File:  GCLA


DUTIES AND RESPONSIBILITIES OF TEACHERS

A. Textbooks: All textbooks are the responsibility of the teacher. A complete textbook record of the student's name, book number and the condition of the book will be kept by the teacher. 

B. Student Count: Turn into the office the number of students in each grade by the end of the registration day. 

C. Class Routine: The first day of school should be utilized to explain briefly the course of study and what will be expected of the students in regard to lessons, grading, homework, and discipline. 

D. Supplies: Supplies needed during the school year shall be ordered from administration. 
E. Working Hours: Teachers will be expected to be in the building at 7:30 a.m. and should remain until 4:30 p.m. unless involved in athletics, music, etc. Under no circumstances should a teacher leave the building during the school day without contacting the Principal or Superintendent first. Teachers should be in their classrooms at 7:45 a.m. 

F. Classroom Management: High standards should be established in regard to order, neatness, scholarship, and control of the classroom. 

G. Discipline: A teacher is obligated to see that disciplinary measures are taken for any act of misconduct committed by any student at any time at any place in the school or on school property.  Teachers are expected to handle their own disciplinary problems, however, serious or continued problems should be referred to the office. When a student appears in the office he/she will be called into a conference with the teacher. 

H. Classroom Supervision: Never leave a classroom unsupervised. 

I. Scheduled Events: All calendar dates for regularly scheduled school events should be submitted to the office for approval. Such events would include field trips, music programs, special meetings, contests, school plays, etc. 

J. Class Sponsors are appointed by the principal. 
K. Class meetings will be scheduled by the sponsor with prior permission by the principal. 

L. Class Meeting: It will be the duty of the sponsor to see that meetings are conducted according to Roberts Rules of Order. 

M. Sponsor Present: The sponsor should be present at all class meetings and all extra curricular activities sponsored by their class. No group is to meet without a sponsor or be left unsupervised at any time. 
N. Class Functions: The class sponsor is responsible for all class functions. Before any event can be scheduled, the sponsor must see to it that the class has submitted an activity request to the principal at least on week in advance and that the plans have been approved. Any questions about who is allowed to attend these functions should be cleared by the principal.

O. Fairness: Each teacher is reminded that no special treatment is to be given any student without arrangement with the administration. 

P. Calls From Class: Teachers are not to call students from other classes except in cases of absolute necessity, and then only after the request is approved by the other class teacher. 

Q. Students Leave Building: Students may not leave campus, with principal permission only. 

Adoption: February 26, 1991

Re-Adoption Date:  September 26, 2006

