etc.): 

 
 
 
 
 

 
Unit Organizer: 
A statement or question that: 

 Focuses on realistic issues or problems 

 Communicates the content standards in a way that engages students 

 Connects learning to prior knowledge, experiences, skills, beliefs, and customs 

 
 
 
 
 
 
 

 

http://www.education.ky.gov/KDE/Instructional+Resources/Curriculum+Documents+and+Resources/Teaching+Tools/Combined+Curriculum+Documents/default.htm
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Essential Questions and Learning expectations (3-5 questions that guide lesson planning/focus): 
Each question reflects  

 Selected content standards 

 Connection of learning with living 

 Thinking, Problem-Solving, Application of Learning 

 Engaging, Student-Centered Instruction 

 
 
 
 
 
 
 
 
 
 
 

 
 
Connections to Literacy: Literacy includes, reading, writing, and the creative and analytical acts involved in 
producing and comprehending text. 

 

 
 
 
 
 
 
 
 
 
 
 
 

 
Culminating Activity/Assessment: 

A product or performance that 

 Allows learner to demonstrate their knowledge of targeted content standards through a variety 
of formats (Universal Design). 

 Offers choice to meet learners differentiated needs. 

 Directs the development of instructional strategies and activities. 

 Includes scoring guide/rubric to inform learners of expectations. 

 
 
 
 
 
 
 
 
 
 
 
 

 

http://www.education.ky.gov/KDE/Instructional+Resources/Curriculum+Documents+and+Resources/Teaching+Tools/Combined+Curriculum+Documents/default.htm
http://www.education.ky.gov/KDE/Instructional+Resources/Middle+School/Science/Inquiry.htm
http://www.education.ky.gov/cgi-bin/MsmGo.exe?grab_id=20689136&EXTRA_ARG=&host_id=1&page_id=1281&query=literacy&hiword=LITERACY+
http://www.kde.state.ky.us/KDE/Instructional+Resources/Elementary+School/Intermediate/English+Language+Arts+-+Reading/default.htm
http://www.kde.state.ky.us/KDE/Instructional+Resources/Elementary+School/Intermediate/English+Language+Arts+-+Writing/default.htm
http://www.education.ky.gov/KDE/Instructional+Resources/Curriculum+Documents+and+Resources/Universal+Design+for+Learning/default.htm
http://www.education.ky.gov/KDE/Instructional+Resources/High+School/English+Language+Arts/Writing/Kentucky+Writing+Resources+-+Download+Page.htm
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Resources/Technology: 
Resources to be used that support teaching and learning within the unit of study. Resources should include 
multiple means to access curriculum (i.e., audio, visual, multi-media, technology). 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
Reflective Notes and ideas for Next time: 
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FUND RAISING 
We tend to discourage all fund raising activities outside of school programs.  If an organization has the need, a request 

shall be submitted to the Principal with complete information, which must then be submitted to the Board of Education for 

approval.  
 

FIELD TRIPS 
The Board approves the use of the school buses for special trips that have worthy educational objectives and that do not 

disrupt the regular transportation of students to and from school. 

The use of school buses for educational trips except for scheduled music, athletic, drama, speech or similar type activities 

shall be confined to trips on regular school days and within a radius of approximately sixty (60) miles from Calhoun, or 

such that the entire trip may be completed between the time that the school buses deliver the students to school in the 

morning and the time they are scheduled to start their afternoon runs to take the students home. 

 

All requests for field trips are to be submitted to the building Principal.  Obtain request forms from office.   

 

MEDIA AND PRESS RELEASES 
 

The following procedures shall be followed in Sacramento Elementary School with regard to news releases and the 

submission of other information to the news media and or mass communications to parents or others. 

 

1. Any written news releases or mass communications shall be approved by the Principal before it is submitted to the 

media. 

    

2. Any information released to the media via the telephone or personal contact shall have prior 

     approval of the Principal with regard to both the intent and the content of such information. 

