
  
    Appendix A:


    Guidelines for Marking and Grading


    2.1. INTRODUCTION


    The Academic Affairs Committee is empowered by the State Education Department to make decisions regarding all aspects of granting credit in the school. It is composed of faculty members, students and parents who volunteer their time to take part in committee deliberations. During the 1992–1993 school year, all meetings were devoted to the development of school-wide guidelines for marking and grading, including the difficult problem of how to handle makeup assignments. This chapter reproduces the guidelines developed by this committee.


    Over the last few years, the District has issued Policy Statements on Marking and Grading, as well as other aspects of instruction. These are incorporated into CHAPTER 3 of this Handbook. None of the guidelines below are in conflict with those of the District; most provide concrete methods to implement them. This chapter is designed to:


    
      	Dispel myths about grading often held by students and even some faculty members.


      	Help all members of the school community understand the meaning of “cumulative grading.”


      	Provide guidelines and options for makeup work.


      	Familiarize faculty members with the concept of “authentic assessment”; i.e., alternative ways in which students may demonstrate mastery.

      


    


    This chapter is a delineation of official school policy, in support of the Superintendent’s policies incorporated into CHAPTER 3. It is a document in process. Suggestions for improvement should be directed to the Academic Affairs Committee.


    2.2. CUMULATIVE GRADING


    2.2.1. Myths of Grading


    If we listen to conversations in the halls and classrooms of our school, we will often hear the common misconceptions:


    
      	The first marking period doesn’t count.


      	Only the third marking period counts.


      	If you pass for the second marking period, you’ll pass for the semester.


      	Your third marking period grade will be the same as your second.


      	If all you do is participate every day, you’ll pass.


      	If you come to class every day, you’ll pass.


      	If you don’t show your parents your report card, it doesn’t exist.


      	Nothing happens during the first week of school.


      	Nothing happens during the last week of school.


      	If you never turn in your Delaney card, you can’t fail.

      


    


    When both faculty and students understand the grading process, particularly the concept of cumulative grading, all these myths are dispelled.


    2.2.2. Cumulative Grading


    Simply put, this means that report card grades reflect and include ALL the work done up to the closing date for a particular marking period. This sounds simple, but, unfortunately, many students find this concept hard to understand. It is important that all faculty members make this clear to their students at the beginning of every semester when the course outlines are distributed and discussed. This should be reinforced when grades for the first and second marking periods are explained. Here are three ways you can do this.


    FIRST, VERBAL DEFINITION: Each report card grade reflects ALL the work done up to that date. Therefore:


    
      	The first marking period grade includes all the work done from the first day of the semester.


      	The second marking period grade includes all the work done for BOTH the first and second marking periods.


      	The third and final marking period grade includes all the work of the FIRST, SECOND and THIRD marking periods—all the work done since the first day of the semester.

    


    SECOND, A GRAPHIC ILLUSTRATOR:


    
      
        	GRADES INCLUDED

        	1st REP CARD (5 WEEKS)

        	2nd REP CARD (12 WEEKS)

        	3rd REP CARD (FINAL GRADE)
      


      
        	DAY 1-END OF 5 WEEKS

        	XXXXXXXXX

        	

        	
      


      
        	DAY 1-END OF 12 WEEKS

        	XXXXXXXXX

        	XXXXXXXXX

        	
      


      
        	DAY 1-END OF THE SEMESTER

        	XXXXXXXXX

        	XXXXXXXXX

        	XXXXXXXXX
      

    


    Each of the report cards includes ALL the grades from the first day of the semester.


    THIRD, TWO EXAMPLES OF HOW CUMULATIVE GRADING MAY WORK


    [image: ]


    Explanation: This student did well in the third and final marking period, but overall for the entire semester did poorly:


    
      	Only 15/30 homework assignments were done (50%)


      	Only 10/25 quizzes were passed (40%)


      	Only 5/10 tests were passed (50%)


      	Only 4/10 reports or projects were passed (40%)


      	Participation for the semester was poor

      


    


    NOTE: The student could have asked for a makeup assignment for the poor work done during the first and second marking periods. (See SECTION 2.3 following.)


