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ABSENCES 

 

STUDENT ABSENCES 
 
The school nurse must be notified of all children who are chronically absent.  The 
name of any student who is absent an excessive number of days must be 
submitted to the Principal.  Students are required to furnish their homeroom 
teacher with a note, signed by the parent(s)/guardian(s), stating the reasons for 
their absence.  If the written note is not submitted following the return from an 
absence, the student shall be detained after school. 
 
Each classroom teacher is responsible for the checking and recording of all 
absentee students.  This responsibility must not, under any circumstances, be 
assigned to a student.   
When a student is tardy, he/she must be listed on the attendance form as such.  
Students who are tardy must report to the office and sign in prior to entering the 
classroom. Students still in the hallway or at their lockers are considered tardy. 
 
The attendance report form must be sent electronically to the office no later than 
8:10 a.m.  Attendance must be checked prior to the beginning of each 
class.  Please report any discrepancies to the office immediately. 
 

All notes indicating a change to a student’s district assigned transportation 
arrangement or early dismissals must be sent to the office during homeroom. It 
should be part of the teacher’s normal homeroom routine.  
  
RELIGIOUS HOLIDAYS & PUPIL ABSENCE 
 
“On February 16, 2011, the State Board of Education adopted a resolution 
regarding the list of religious holidays permitting pupil absence from school for 
the 2013-2014 school year.  The list can be found on the department’s website 
listed below. 
 
 http://www.state.nj.us/education/genfo/holidays.htm  

 
CLASS COVERAGE 
 
The office staff does not have authority to make administrative decisions related 
to staff members or students. 
 
If, for any reason, you must leave your classroom, please notify the office. The 
Principal will make arrangements for someone to supervise your class.  Please 
do not make arrangements with a colleague for coverage of your class.  Should 
any type of unexpected incident take place, we do not want you, or the school, to 
be found negligent.  Students are never to be left without adult supervision.  All 

http://www.state.nj.us/education/genfo/holidays.htm
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teachers must monitor the hallways during class changes by standing in 
the corridor of their classroom.    
 
Permission to leave the building during your preparation periods may be granted 
by the Principal.  Please sign-out in the office. 
 
 
 
 

COMMUNICATION 
 

TELEPHONE USAGE  
 
Classroom phones have been provided to improve communication between 
school and home.  Teachers may use these phones to receive messages from 
parent(s)/guardians(s) and to return these calls.  Personal local telephone calls 
may be placed from your classroom phone or from the phone in the main office 
where a record of the call should be noted on the Telephone Log.  Teachers 
may not receive or make calls on their personal cell phones during 
instructional time.  This also includes receiving or sending text messages.  
Teachers should not use their personal cell phones to contact parents/guardians 
or students.  If an emergency arises and a teacher must communicate by 
personal cell phone, the Principal will arrange for coverage of the teacher's class. 
 

 

CURRICULUM 
 

LIBRARY RESEARCH 
 
Library research is a curriculum initiative for grades 6, 7 and 8.  The Media 
Specialist and Computer Teacher will be teaching the research classes.  The 
research topics will be related to the Common Core Standards/New Jersey Core 
Curriculum Content Standards and will feature exciting content that will prepare 
students for future writing projects.   
 
ACADEMICALLY TALENTED (AT) 
 
Students in Grade 4-8 may have the opportunity to participate in an Academically 
Talented (AT) program.  Students who are selected to participate in the AT 
program can be identified as academically talented by a variety of measures: NJ 
ASK scores, student report card grades, and teacher recommendations.  
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DAILY SCHEDULE 

   

7:35 am Teachers arrive  

7:45 am Students arrive  

7:55 am  AM homeroom begins  

2:25 pm  Students dismiss (Fridays and days preceding a 
holiday-teachers depart) 

2:25 pm – 2:55 pm  Teachers remain after students depart  
 

 

DISCIPLINE 
 
The West Long Branch Board of Education approved Policy #5131, 
Conduct/Discipline, on August 26, 2003.  Each teacher must establish classroom 
rules and related consequences with his/her students.  The rules and 
consequences must then be prominently displayed in the classroom.  It is also a 
good idea to share your classroom rules with parent(s)/guardian(s) and actively 
involve them in their children's conduct.  
 
Good discipline is the responsibility of all staff members.  Your intervention in 
inappropriate student conduct is needed and expected.  Teachers must serve as 
role models for our students.  Teacher attitudes and actions must be professional 
at all times.  The use of sarcasm, anger, yelling, and bullying behaviors by 
teachers toward students is unacceptable.  Fairness, firmness, and consistency 
must be included as the basis of your classroom discipline system.   
 
Consequences for inappropriate behavior must be clearly established.  
Detentions should not be used as a consequence for academic inadequacy or 
social and emotional deficiencies.  The teacher should discuss student problems 
of this nature with the Principal.  In addition, consequences may not include 
punishment lessons, extra work, the writing of rote words/sentences, or 
whole class punishment.   
 