 

3. The only exception shall be the routine releases of  the scores and descriptive details of athletic  

     contests by the appropriate coaches. 
 

 IF YOU ARE DOING SOMETHING OUT OF THE ORDINARY IN YOUR CLASSROOM AND WOULD LIKE MEDIA 

COVERAGE, PLEASE LET THE OFFICE KNOW AND CONTACT ANY LOCAL MEDIA FOR THE EVENT. 

 

 IN THE EVENT OF A MAJOR  SITUATION AT THE SCHOOL (FIRE, DEATH, VIOLENCE, POLICE ACTION, ETC…)  

ALL MEDIA REQUESTS SHOULD BE FORWARDED TO THE ADMINISTRATION.  NO TEACHER IS TO SPEAK TO 

THE MEDIA OR GRANT AN INTERVIEW WITHOUT PRIOR APPROVAL FROM THE ADMINISTRATION.  THE 

PRINCIPAL OR HIS DESIGNEE WILL BE THE MEDIA SPOKES PERSON FOR UCMS IN THE EVENT OF A MAJOR 

SITUATION. 
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BUILDING MAINTENANCE 
 

KEYS 
 

EVERY STAFF MEMBER WILL BE ISSUED ONE KEY FROM THE SCHOOL OFFICE. 

 

 KEY TO OPEN OUTSIDE DOOR AND CLASSROOM.  ALL OTHER KEYS WILL BE ISSUED BY THE 

OFFICE AS DEEMED NECESSARY. 

 

ALL KEYS WILL BE COLLECTED AT THE END OF THE SCHOOL YEAR.  THOSE NEEDING KEYS OVER THE 

SUMMER BREAK WILL BE ASSIGNED KEYS AT THAT TIME. 

LOST KEYS WILL RESULT IN A REPLACEMENT COST OF $15.00.  
 

CARE OF THE CLASSROOM 
Our custodians do a great job at keeping our school in top shape.  Any help we can give them will be greatly appreciated.  

Have your students pick up paper and straighten the desks at the end of each class.  Also, if  there is a spill or other mess 

made, try to get it cleaned up as well as you can.  If you need a custodian’s assistance, please call the office. 
 

MAINTENANCE REQUESTS 
If you have a request for maintenance in your room, please forward it in writing on a copy of the request form on bottom 

to the office.  We would ask that you not go directly to the custodians.  If there is an immediate need for a custodian, 

please call the office. 

 

FACULTY WORK ROOM 
 

 

     The faculty workroom is for the faculty members ONLY.  A student should never 

be permitted or allowed to enter workroom.  The teachers’ lounge is a place to relax, socialize, enjoy 

each other’s company, and maybe even every once in a while a place to get some work done.  But, it is never a place 

where we criticize central office, run down administration, berate parents, criticize each other, or ever, ever belittle 

students.  And there are two reasons why we do not do this.  One is that we cannot be in such an environment, and leave 

that environment and be as effective with the young people we work with as we need to be.  The second reason is that our 

lives are too short and we do not get paid enough to dread going to work every day.  If we are in an environment like that, 

where people are whining, complaining, and moping, then we do not enjoy going to work.  There is no one in this 

building who gets paid so well or whose life will be so long that they can afford  to dread going to  work  each day.   

SACRAMENTO ELEMENTARY SCHOOL IS A PLACE WHERE EVERYONE CAN BE SUCCESSFUL. DO NOT 

TAKE THAT SUCCESS AWAY BY BEING NEGATIVE.  BE PART OF THE SOLUTION…NOT PART OF THE 

PROBLEM!!! 
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MONEY 
 

DIRECTIONS FOR ORDERING INSTRUCTIONAL MATERIALS 
ALL REQUESTS FOR PERMISSION TO ORDER/PURCHASE MUST BE APPROVED BY THE PRINCIPAL. 

 

     When teachers decide to place an order, they must: 

 FIRST,  obtain a requisition/PO form from the front office and COMPLETE ALL INFORMATION 

  SECOND, have the completed requisition approved by the Principal. 