    Explanation: This student did poorly in the third and final marking period, but overall for the entire semester did passing work:
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      	19/30 homework assignments were done (63%)


      	18/25 quizzes were passed (72%)


      	6/10 tests were passed (60%)


      	6/10 reports or projects were passed (60%)


      	Participation for the semester was average

      


    


    The above are generic examples. In different subject areas, different weight might be given to different criteria. Because passing Regents is a graduation requirement, the importance of test grades in all subject areas has increased. To help students understand your grading criteria, you might want to create your own samples for Student A and Student B and discuss them with students.


    Finally, Student B illustrates the type of student who has “built up credit” with the teacher. He or she is likely to see the teacher during the third marking period to explain the circumstances behind the poorer work and to seek a project to help raise the final grade. A teacher of Student B would be very likely to speak with the student to see if there are any problems and, if appropriate, to make a referral to the guidance counselor.


    2.2.3. Bringing the Students into the Grading Process


    Students should be fully aware of how they will be graded. This should be explained in the course outline and requirements, distributed during the first few weeks of each semester.


    At the end of each marking period, students should be informed as to how their grades were computed. This can be done in several ways:


    
      	Give each student a detailed explanation sheet


      	Devote part of a lesson to an explanation


      	(Preferred method) While students are working on a class assignment, meet with each individually and confidentially explain the grade—and, if necessary, what makeup work the student needs to do.

      


    


    CAUTION: It is inappropriate to discuss any student’s grade in front of one or more classmates. A student’s grade should NEVER be shared with other students. If grades are posted, use student ID numbers, not names. Revealing a student’s poor grades to other students could be considered demeaning to the student and fall under the category of verbal abuse (see CHAPTER 10: LEGAL MATTERS).


    2.3 MAKEUP WORK


    2.3.1. Introduction


    Some students are afraid to approach teachers regarding makeup assignments. Some are tired of hearing “the lecture.” As teachers, we must be aware of this and it is our professional responsibility to reach out to those students who are delinquent in their work and frequently remind them of what they must do in order to pass.


    2.3.2. Makeups for Major Reports, Projects, and Assignments


    It is our professional obligation to permit students to make up work. However, we also have an obligation to be fair to the entire class so that a student receiving a makeup is not being given any special advantage or reduced work.


    1.Unfair/Ineffective Methods


    There is an inherent unfairness in two of the commonly used methods of permitting students to do makeup work:


    
      	The “minus x number of points a day late” method is ineffective. If the maximum grade is still a failure, why should the student bother?


      	The “accept as complete without a grade” method is unfair to the other students who turned in work on time. They have their average reduced by a poor grade while the late student has no grade averaged in.

    


    2.Preventing Late Assignments


    The best way to deal with the late assignment problem is to prevent it. Here are some suggested strategies:


    
      	Give major projects in distinct segments with due dates for each. Students will be less intimidated by these smaller steps. If one assignment is missed, it will not negate the entire project and will give the teacher a chance to speak with the student prior to the due date for the entire project.


      	Provide students with very specific instructions on a handout and conduct lessons on how to complete the report or project. These instructions should include a clear explanation of the grading criteria or rubric to be used; a statement of the instruction and help the teacher will provide students; and a clear statement of the penalties for lateness (see below).


      	Teach through modeling; i.e., actually do a sample assignment or project with the class to provide a model for the students to follow.


      	Use cooperative learning methodology; i.e., have students share their work in different stages so that peer assistance may take place.


      	Use formative grading criteria; i.e., a report or project may be re-done for a higher grade.


      	If more than one similar project or report is to be done during the semester, the first one submitted may be used as a basis for lessons on how to improve future projects or reports.


      	Completed work could have an audience other than just the teacher: oral sharing of reports and/or attractive displays of student work in the classroom.

    


    3. Fair Makeups


    Of course some students will turn in work late regardless of all your efforts. A lateness penalty which is fair to all students could employ two procedures:


    
      	The “minus x number of points a day” will suffice for a limited number of days and is an easy and relatively fair way to handle students who turn in work within a FEW days of the due date.


      	For reports or projects that are more than a few days late, require makeup work that is more demanding than the original assignment to compensate for the extra time given.


      	The instruction sheet for the report or project should clearly indicate the penalties for lateness in advance. In addition, a good policy for all major projects and reports is a tear-off at the bottom signed by the student, verifying that he/she received and understood the instruction sheet. Here is an example of the type of lateness penalties you might include in your instruction sheet for a 1,000 word report with three secondary sources:

        Lateness penalties:


        
          	If the assignment is 1–5 days late (weekends and holidays included), -2 points for each day late.