If a detention is issued to a student-athlete, the teacher must send a copy of the 
detention notice to the office on the day of the infraction.  The office will notify 
the coach of the detention.  This will also be the day that the student-
athlete does not participate in the organized activity.  The teacher issuing the 
detention determines the day the student actually serves the detention.  Buses 
transporting students to games will not wait for a student to serve a detention. 
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Disciplinary referral forms must be filled out when making any disciplinary referral 
to the Principal's office.  Make sure you indicate on the Discipline Referral Form 
the nature of the misbehavior and what actions you have already taken.  
Parent/guardian contact will be made to discuss the disciplinary issue and to 
elicit their help in addressing the problem.  Please follow the Code of Student 
Conduct for referrals to the Principal’s office. 
 
The teacher should refer students to the office if they are in danger of hurting 
themselves or others, if they are unable to control their behavior verbally, or if 
their misbehavior is repeated or chronic.  Teachers who send students to the 
office for minor disciplinary infractions undermine their own classroom 
management practices.    
 

 

DUTIES 

 

Emergency and Substitute plans should reflect the duties listed below.  If a 
teacher has a conflict with a particular duty, please contact the Principal.  
Bulletin Boards should be completed before the opening of school for 
students on September 9, 2013.  
 

BULLETIN BOARD DUTY 
 
4th Grade Board (Between Rm. 8 & Rm. 9) 
 

September  Ellen Scherr 

October  Nicole Greco 

November Nick Cammarano 

December/January Karina Gervolino 

February Ellen Scherr 

March Nicole Greco 

April Nick Cammarano 

May/June Karina Gervolino 
 

5th Grade Board (5th Grade Wing Above Water Fountains) 
 

September  Jen Cosgrove 

October  Megan Heslin  

November Christina Hess 

December/January Joan Maiorella 

February Jen Cosgrove  

March Megan Heslin  

April Christina Hess 

May/June Joan Maiorella  



 

5  

 
 

 

6th Grade Board (6th Grade Wing Left of Office Stairway) 
 

September  Rich Marvulli 

October  Denise Mitchell  

November Karen Sandoz/James Straley 

December/January Erica Kauffman 

February Rich Marvulli 

March Denise Mitchell 

April Karen Sandoz/James Straley 

May/June Erica Kauffman 

 
 
 
 
Student Council/Junior National Honor Society Board (Board Across from 
Copy Room in Main Office) 
 

September-June Student Council Advisors/JNHS  

   
 
7th and 8th Grade Class Advisor Board (Board in 8th Grade Wing) 
 

September-June Advisors  

 
 
Sports Board (Next of BOE Office door) 
 

September-June Season Coaches  

 
 
 
Specials Bulletin Board (Board Right of Back Entrance to FAS Main Office) 
 

September  Molly Cauterucci 

October  Kris McNicholas 

November Lou Castagno 

December Jean Kollinger 

January  Kim Saniscalchi 

February Bryna Plofker 

March James Straley 

April Felicia Tvrdik 

May/June Maria Schleichert  
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Bulletin Boards in Gymnasium 

September-June Lou Petrone and Jodi Bocco 

 
Glass Bulletin Board Outside Media Center Near 5th Grade Wing 

September-June Angel Somers 

 
Bulletin Board Near Spanish Room (84) in New Link 

September-June Piedad Serrano 

 
Bulletin Board Near School Counselor Room (85) in New Link 

September-June Melissa Murphy 

 
Bulletin Board Near Music Room (81) in New Link 

September-June Justin Clymer 

 
Bulletin Board to Right of Art Room (79) in New Link 

September-June Christina Andreasi 

 

 

 
CENTRAL DETENTION DUTY 
 

DATES GRADES 4 and 5 GRADES 6, 7, and 8 

Sept. 4 – 23 Felicia Tvrdik  Amy Caruso 

Sept. 24 – Oct. 7 Jen Cosgrove Karen Sandoz 

Oct. 8 – Oct. 23 Denise Yonezuka Kris McNicholas 

Oct. 27  – Nov. 13 Karina Gervolino Denise Mitchell  

Nov. 17 – Dec. 4 Nicole Curran Maria Schleichert  

Dec. 8 – Dec. 23 Ellen Scherr Lou Castagno  

Jan. 5 – Jan. 21 Kim Rallo  John Doherty  

Jan. 22 – Feb. 9 Joan Maiorella  Jodi Keseday 

Feb. 10 – Feb. 26 Christina Hess Meghan Ghaffari 

Mar. 1 – Mar. 17 Rich Marvulli  Heather Weiner 

Mar. 18 – Apr. 2 Nick Cammarano Megan Heslin 

Apr. 13 – Apr. 28 Michelle Castellano Kathleen Whalen 

Apr. 29 – May 14 Bryan Plofker Monika Cagliastro 

May 18 – June 3 Molly Cauterucci Peg Naparlo  

June 4 – June 18  Kim Saniscalchi Erica Dalia 

 
 

Central detention will not be held on early dismissal days, days before a 
school holiday, or on Fridays (as per teacher negotiated contract).  Each 
teacher will cover central detention for a period of ten school days. 
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MONTHLY DUTIES AM/PM 
 
The following staff members will serve as floaters or substitutes: Christina 
Andreasi, Tracy Gironda, and Angel Somers.  If you are going to miss a duty 
because of another school commitment, please contact one of the above 
substitutes and notify the main office of the schedule change. 
 