 THIRD, the approved requisition/PO form will be sent to the Central Office. 

     In those cases where a teacher wishes to place the order by phone, use the above process but note on the requisition 

form that you want to order by phone.  
     

VERY,VERY IMPORTANT NOTE:(Kentucky Laws governing purchases) 

 A requisition is NOT authorization to purchase. 

 A requisition is a REQUEST to have a purchase order issued! 

 A purchase order is the ONLY proper authorization for you as a staff member of the McLean     County School 

System to purchase ANY item. A staff member who purchases items in the name of the school without prior 

authorization and a purchase order is violating KY Department of Education regulations and KY State Laws.  

 You can and (WILL) be held financially responsible for any item you purchase without a purchase order. Check 

with your immediate supervisor for clarification and process all requests to purchase through your Supervisor. 

 

      

 

SCHOOL SAFETY 
 

SCHOOL SECURITY LOCK-DOWN PROCEDURES 
Sacramento Elementary is committed to being a safe facility for students and staff.    Teachers are assigned various 

supervisory duties, as are the administrators and counselors. 

School building entry are locked during the school day. This practice provides security to the building by 

allowing office personnel to observe and approve all visitors.  Please direct any visitors you may observe entering the 

building to the Office and discourage students from opening doors to allow visitors to enter the building except through 

the Office. 

Any suspicious person or activity should be addressed by the adult who observes it.  If there is no explanation for 

that person’s presence or actions, he or she should either be escorted to the office or the office should be called so that an 

administrator can assist.  ALL visitors to the building must go to the main office to obtain a visitor pass.  Any person who 

is not a teacher or student and does not have a pass should be considered suspicious and should be asked to go 

immediately to the office to check in. 
 

 

 

   

 

ROOM SECURITY 
 

At the close of the school day, each faculty member should be sure that his/her classroom windows are closed and the 

door is locked.  Also, window shades and the thermostat in each room should be manipulated by the teacher, NOT the 

students. 

 

Room keys are issued so that all possessions, both those of the teacher and those of the students, may be secured.  It is 

very important that teachers lock the classroom when they leave personal possessions in the room such as purses and 

bookbags while taking the class to the computer lab or library for work sessions.   

VISITOR POLICY 
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Adult visitors to the school should report directly to the Office upon arrival during school hours and obtain a visitor's pass.  

Visitors are NOT permitted in the classroom without permission from the Office.  Parents are encouraged to visit the 

school, the teachers, and the classrooms, but are asked to inform the Office upon their arrival. 

Necessary class materials brought by a visitor for a student will NOT be delivered until the end of the class 

period.  Items such as balloons, flowers, or other gifts will NOT be delivered to students due to disruption of school. 

 
FIRE DRILL PROCEDURES 

 

EACH SCHOOL YEAR WE ARE REQUIRED TO HAVE A FIRE DRILL AT LEAST ONCE PER MONTH.  THESE 

DRILLS WILL BE CONDUCTED THROUGHOUT THE SCHOOL TERM.  THEY MAY OR MAY NOT BE 

ANNOUNCED.   

 

PLEASE FOLLOW THE FOLLOWING PROCEDURES ANY TIME THE FIRE ALARM SOUNDS. 

 

1. SEND STUDENTS TO THE DESIGNATED EXIT ACCORDING TO THE MAP. 

 

2. AS YOU EXIT THE ROOM, MAKE SURE YOU HAVE WITH YOU YOUR GRADE BOOK AND YOUR PURSE 

OR PERSONAL ITEMS YOU MAY NEED. 

 

3. TURN OFF YOUR LIGHTS AND SHUT YOUR DOOR. 

 

4. TAKE STUDENTS TO DESIGNATED AREA OUTSIDE.  BE SURE STUDENTS ARE OUT OF THE MAIN 

DRIVEWAYS AND AWAY FROM THE BUILDING. 