          	If the assignment is 6 to 15 days late (weekends and holidays included), it must be 1,500 words long and include five secondary sources.


          	If the assignment is 16 to 25 days late (weekends and holidays included), it must be 2,000 words long and include eight secondary sources.


          	If the assignment is over 25 days late (weekends and holidays included), it must be 2,500 words long and include 10 secondary sources.


          	o All work must be submitted on or before the last day for makeups listed in the school calendar.

        

      

    


    2.3.3. Makeups for Major Examinations


    Some students are legitimately absent for major examinations. However, some absent themselves due to fear or anxiety. Before discussing legitimate makeups, therefore, we should examine ways that teachers can better prepare students for major examinations to reduce anxiety and test-phobia and encourage attendance.


    1. Preparing Students for Examinations


    
      	Issue a “study sheet” before each major test. Include sample questions to familiarize students with the type of questions they can expect; include a detailed list of what material will be covered.


      	Prior to the first major test, teach students how to write an essay. Many students know the facts but not how to organize them. This is a skill every teacher should teach every semester.


      	Use cooperative learning methodology to help students review for a test. For example, create study groups with each member of the group responsible for presenting a succinct review of part of the material on the test.


      	Teach students how to deal with test-phobia by reviewing good study techniques early in the semester. For example, students should be told that an unwritten homework assignment every night is to review all their notes on a regular basis.


      	Help students understand that while test grades are important, a report card grade is not based on any single test mark, but on all the work they do. In essence, students must try to establish a “good credit rating” so that one test is not crucial to the final grade. Students who do well all along rarely fail if they are legitimately absent from an examination because the teacher has enough other materials to determine a fair grade. Students who are continually remiss in attendance and assignments, however, have no “credit rating” and will find that missing a test could easily lead to failure.


      	Students who qualify for special testing procedures or whose native language is not English may need special assistance. Teachers need to be aware of this and make arrangements to provide these students with help.

    


    2. Legitimate Forms of Makeup for a Major Test


    Teachers take a significant amount of time to create a fair and valid test with Regents-style multiple choice questions and essays. It is not appropriate for absent students to expect teachers to make up a parallel examination just for them. There are several ways to deal with absence.


    
      	Have a system whereby the lowest examination grade in any semester is dropped. A student absent for one test, therefore, has this “0” grade dropped and no makeup is necessary.


      	Delay the return of any graded examinations by a day or two. Students absent on the day of the exam can then be given the same test. You can arrange for them to do this before or after the regular school day or in the back of the classroom of a colleague. You may also arrange for them to take the test in the After-School Peer Tutoring Program.


      	Prepare a shortened, alternative version of the test, requiring short essays. Over time, many teachers develop files of tests with such alternates so that this becomes relatively easy.


      	Use an all-essay makeup examination.


      	Give an oral examination.


      	Carefully examine the student’s notebook to determine that all notes are there and count this as a test grade.


      	Give an alternate project or assignment with an inflexible due date.


      	Departments could create a library of examinations for each unit or topic, making it easier for teachers to find alternate questions or tests. Departments could develop uniform unit tests with A and B versions.


      	Each department has access to computerized test programs whereby a teacher could create an alternate exam with relative ease.

    


    2.3.4. Makeups for Homework Assignments


    Different departments place different weight on the completion and submission of homework assignments. In mathematics, for example, homework is a minor component of the grade (if students don’t do it, they rarely pass the tests which are very important). In English, on the other hand, homework is far more important because it often includes Regents preparation essay work. The greater the importance of homework assignments, the more a teacher is obligated to establish makeup procedures and make students aware of them.


    The following is a list of suggested procedures. Which combination a teacher selects depends on the class and type of assignment. As with major reports and projects, however, it is important that students know the makeup procedures in advance.


    
      	Any missed assignments may be made up and submitted within x number of days. A student may borrow a classmate’s homework log to find out the assignments missed.


      	Assign a project related to class work acceptable for an agreed upon number of delinquent assignments. This could take the form of an oral report, which would benefit the entire class.


      	Assign problems or questions from the textbook.


      	Require the student to attend one tutorial session before or after school for each assignment missed.