SEPTEMBER MONTHLY DUTIES AM/PM 
 
In the interest of student safety, please be at your post for arrival by 7:45 a.m. 
and dismissal by 2:20 p.m. 
  
Outside 4th Grade Entrance and Hall  Castellano  
5th Grade Hall Sinkhorn  
Outside Main Entrance Straley and Andreasi  
6th Grade Hall Plofker 
7th Grade Hall Schleichert  
Outside Bus Entrance (Parker Road) Petrone 
8th Grade Hall Castagno  
Link Hall Somers and Clymer 
Outside Parking Lot Near Playground Bocco  
7

th
 and 8

th
 Grade Junction Near Copy Rm Tvrdik 

Main Foyer Entrance McNicholas and Murphy  
Main Office Duty  Kollinger  
  

 
OCTOBER MONTHLY DUTIES AM/PM 
 
Outside 4th Grade Entrance and Hall  Gironda 
5th Grade Hall Rallo  
Outside Main Entrance Saniscalchi and Straley  
6th Grade Hall Tvrdik 
7th Grade Hall Cauterucci  
Outside Bus Entrance (Parker Road) Somers 
8th Grade Hall Kollinger  
Link Hall Serrano and Somers 
Outside Parking Lot Near Playground Plofker  
7

th
 and 8

th
 Grade Junction Near Copy Rm McNicholas  

Main Foyer Entrance Bocco and Castagno  
Main Office Duty  Yonezuka  
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NOVEMBER MONTHLY DUTIES AM/PM 
 
Outside 4th Grade Entrance and Hall  Castellano  
5th Grade Hall Cauterucci  
Outside Main Entrance Straley and Serrano  
6th Grade Hall Saniscalchi 
7th Grade Hall Schleichert  
Outside Bus Entrance (Parker Road) Rallo  
8th Grade Hall Murphy  
Link Hall Clymer and Andreasi  
Outside Parking Lot Near Playground Yonezuka 
7

th
 and 8

th
 Grade Junction Near Copy Rm Gironda 

Main Foyer Entrance Petrone and Sinkhorn  

Main Office Duty  Plofker 

 

 
DECEMBER MONTHLY DUTIES AM/PM 
 
Outside 4th Grade Entrance and Hall  Bocco 
5th Grade Hall Plofker 
Outside Main Entrance McNicholas and Straley 
6th Grade Hall Castagno 
7th Grade Hall Saniscalchi 
Outside Bus Entrance (Parker Road) Cauterucci 
8th Grade Hall Gironda 
Link Hall Clymer and Yonezuka 
Outside Parking Lot Near Playground Tvrdik 
7

th
 and 8

th
 Grade Junction Near Copy Rm Sinkhorn 

Main Foyer Entrance Castellano and Andreasi 

Main Office Duty  Petrone  

 

 

JANUARY MONTHLY DUTIES AM/PM 
 
Outside 4th Grade Entrance and Hall  Rallo 
5th Grade Hall Sinkhorn 
Outside Main Entrance Straley and Petrone 
6th Grade Hall Saniscalchi 
7th Grade Hall Kollinger 
Outside Bus Entrance (Parker Road) Serrano 
8th Grade Hall Schleichert 
Link Hall Murphy and Andreasi 
Outside Parking Lot Near Playground Bocco 
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7
th

 and 8
th

 Grade Junction Near Copy Rm McNicholas  
Main Foyer Entrance Castagno and Tvrdik 
Main Office Duty  Somers 

 

 
 
FEBRUARY MONTHLY DUTIES AM/PM 
 
Outside 4th Grade Entrance and Hall  Castellano 
5th Grade Hall Rallo 
Outside Main Entrance Straley and Gironda 
6th Grade Hall Bocco 
7th Grade Hall Cauterucci 
Outside Bus Entrance (Parker Road) Yonezuka 
8th Grade Hall Kollinger 
Link Hall Clymer and Murphy 
Outside Parking Lot Near Playground Schleichert 
7

th
 and 8

th
 Grade Junction Near Copy Rm Serrano 

Main Foyer Entrance Petrone and Plofker 
Main Office Duty  McNicholas 

 