 

 

IN THE EVENT OF AN ACUTAL EMERGENCY OR AN UNKNOWN CAUSE OF ALARM, YOU WILL BE ASKED 

TO TAKE STUDENTS TO THE BACK FOOTBALL AREA.  ALL TEACHERS SHOULD REMAIN ON DUTY 

UNTILL THE ALL CLEAR BELL IS SOUNDED OR OTHER INSTRUCTIONS ARE GIVEN. 

 

AT NO TIME WILL A STUDENT BE ALLOWED TO LEAVE CAMPUS WITHOUT WORD FROM THE 

PRINCIPAL OR HIS DESIGNEE. 
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WHEN THE TORNADO ALARM SOUNDS, STUDENTS UPSTAIRS SHOULD MOVE TO THE DESIGNATED 

HALLWAYS IN THE LOWER TWO HALLWAYS.  STUDENTS IN THE TOP HALLWAY SHOULD MOVE TO 

THE LOWEST FLOOR ALL STUDENTS SHOULD ASSUME THE APPROPRIATE PROTECTIVE POSITION AND 

STAY IN THAT POSITION UNTIL THE ALL CLEAR SIGNAL IS GIVEN. 

 

STUDENTS IN DOWNSTAIRS CLASSROOMS SHOULD MOVE TO THE INSIDE WALL OF THE CLASSROOM 

AND ASSUME THE APPROPRIATE POSITION. 

 

STUDENTS SHOULD STAY AWAY FROM DOORS AND WINDOWS. 

 

FOLLOW CHAIN OF COMMAND OR DIRECTIONS FROM EMERGENCY PERSONNEL. 

 

EARTHQUAKE DRILL AND RESPONSE PLAN 
ACTION 

1.  AT INDICATION OF FIRST SCHOCK, STUDENTS GET UNDER DESKS OR TABLES USING THE “DROP 

AND COVER” METHOD. STUDENTS NEED TO BE TURNED AWAY FROM WINDOWS AND BOOK SHELVES. 

STUDENTS SHOULD GET AS CLOSE TO THE INSIDE WALL AS POSSIBLE.  STUDENTS IN THE GYM 

SHOULD GO TO THE LOCKER ROOMS AS QUICKLY AS POSSIBLE. 

 

2.  STUDENTS SHOULD REMAIN IN SHELTERD POSITION FOR AT LEAST 60 SECONDS OR UNTIL SHOCKS 

SUBSIDE. 

 

3.  EVACUATE BUILDING USING FIRE DRILL ROUTES WHERE POSSIBLE. 

 

1.  ASSEMBLE ON THE PLAYGROUND OF SCHOOL. 

 

2. ACCOUNT FOR ALL STUDENTS AND ADULTS IN CLASSROOM. 

 

3. LIST CONDITIONS OF YOUR STUDENTS 

 

4. REPORT NAMES OF MISSING OR INJURED TO THOSE IN CHARGE OF RECORD KEEPING 
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Sacramento Elementary School 
Crisis Management Plan 

 

Safe School Procedures and Guidelines: 

Notify Principal  1
st
   (if time/possible) 

Call 911  (principal makes call if possible) 

Call Superintendent  (principal or secretary makes call if possible) 

If you are unable to notify the principal/secretary then call 911 
 

Bomb threat - move all 150 from building 

Evacuate as in earthquake drill (out the door with the awning) then move the students to 

the grassy area behind the ball field. 

Take the students to Faith Baptist Church if the weather is bad or directed by principal or 

police.  

Take roll book.  All students, employees, and visitors must evacuate. 

 

Evacuating to Alternative Site:   Faith Baptist Church  located behind FastFuel @ 1 block 

 

- Take key to church - this opens the side door  (in principal’s desk). 

- Walk in straight line to far side of ball field, cross road and proceed around the 

curve (walking in the yard of the homeowners - near the road), continue to the 

church.  

- All students, employees, and visitors must evacuate and go to alternative site. 

- Take roll book   -  do not take anything else from the room of the incident- the 

room is now a crime scene. 

 

*Take first aid supplies. 