      	Require participation in an after-school activity.


      	Devise a pre-existing list of assignments from which students may select makeups. This could require students to report on subject-related television programs, movies or periodical articles.


      	If students are required to keep open-ended journals, extra journal work could be required.


      	Have a policy whereby a student may miss one homework per marking period without penalty. A variation would be one out of every eleven assignments without penalty.

    


    2.3.5. Makeup Cutoff Date


    So that teachers will have time to fairly grade makeup work, a cutoff date for makeup work will be established each semester, about five days prior to the due date for final grades.


    2.4. ALTERNATIVE METHODS OF ASSESSMENT


    All of the procedures and ideas suggested so far in this chapter fall under the category of “Traditional.” Today, however, educational researchers are looking at alternative or authentic methods of assessment which take into consideration the individual learning style of each student and often try to relate evaluation to the real-life tasks students will face in the future. Just about every educational journal in any subject field will have an article on this type of assessment.


    Of course, in an academic-vocational school, authentic assessment is nothing new. In the occupational classes, students are usually judged on the designs and patterns they create; the draping of garments; the actual construction of garments; the advertisements and illustrations they draw and paint; their creation of simulated business plans and PowerPoint presentations; their proficiency in handling real-life jobs in the Boutique. The whole concept of occupational education is to prepare students for the real world of work so assessment tends to be very “authentic.”


    The purpose of this section is not to deal comprehensively with this topic, but to make you aware of some of the alternatives being written about and actually used in schools around this nation. You may want to research further information yourself or experiment with some of these ideas in your classroom.


    2.4.1. Authentic/Alternative Assessment: A Potpourri of Ideas

    



    
      	Portfolio Assessment: This is the most commonly used method mentioned in the literature and it takes many forms. The bottom line is that students keep a folder of all their work for the semester. Periodically, it is evaluated as a whole, with the teacher looking for improvement over the course of time. In some cases, students select a pre-determined number of exemplary pieces from the portfolio to be evaluated. This evaluation could form the basis for the entire grade for the semester or a significant part of it.


      	Oral Assessment: This can take many forms, as students individually or in groups defending an idea or position; debates; presentations; etc.


      	Performance Assessment: A student or group of students may put on a performance, create a DVD or PowerPoint presentation, etc., related to instruction which demonstrates mastery of skills and course content.


      	Job Related Assessment: A teacher may determine that a student’s experience in an after-school job is course-related and grant the student credit for keeping a log, reporting on experiences, getting a job evaluation from an employer, etc.


      	Community Service Assessment: A teacher may determine that a student’s experience giving community service in the school or neighborhood is course-related and grant the student credit for keeping a log, reporting on experiences, getting a statement of service from the head of the agency, etc.


      	Life Experience Assessment: Some of our students are self-supporting; some are responsible for the household in which they live. A teacher may determine that a student’s life experience is course-related and grant the student credit for keeping a log and/or reporting on these experiences.


      	Special Participation Assessment: Some of our students are faithful participants in after school activities or out of school programs (Saturday art workshops, SAT preparation courses, etc.). A teacher may determine that this participation is course-related and grant the student credit for verifying and/or reporting on participation.

    


    2.4.2. Alternative Assessment and Multiple Intelligences


    Multiple Intelligence (M.I.) Theory tells us that different individuals learn in different ways. The more intelligences we address in our instruction, the greater the learning, on an exponential basis, will take place. As more connections are made between the different learning areas of the brain, the greater the understanding and the higher the retention rate. Most educational psychologists agree that there are eight types of intelligences. Here is a summary of them with some descriptors:


    [Short descriptions of linguistic/verbal, logical/mathematical, visual/ spatial, musical/rhythmic, bodily/kinesthetic, naturalist, interpersonal, and intrapersonal were provided.]


    Of course, there are overlapping intelligences and all people possess all intelligences in some degree. M.I. Theory says that teachers can help their students develop all their intelligences by incorporating methods suitable for each into their instruction. And, by doing so, they will reach more of their students by addressing the dominant learning styles of each.


    In general, instruction in English, mathematics, science, social studies and foreign language tends be solely Verbal and Mathematical. It is important for the teachers of these subjects to remember that they are teachers—success stories—because they learned using these intelligences. However, these may not be the learning styles of the majority of people. In this school especially, we know that many of our students learn best through the Visual and Bodily modes.