 
MARCH MONTHLY DUTIES AM/PM 
 
Outside 4th Grade Entrance and Hall  Castellano 
5th Grade Hall Yonezuka 
Outside Main Entrance Straley and Schleichert 
6th Grade Hall Gironda 
7th Grade Hall Bocco 
Outside Bus Entrance (Parker Road) Saniscalchi 
8th Grade Hall Castagno  
Link Hall Serrano and Andreasi 
Outside Parking Lot Near Playground Clymer 
7

th
 and 8

th
 Grade Junction Near Copy Rm Somers 

Main Foyer Entrance Kollinger and Tvrdik 
Main Office Duty Sinkhorn  

 
APRIL MONTHLY DUTIES AM/PM 
 
Outside 4th Grade Entrance and Hall  Rallo 
5th Grade Hall Cauterucci 
Outside Main Entrance Bocco and McNicholas 
6th Grade Hall Plofker 
7th Grade Hall Kollinger 
Outside Bus Entrance (Parker Road) Castagno 
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8th Grade Hall Serrano 
Link Hall Andreasi and Tvrdik 
Outside Parking Lot Near Playground Sinkhorn 
7

th
 and 8

th
 Grade Junction Near Copy Rm Castellano 

Main Foyer Entrance Petrone and Gironda 
Main Office Duty  Yonezuka 
 

    

MAY MONTHLY DUTIES AM/PM 
 
Outside 4th Grade Entrance and Hall  Cauterucci 
5th Grade Hall Yonezuka 
Outside Main Entrance Saniscalchi and Straley 
6th Grade Hall Tvrdik 
7th Grade Hall Plofker 
Outside Bus Entrance (Parker Road) Bocco 
8th Grade Hall Petrone 
Link Hall Somers and Clymer 
Outside Parking Lot Near Playground Schleichert 
7

th
 and 8

th
 Grade Junction Near Copy Rm Castagno 

Main Foyer Entrance Castellano and Gironda 
Main Office Duty  Serrano 
 

 

JUNE MONTHLY DUTIES AM/PM 
 
Outside 4th Grade Entrance and Hall  Somers 
5th Grade Hall Sinkhorn 
Outside Main Entrance Andreasi and Straley 
6th Grade Hall Cauterucci 
7th Grade Hall Kollinger 
Outside Bus Entrance (Parker Road) Tvrdik  
8th Grade Hall McNicholas 
Link Hall Clymer and Murphy 
Outside Parking Lot Near Playground Schleichert 
7

th
 and 8

th
 Grade Junction Near Copy Rm Saniscalchi 

Main Foyer Entrance Yonezuka and Rallo 
Main Office Duty  Petrone  
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AFTER-SCHOOL ACTIVITIES 
 
If a coach/advisor is unable to supervise students who are enrolled in an after-
school activity, Mr. Petrone (After School Activities Director) may oversee them 
during a holding duty.  
 
LUNCH DUTY 
 
Staff members assigned to lunch duty will complete the following: 
 

 Supervise food lines 
 Patrol tables, ensuring that students are talking in a moderate voice 
 Remind students to pick up litter, etc. 
 Ensure that food does not leave the cafeteria 
 Reprimand students for inappropriate behavior. 

 
Staff members assigned to outside recess duties will complete the following: 
 

 Supervise activities of the students 
 Ensure that students are not playing rough or littering 
 Monitor students on basketball courts and fields 
 Keep younger students in a separate area than the older students 
 Reprimand students for inappropriate behavior. 

 
 
 

EMERGENCY PROCEDURES 

 
ENTRANCES AND EXITS 
 
All Staff members and visitors are to enter and exit the building through the main 
front door (except in case of an emergency or a drill).  Staff members are to wear 
their staff identification badges in the building at all times.   
 
Visitors must report to the office to obtain a visitor’s badge before traveling about 
the building.  The office should be notified immediately if someone is seen in the 
building or on school grounds without a badge.  Please close any outside door 
you may find open. 
 
 
FIRE DRILLS 
 

Beginning in November 2010, State law mandates one fire drill per month in New 
Jersey Public Schools.  Every effort will be made to have the fire drills when the 
weather is pleasant; however, there may be times when this is not possible.  
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There will be a continuous ringing of the fire alarm bell throughout the school that 
signals a FIRE DRILL.  The following procedures should be followed: 
 
 Exit the building with your class.  Make sure you have a class roster and 

emergency folder in your possession. 
 Move quickly, quietly, and orderly to your assigned destination (see 

below). 
 Make sure students are in a straight line. 
 Turn off classroom lights. 
 Pull classroom door shut. 
 The last person to pass through an exit is to close the exit door. 
 Once you have reached your assigned destination, take attendance and 

hold up the appropriate color-coded card to communicate your class 
status. 
 
 Green Card: All students accounted for 
 Red Card: Medical Emergency 

 
 Wait for instructions from administration.  Three long rings of the bell is the 

all clear and return to class signal. 
 