*Take students’ address, phone number, parent name, etc.  

*Take emergency pick-up list for students. 

*Take name tags for school personnel. 

 

All school personnel will help with the students (instill calm, safe, & quiet). 

Take sign out sheet (or improvise).   

 

No student should leave without police permission. 

All students will be picked up from this site (with permission from police). 

No one will be allowed in the school other than authorized personnel. 

Do not speak to media - tell them someone will be by later to speak with them. 

Do not allow media to speak with any student. 

 

 

*office personnel                            

Robin will stay to help police (if there is no danger). 

Individual situations to consider: 
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 Notify principal first (if time/possible), call 911, call Superintendent. 

 

When all danger is passed and you have been notified… 

 

If crisis in which we stay in the building then we may want to move all students to 

the Gym and dismiss from there. 

 

We may want to place the media in the Library or in the Gym if the students are not 

in there.    (no one speaks to the media) 

 

If someone is injured then move all students from that area except injured or move 

injured to secretary’s office if you feel that is best for injured. 

 

Things to consider… 

 

How will you get your students that are in the restroom or out of your room on an 

errand?  

 

How will you keep your students calm and reassured? 

 

Who will you ask to help with your students if needed  (remember the cooks, special 

teachers, etc.)? 

 

How would you handle a lock down if the students were in the lunchroom, lobby, 

gym, or hall? 

 

Where would you go if your students were with a special teacher and we had a 

crisis? 
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Sacramento Elementary School 
Lockdown Procedures 

 
In the event of an emergency where it becomes necessary to secure the immediate safety of 

all students and staff, the administration of Sacramento Elementary will utilize the 

following procedures.  These procedures will be practiced routinely so that if such an 

emergency ever arrived, students and staff will not be alarmed and can execute the 

procedures without additional fear or anxiety. 
 

Step 1: 
 

An announcement will be made by office staff to place 

the school in lock-down status.   
 “Sacramento School is now in a lockdown procedure.  All students should report to the nearest 

classroom immediately.” 

If not specified in the announcement, teachers will 

remain in lockdown until Administrator, Custodian, or 

Office Staff opens the doors. 

 

All visitors will become a part of the lock down 

procedure and will not be allowed to leave the building. 
 

Step 2: 
 

Once the announcement is made, teachers will: 

 
1. Clear all students from the hallways by having them report to the nearest classroom.  

a. Belinda will check the upstairs hallway, south stairwell, and restrooms 

b. Starlene will check the downstairs hallway, north stairwell, and restrooms 

c. Mr. Farley will check the mid-level hall and restrooms 

d. Any adult without students will help to check hallways and restrooms 

 

2. Close and lock all doors, not opening again until crisis is over and authorized 

personnel open the doors.  

 

Sacramento Elementary School 
Lockdown Procedures 
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3. Cover all room (lower level) and door windows. 

a. Place a green paper over the window in your door if there is no danger in 

your room 

i. If you are missing a student(s): write the last name and grade level on a 

piece of paper and slide it under the door 

ii. If you have an extra student(s): write the last name and grade level on a 

piece of paper and slide it under the door 

b. Place a green paper in the lower left window of your room if there is no 

danger in your room 

 

4. Keep away from all doors and windows while moving students to interior walls and 

dropping to ground level. 

 

5. Remain quiet, and await further instructions. 
 If possible, an emergency e-mail or phone call will be sent out explaining the circumstance. 

 
 Duress code to authenticate any signal or instruction  OK Blue Jays… 

 If the person speaking on the intercom identifies themselves by name, you will ignore any 
instructions given.  The only instructions you will follow are those that are preceded by the 
phrase OK Blue Jays. 

 

 
 

 
 

 

DO NOT UNLOCK OR OPEN YOUR DOOR FOR ANY OTHER REASON, DESPITE 

WHAT THE PERSON ON THE OTHER SIDE      MAY BE TELLING YOU TO DO, 

EVEN IF IT IS A VOICE THAT YOU TRUST! 
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