    If we accept M.I. Theory, we would feel that students may demonstrate mastery of course objectives in different ways. Traditional grading methods, like those previously described, do not always allow for this. In the traditional mode, we are saying that the student’s grade is the average of all the forms of evaluation we use (most of which are either Verbal or Mathematical). In the alternative or authentic mode, we would say that the students should be evaluated on the basis of the method that best suits his or her learning style. In both modes, the student must demonstrate mastery of course objectives and content; however, the alternative mode is far more varied and individualized.


    2.4.3. The Case of Traditional Assessment


    The discussions of alternative assessment and M.I. Theory are not without controversy. The traditionalists often respond:


    
      	Students cannot know and often cannot determine their future careers. Current studies show that students may change careers up to five times over the course of their lives. Therefore, a student needs to demonstrate mastery in a variety of modes, not just the one that fits his or her unique learning style. Employers care little about learning styles: They want all workers to produce according to the guidelines of the company, not the styles of the employees.


      	While life experiences, etc., do demonstrate that students are having success in areas they need, they do not really relate to the academic objectives of the City and State.


      	Alternative Assessment is unfair to students who still have to face the traditional assessments of the Regents and SATs, where everything is Verbal and Mathematical. Only when these tests are altered to include alternative assessments and multiple intelligences, should the teacher do so in the classroom.



    


    Perhaps the question we as professional educators must ask ourselves is: How can we evaluate student performance so that individual learning styles are respected while at the same time teaching mandated curriculum and preparing students for standardized examinations? There are no easy answers.

  


  
    This appendix is adapted from chapter 2 of the Teacher Handbook of the High School of Fashion Industries, New York City, 2002 edition.

  


  
    Appendix B:


    Sample Weekly Bulletin


    WEEKLY BULLETIN: WEEK BEGINNING SEPTEMBER 9, 2002


    Monday, September 9: Mass Drop


    All programs not distributed will be “mass dropped.” If you know a reason why any student did not pick up a program, please see Ms. Arnold.


    Tuesday, September 10: Regular Bell Schedule


    Program changes for all “0” freshmen OP classes ONLY beginning period 1 in the auditorium.


    Wednesday, September 11: Regular Bell Schedule


    Program changes for all “9” sophomore OP classes ONLY beginning period 1 in the auditorium.


    Thursday, September 12: Regular Bell Schedule


    Program changes for all “7 and 8” junior and senior OP classes ONLY, beginning period 1 in the auditorium.


    Friday, September 13: Regular Bell Schedule


    Program change makeup date, beginning period 1 in the auditorium.


    WEEKLY BULLETIN NOTES


    1.Please Announce to All Students: No Loitering Outside of the School!


    Students who arrive to school early should enter the school building. The cafeteria is open. The library is open on most mornings. Students should NOT sit on our neighbor’s property. Several buildings across from and adjacent to the school have gates in front of their entry steps. I have been informed by the 10th Precinct that non-residents going inside these gates are criminally trespassing and are subject to arrest.


    2.Student Solicitation for Charitable Organizations


    Every year, several students want to engage in solicitations or fund-raisers for a variety of charitable organizations. While these students are to be commended for their commitment to community service, they are NOT allowed to engage in such activities on school property. Any students engaged in such activity must be reported to the deans immediately. The only fund-raisers permitted on school property are those officially sponsored by the Student Organization (COSA) or the Parents’ Association and approved by the principal.


    3.Lockers


    Students should use the same lockers they were issued last year. Students new to the school should listen to the announcements to hear information about purchasing locks and obtaining their locker assignments.


    4.Faculty and Department Conferences


    All faculty and department conferences are held on Mondays. The tentative dates are indicated on the semester calendar distributed at the Opening Day Conference. They are also listed in the Calendar Notes that appear at the end of each Weekly Bulletin. Please do not make any appointments on Mondays during the school year. This way you will ensure you will be free for these contractually required meetings. Most of the faculty conferences for the school year will permit teachers to work in self-determined Faculty Project Groups, as described at the September Conference.