Destination Assignments 
 
4th Grade:  Grassy area near flowerbeds. 
5th Grade:  Grassy area next to playground. 
6th Grade:  Grassy area in between Locust Avenue and FAS   
   driveway in front of main entrance to school.  Be careful  
   crossing the school driveway.  If a custodian is not present,  
    please have a teacher act as a crossing guard. 
7th Grade:  Grassy area in between Locust Avenue and FAS school  

  driveway in front of room 24.  Be careful crossing the school  
  driveway.  If a custodian is not present, please have a  
  teacher act as a crossing guard. 

8th Grade:  Sidewalk next to cafeteria and parking lot on Parker Road. 
 
Each teacher must have posted, in a conspicuous place, a sign that shows the 
exit to be used by occupants of that room during a fire drill.  Fire drill signals are 
as follows: 
 

 Fire Drill - a continuous ringing of the fire alarm bell 
 All Clear/Return  

 
Teachers must follow the exiting procedures posted in each classroom.  Missing 
students must be reported to the main office immediately. 
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Teachers are responsible for having current attendance sheets in the emergency 
folders.   
 
 
Blocked Exit Fire Drill 
 
If an exit is blocked, the teacher in charge of the first group to find the exit 
impassable will direct the group to the nearest convenient exit in whatever 
manner the existing conditions require.  
 
Fire Drill Procedures for Assembly 
 
In the event a fire drill occurs during an assembly in the gymnasium, the following 
procedures should be observed: 

a.   The right side (facing the stage) will exit toward the rear and out 
the front doors of FAS.   
b.   The left side (facing the stage) will exit out the side doors, enter 

 into the reading garden, and exit the building near the nurse’s 
office. 

 

EVACUATION DRILLS 
 
In the event of a needed evacuation, please follow the guidelines listed below.  
There will be an announcement made over the intercom that the school is in an 
EVACUATION situation.  The following procedures should be followed: 
 
 Exit the building the same way you would during a standard fire drill.  

Make sure you have a class roster and emergency folder in your 
possession. 

 Move quickly, quietly, and orderly to your assigned destination (see 
below). 

 Make sure students are in a straight line. 
 Turn off classroom lights. 
 Pull classroom door shut. 
 The last person to pass through an exit is to close the exit door. 
 Once you have reached your assigned destination, take attendance and 

hold up the appropriate color-coded card to communicate your class 
status. 

 

 Green Card: All students accounted for 
 Red Card: Medical Emergency 
 

 Wait for instructions from administration. 
 
Destination Assignments 
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4th Grade:  Basketball court closest to softball field. 
5th Grade:  Softball field. 
6th Grade:  Basketball court closest to Locust Ave. 
7th Grade:  Grassy area in between Community Center    
               parking lot. 
8th Grade:  Grassy area in between Community Center    
               parking lot. 

 
LOCK DOWN DRILLS 
 
There will be an announcement made over the intercom that the school is in a 
LOCK DOWN situation.  The following procedures should be followed: 
 
 Lock your door.  Please note that all doors should be in locked mode at all 

times.  Therefore, when you open your classroom door in the morning 
immediately reset the lock. 

 Move immediately to the classroom door and check for students in the 
hallway.  If there is a student in the hallway, move them into your 
classroom.   

 Pull the door shut.  All doors should be in locked mode at all times. 
 Move all students away from the doors and windows (line of sight).  

Students should sit down on the floor. 
 Pull window blinds down. 
 If you have a shade on your door window, pull it down.  
 Turn off all lights. 
 Keep students silent and still. 
 Take attendance  
 If someone asks you to open the door, refuse the request.  Do not open 

the door until the ALL CLEAR announcement has been made.   
 Wait for the ALL CLEAR announcement before returning to your regular 

classroom duties. The word “Spartan” will be utilized in this ALL CLEAR 
announcement.  

 
**Please be advised that the red and green card system will not be used for 
lockdown or shelter-in-place procedures.  The rationale behind this decision is 
to not draw attention to the exact locations of students and staff members in 
the event of a true emergency situation.   

 
SHELTER IN PLACE 
 
There will be an announcement made over the intercom that the school is in a 
SHELTER IN PLACE situation.  During a shelter in place, you are free to move 
around the school building.  However, no one is allowed to enter or exit the 
school building until the all-clear signal is given.   
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ENTRANCE AND EXIT OF PUPILS 
 
BICYCLES 
 
In order to maintain the privilege of riding bicycles to school, students shall walk 
their bicycle from the rack to the street.  Under no condition may students ride 
bicycles on school property.  There is a place provided in the back of the school 
and adjacent to the playground for the parking of bicycles.  Bicycles parked in the 
bike rack by students should be locked to discourage unauthorized use.  
Skateboarding and rollerblading are not permitted on school property. Therefore, 
skateboards, roller skates, rollerblades, and shoes with wheels may not be 
brought to school. 
 
STUDENT ARRIVAL  
 
All pupils, upon arrival to school, will report to their classrooms after going to their 
lockers.  Teachers must be in their classrooms or at their duty locations when 
students arrive. Teachers assigned to morning bus arrival must be at their post 
by 7:50 a.m.  
 
STUDENT DISMISSAL 
 
At the dismissal bell, the main office will dismiss students in grades four through 
eight.  Students who walk will be dismissed at a different time than the bus riders.  
Bike riders are considered walkers.  Please make sure that all students have 
exited the classroom with you and that no unsupervised students remain in the 
classroom.  All students will be dismissed through the front doors of FAS.  
Teachers in Grades 6-8 must supervise the dismissal of their homerooms by 
standing outside their classroom doors.  Teachers in Grades 4-5 must walk their 
students to the front exit of the building.   
 
No student is permitted to leave the school premises in the company of any adult 
other than the parent(s)/guardian(s) of the child or those adults indicated on the 
student's emergency card.  Parent(s)/guardian(s) may request a change in the 
above ruling providing such request is made in writing and given sufficiently in 
advance to permit verification.  These requests should be made at least 24 hours 
in advance. 
 
Students who are to be picked up by their parent(s)/guardian(s) should be sent to 
the FAS office at the appropriate time.  Parent(s)/guardian(s) are to meet their 
children in the office.  Report any strangers on or near the playground or in 
the school without a badge.  Ask to see the badge and report immediate 
problems to the main office.  Students who remain for detention or other valid 
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reasons (tests, extra help, etc.) may not be dismissed prior to 3:00 p.m., unless 
in the care of a parent/guardian. 
 

 

EXTRA-CURRICULAR ACTIVITIES 
 
CLUBS 
 
Those teachers employed to supervise and plan club activities are required to 
maintain a student sign-in list.  This list must be submitted monthly to the 
Principal along with a summary of the club activities for that month.  Any money 
generated by club fundraisers must be submitted promptly to the Principal.  Club 
advisors should not store the money in their classrooms or carry it with 
them (even for a day).  The Principal will distribute attendance forms and 
financial forms for those in charge of clubs.  All funds must be placed in the 
school safe prior to the club advisor leaving the building. 
 
Clubs are extra-curricular projects for which stipends are received.  Therefore, all 
planning and activities for clubs must be conducted outside of the 
instructional day.   
 
 
SUPERVISION OF STUDENTS 
 
Students who remain after school for club activities, library, and/or sports must 
provide for their own transportation home.  These students shall be supervised 
at all times by the designated coach or advisor.  Students must remain with 
the coach and/or advisor and may not move about the school building 
unsupervised.   
 
TRANSPORTATION OF STUDENTS 
 
Teachers supervising an after school activity must remain with all students 
under their supervision until they have been picked up by an appropriate 
adult.  The Honeywell system will be utilized to notify parent(s)/guardians(s) if a 
game, practice session, or other activity has been canceled.  The coach/advisor 
will be responsible to notify the Activities Director who will notify the Principal to 
activate the Honeywell system.   The teacher must assure that all students have 
appropriate transportation to their homes.  Please remember to never 
transport a student anywhere in your car.  
 

MISCELLANEOUS 
 

HALL PASSES 
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No student is to be in the hall during class time without a hall pass signed by the 
teacher who has allowed the student to leave the classroom.  If you notice a 
congregation of students in the hallway, please investigate the matter.  If 
the assistance of the Principal is needed, please notify the main office 
immediately. 
 
Students are to remain in your classroom unless the Principal or the nurse 
requests to see a student.  If a student must leave the classroom without the 
supervision of another adult, please issue them a hall pass.  Please review the 
following hall pass procedures: 
 

1. Other than a fire drill or a life-threatening situation, no student should be in 
the hall without a pass.   

2. The nurse will provide a pass for students to return to class. 
3. The time of the student's departure from the classroom must be noted on 

the pass. Please maintain the sign out log book in case the Principal must 
review them.  

4. Please check and collect the pass when the student returns to the 
classroom. 

5. Students who are in the hallway or bathrooms without a hall pass are 
subject to receiving detention.  If a student is missing from your class 
and is not on the absentee list, please call the office immediately. 

  

HOMEWORK 
 
The objective of a homework assignment is to supplement, reinforce, and extend 
the school program.  Homework is also used to supplement individual interests 
and to help a student develop self-reliance in work-study skills.  The West Long 
Branch Board of Education approved, Homework/Make-up Work, on August 26, 
2003.  Please thoroughly review the policy to assure that your homework policy 
conforms to that approved by the Board of Education. 
 