    5.Per Session for 2002–2003


    Per Session Activities are posted in 201. A list of the anticipated activities was distributed at the Opening Day Conference. Tuesday, September 10th, is the closing day for applications. If not all positions are filled, applications will continue to be accepted for specific activities, with priority going to the earliest applications. Reminder: Even teachers with retention rights in a particular position must apply. Because of budget cuts, many activities have been eliminated or had the hours reduced. Please apply for these positions as usual so that if extra funds become available and the activity is restored, your application will be on file.


    6.Committee Volunteers


    Last week’s Opening Day folder included forms whereby you could volunteer to serve on established school committees. If you are interested, please complete and return the form to Ms. D——— in 819 by the end of the day on Friday, September 13th.


    7.Opening Day Folders


    If you did not pick up your Opening Day folder last week, please see Ms. D——— in 819 for your folder.


    8.Program Changes


    Students in need of program changes will be able to obtain them by meeting with their counselors and school programmers in the auditorium this week. The schedule appears in the day-by-day schedule at the beginning of this bulletin.


    9.Fire Drill Notes


    We must have several fire drills this semester. We will try to complete these while the weather is still agreeable. Please review Section 10, pages 74 to 80 of your Teacher Handbook. Page 74 gives a succinct summary of procedures. Please Note: During the ringing of the fire bells, the class lines up at the door inside the classroom. The class does not leave until you hear the CONFIRMING GONG.


    It is easy to be complacent about fire drills when we rarely have problems with fires. However, this school is a 10 story building and, in the event of a real fire, a quick evacuation is essential. Please impart to students the importance of following the procedures summarized on page 74 of your Handbook. In some schools, it is common practice for teachers to carry their Delaney Books with them during a fire drill. Rationale: In the event of a real fire, the firefighters will ask if all the students in the school are out of the building. Each teacher will be asked to “count heads” using their attendance records for the day to know who was present. This is a good practice for all of us to follow.


    10.Keep Our School Clean


    We can all help to keep our school clean. Encourage students to use the trash cans in the classroom and in the hallways. When appropriate, discuss keeping the school clean with students and have them encourage their classmates to use the trash receptacles.


    11.Classroom Intercom Phones


    The phones in each room are intended for emergency use only. Emergency numbers have been pasted inside the boxes. If the phone in your room does not work or there are no numbers posted, please inform Mr. S——— in 201 immediately.


    12.Evening School Registration


    Please inform all students that Evening School registration is continuing in their guidance counselor’s office.


    13.Highlights of the School Year


    As good things happen, please send the principal a note. Describe the “happening” and give the correctly spelled names of the students involved. As you know, these events are published in a Highlights of the School Year brochure and used for positive PR with visitors to the school, members of the apparel industry, and the media.


    14.Legal Reminders


    
      	Chancellor’s Regulation A-105: If any Board of Education employee is arrested for any reason, this arrest must be reported immediately to the Office of Personnel Investigations, XXX-XXX-XXXX, and immediately and in writing to the principal. This reminder falls under the provision of Protect Yourself! Even if the arrest is eventually dropped, not reporting it as required by the regulation can have serious consequences.


      	It is inappropriate for employees of the Board of Education to conduct “personal business” in a school or Board of Education office when assigned to perform their regular duties. To engage in such activity constitutes “misconduct.” It is the principal’s responsibility to make the staff aware of this.


      	Conflicts of Interest: The Board of Education regulation governing Conflicts of Interest is fully described on page 72 of the Teacher Handbook and basically prohibits any Board of Education employee from having an interest in, or being an employee of any firm that has business dealings with the City of New York. Keep in mind that almost every business in the city does business with the City in some way or other! If you have any doubts in this matter, contact the NYC Conflict of Interest Board, 2 Lafayette Street, Suite 1010, New York, NY 10007. Waivers may be applied for in appropriate situations.


      	Carefully read ALL of Section 9 (pages 69–73) of your Teacher Handbook (Legal Matters).

    


    15.Student Monitors


    Many students “do service” in different offices and for different staff members, usually during their lunch periods or the rare open period in their schedules. When you have a student monitor, you are officially supervising this student and you should maintain a written record of his/ her attendance. In the principal’s office, students must sign an attendance form each day. All staff should adopt a similar procedure.