EMERGENCY LESSON PLANS 
 
By the second week of September, emergency plans must be submitted to the 
office.  These plans should cover assignments for at least two days.  They should 
include a seating chart, a time schedule, a list of supervisory assignments, and 
any other information that will assist your substitute teacher in continuing a 
smooth learning process.  These plans should be revised after being used by a 
substitute teacher.  A substitute teacher folder is provided for your convenience.  
If you are absent and need to provide additional plans for the substitute teacher, 
please send them in with another teacher or e-mail them to the school secretary.   
 

LOST AND FOUND 
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Items designated as "lost and found" will be brought to the cafeteria and placed 
in the selected bins.  Students should be instructed to check for lost items during 
their lunch period.  Please do not send students to the cafeteria during class time 
to look for such items.  Any unclaimed items will be donated to charitable 
organizations. 
 

MAINTENANCE 
 
The custodial staff takes pride in keeping our building clean and attractive.  
However, they cannot accomplish this goal alone.  Therefore, the school 
community plays an important part in helping to maintain a clean and attractive 
school building.  Everyone has a responsibility towards preserving the school’s 
appearance.  Take time to establish expected standards with your students in 
reference to the proper care of the bathrooms, classrooms, play areas, and 
hallways.  At the end of each school day, have students “pick up” around their 
desks.  Students should clean their desks or lockers at least once a week. 
 
Lockers are on loan to the 5th through 8th graders and must be kept clean and 
graffiti free.  Administration has the right to conduct locker checks monthly.  Fines 
will be issued to students whose locker is not properly maintained.   
 
If you have concerns about the cleaning of your classroom, please discuss them 
with the Principal. 
 
Students need to know that they are ethically and financially responsible for any 
damage they have done to school property including textbooks, calculators, and 
furniture. 
 
PARTIES 
 
Student birthday parties are not permitted in school.  Social invitations for events 
that take place outside of school, such as birthday parties, may not be distributed 
in school unless they are distributed to the entire class or to all boys/girls in the 
class.   
 
Teachers, upon approval from the Principal, are permitted to plan for parties 
preceding Halloween and Winter Recess.  Any other activity that may be 
construed as a party must be discussed with the Principal before planning the 
event with students. The teacher will notify the school secretary of the date and 
time of any planned party.  
 

 
RECORDS 
 

PERMANENT RECORDS 
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Permanent records are legal documents and provide a summary of a student's 
educational career.  It is most important that they contain entries that are factual, 
accurate, neat, and complete.  Spelling errors and cross outs should be avoided.  
Parent(s)/guardian(s) have the right to review their child's permanent record at 
any time.  However, the request must be made through the office and the 
parent(s)/guardians(s) must date and sign the permanent record. 
 

Please note that permanent records must remain in the office at all times.  
Teachers may use the main office to review or make entries on the permanent 
records.  Parent/teacher conferences must be recorded in the student 
permanent record files.  
 

REPORT CARDS 
 

The report cards for students in grades four through eight are computerized as 
part of the Realtime Program.  Teachers will comply with the timelines for 
generating report cards that are issued by the Principal.  Prior to distribution, the 
Principal will review all report cards.  Teachers should maintain documentation 
including class work, tests, and projects that support the grade that the student 
earned.  Teachers will make every effort to update the grades in Realtime on a 
weekly basis.   
 

 

LESSON PLAN REVIEW 
 
Lesson plan procedures can be found in the district staff handbook.  Lesson 
plans will be reviewed regularly through the Realtime system.  All lesson plans 
are due by Monday of the week being reviewed.  It is expected that a teacher will 
plan for each week of the school year through the Realtime system.  These are 
the dates that plans will be formally checked by the administrator.   
 

Grades 4 and 5  1st and 3rd Monday of the month 

Grades 6, 7, and 8 2nd and 4th Monday of the month 

Fine Arts 1st and 3rd Monday of the month 

Spanish 2nd and 4th Monday of the month 

PE/Health 1st and 3rd Monday of the month 

Media 2nd and 4th Monday of the month 

Special Education  1st and 3rd Monday of the month  

 

 
 
 
TEACHER SIGN-IN 
 
All persons receiving a salary check from the West Long Branch Board of 
Education must “sign-in” as they enter and “sign-out” when they leave the 
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building.  The “Sign-In” book will be located in the copy room of the Frank 
Antonides School main office.  All staff members are required to sign-in no later 
than 7:40 a.m. each day school is in session, unless a special schedule has been 
arranged with the Supervisor.  No one is to sign-in or sign-out for another person 
without the permission of the school Principal.  
 

 

RESOURCES 
 
MEDIA CENTER 
 
The Media Center, housed in our new wing, is an important educational facility.  
Teachers should take full advantage of the wealth of learning materials that it 
contains. 
 
The media specialist has the responsibility of organizing formal learning periods, 
but your assistance with planning a lesson in conjunction with your 
curriculum is imperative.  The media specialist is available to provide you with 
books and other instructional materials that are correlated to your instructional 
areas.  Over the past few years, the materials purchased for the media center 
have been those that are referenced in the textbook series that are used in the 
district.  The media specialist is an invaluable asset to your instruction. 
 
Students should be encouraged to do individual research after school.  Contact 
the Media Specialist in order to reserve the library for research purposes.  
Individual students may also be scheduled into the library when a full class is not 
assigned.   
 
Please remind your students as they travel from FAS to the Media Center that 
classes are in session.  Quiet and respectful behavior is appreciated and 
expected. 
 

 

 
 
SPECIAL EVENTS 
 

ASSEMBLIES 
 
The general plan for seating at all assemblies is by grade level, starting with the 
lowest grade students seated in the front rows.  Once called by the office, please 
move promptly through the front doors of the gymnasium.  Special area 
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teachers must make appropriate arrangements with the homeroom 
teachers whose class they may have during an assembly.  All assemblies 
must be pre-approved by the Principal. 
 
Good audience manners are essential for the success of any assembly program.  
Stressing expected behavior prior to each assembly is important.  Please do not 
allow a student to leave the assembly for any reason other than an emergency.  
When supervising classes in an assembly, remember that your behavior 
serves as a model for students.  Please refrain from conversing with 
colleagues.  Active supervision of the students for whom you are responsible will 
guarantee good behavior.  Students with behavior issues should be seated in 
close proximity to you.   
 
SPECIAL CLASS ROOM EVENTS 
 
Teachers who plan to hold a special event in their classrooms during the school 
day must receive prior approval from the Principal.  Some examples of these 
events include, but are not limited to, Cultural Heritage Day, Wax Museum, etc. 
Teachers must also let the office staff know if items for these special events will 
be dropped off during school hours.   
 
 

STAFF MEMBER DRESS CODE 
 

In an effort to uphold the professional standards of the teaching profession, the 
West Long Branch School District assembled a Faculty Dress Code committee 
during the 2009-2010 school year.   
 
It is expected that all staff will attend school dressed in appropriate attire.  
Teachers serve as role models for the students and must dress appropriately.  
Teachers are expected to dress in a professional manner at all times.  Clothing 
that could be misconstrued as provocative could place a teacher in a 
compromising position and should be avoided.  Additionally, clothes should be 
physically clean, neat, and well fitting.  As a staff member, you should represent 
the West Long Branch Public Schools in a positive and appropriate manner.  
 
REGULAR DRESS 
 
The following are suggested guidelines which uphold professional dress and 
attire in the West Long Branch Public Schools but also allow teachers flexibility and 

personal taste. 

 

Women 
Permitted 
 Slacks, skirts, dresses, blouses, sweaters, Capri pants, walking/Bermuda 

length shorts, sleeveless appropriate shirts 
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Not permitted 
 Mini-skirts, visible undergarments, visible cleavage, halter tops, spaghetti 

straps, midriffs, hats, (except on hat day or for religious reasons) 
 
 
 
Men 

Permitted 
 Slacks, walking/Bermuda length shorts, collared shirt or long sleeve shirts, 

sweaters, polo/golf shirts 
 

Not permitted 
 Tank tops, sweat pants, hats (except on hat day or for religious reasons) 

 
 
FIELD TRIP DRESS 
 
Staff members are expected to adhere to the regular dress code except when the 
field trip dictates active participation (examples- Stokes, farm, stadium, walking 
trips, etc.) 
 
 

DENIM DAY DRESS 
 
Fridays or days preceding a school holiday are designated as Denim Day 
(Jeans).  Denim Day should not be misconstrued as a dress down day.  Jeans 
should be coordinated into your regular professional attire.  Teachers are 
expected to contribute a minimum of $1.00 to the school denim fund, which will 
be donated to a charitable cause.  Sneakers are not permitted on Denim Day. 
 
 
 
FOOTWEAR 
 
Footwear should be professional, comfortable, and conducive to the educational 
activity.  Sneakers are not considered professional attire and are not permitted as 
a part of dress other than during field trips or educational experiences that may 
warrant sneakers.  Lunch monitors, however, are encouraged to wear sneakers 
for comfort and safety.  Medical reasons for casual footwear are acceptable.  As 
a professional courtesy, please inform an administrator. 
 
Women: professionally appropriate footwear that is not beach wear is 
acceptable.  Please consider safety when selecting footwear for a day at work.  
Unsafe footwear is discouraged. 
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Men: dress shoes. 
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WEST LONG BRANCH PUBLIC SCHOOLS 
 

 

 

 
 

SIGN OFF SHEET  
 
 
I have read the West Long Branch School District Staff Handbook.   
 
 
Teacher Signature: _______________  Date: _________ 
 
 
(Please submit this sign off sheet to your building Principal by Friday, 
September 19, 2014)  
 
 

 
 

 

 

 

 

 

 

 

 