    CALENDAR NOTES, FALL 2002

    



    Monday, September 16: No School—Yom Kippur


    Thursday, September 19: Parent Assoc. Meeting, 6:00–7:30, Room 821


    Monday, October 7: Faculty Conference (Project Groups Meet)


    Friday, October 11: First Marking Period Ends


    Saturday, October 12: Open House; PA Meeting


    Monday, October 14: No School—Columbus Day


    Saturday, October 19: PSAT Testing


    Monday, October 21: Department Conferences


    Thursday, October 24: Parent-Teacher Even Confer, 5:30–8:00


    Friday, October 25: Parent-Teacher Afternoon Confer, 1–3


    Monday, November 4: Faculty Conference (Project Group Meet)


    Tuesday, November 5: Staff Development Day


    Monday, November 11: No School—Veteran’s Day


    Thursday, November 15: Multicultural Extravaganza Assembly PA Evening Program—Auditorium


    Monday, November 18: Department Conferences


    Tuesday, November 26: Midterm Examinations


    Wednesday, November 27: Midterm Examinations; 2nd M.P. Ends


    Thursday, November 28: No School—Thanksgiving


    Friday, November 29: No School—Thanksgiving


    Monday, December 3: Faculty Conference (Project Groups Meet)


    Friday, December 6: JHS Counselors’ Open House


    Monday, December 9: Department Conferences


    Wednesday, December 18: Uniform Examinations in All Subjects


    Thursday, December 19: Uniform Examinations in All Subjects


    Friday, December 20: Uniform Examinations in All Subjects


    Monday, December 23: No School—Winter Recess Begins. No School until Tuesday, January 2


    Thursday, January 2: School Re-opens


    Monday, January 6: Faculty Conference (Project Groups Meet)


    Thursday, January 9: Parent Assoc Meeting, 6:00–7:30, Room 821


    Monday, January 20: No School—Dr. Martin Luther King Jr. Day


    Tuesday, January 21: Last Day Makeup Work Will Be Accepted


    Monday, January 27: Regents Begin

  


  
    Appendix C:


    Sample Parent Newsletter Article


    SCHOOL POLICIES REGARDING HEALTH, SAFETY, AND MEDICATIONS


    We take the health and safety of our students very seriously. This article is intended to make you aware of our most important policies regarding the health and safety of your child.


    Medications


    We know that many students take prescription medications. Students are encouraged to take these medicines as prescribed while they are in school. If a child is self-conscious about doing so, he or she is welcome to go to the Health Clinic, Room 343, to take his or her medication there.


    The school itself cannot give any medicine to any child, not even an aspirin. Students should not share their own medications with other students; to do so is potentially dangerous, for what works for one student could be harmful to another.


    Students who take prescribed medication for chronic conditions, such as asthma, are advised to register with Ms. Flower in Room 343. If possible, they should bring in an extra prescription of their medicine. Ms. Flower will keep this medicine in a secure place so that the student can ask for it if he or she leaves prescribed medicine at home. (Since this is a doctor’s prescription, it would be the doctor, not the school, dispensing the medicine.)


    School Clinic


    Room 343 is a Health Clinic. Students who feel ill or have a minor accident can go to the Clinic for help. Ms. Flower coordinates the Clinic with the help of a Health Aide. Even though the school may not dispense any medication, clinic personnel may dispense band-aids and bandages, call for emergency medical treatment, inform parents, and provide students with health information. Clinic personnel have a fine relationship with Emergency Medical Services and the emergency room at Manhattan Hospital, located a few blocks from the school.


    Immunization


    The Clinic also handles immunization records. New York State Health Department regulations require that all student entering high school show proof of the following immunizations: 3 polio, 3 DPT, measles, mumps, and rubella. Ms. Flower will speak to students with incomplete records and send a letter home. Once a letter is sent home, the student has two weeks to comply with the regulations or be excluded from school.


    Medical Emergencies


    There are about 1,800 teenagers on register at this school. Many come to us with medical problems ranging from the simple to the serious. In addition, as in any organization with 1,800 adolescents, accidents happen. By law, the school oversees the health and safety of your children while they are in our care. This is a responsibility we take very seriously. We have a Health Clinic where students can receive first aid and where parents can be called in cases of emergency.


    We do not take chances with the health of the children in our school. If a child is having difficulty breathing or demonstrates any other potentially serious problem, we call 911 and have EMS come to the school. Often, the child is taken to a local hospital, usually the Manhattan Hospital’s emergency room. We do not
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