Or Hadash Religious School

Teachers’ Handbook

A Reconstructionist Congregation

190 Camphill Road • Fort Washington, PA 19034

 215/ 283-0276 phone • 215/283-4822 fax

Welcome to the Or Hadash faculty.

Teaching in a Jewish supplementary school is a great and exciting challenge.  Here at Or Hadash, we have the ability to connect with our students and share with them our sense of Jewish selves.  As Jewish educators, we want our students to feel that their Judaism is an integral and important part of their lives.  If at any time you need any support, encouragement, materials or ideas, please let me know.  

This handbook was prepared as a guide to assist you to understand our school system.  Please let me know if you have any questions about the handbook or any other aspect of our Religious School. Thanks.  

Lori Rubin

Educational Director

Or Hadash

Information and Responsibilities

Preparation
Preparation is the key to successful teaching.  Books and materials should be read and organized before school begins.  If special materials or supplies are needed, they should be requisitioned well in advance.  A requisition form is available in the school director’s office.  In many cases, you will purchase the supplies you need, and you will then be reimbursed.  A receipt is needed for reimbursement purposes.  If you have any questions, please contact the educational director.

If you wish to have something duplicated, please leave it with the secretary a week in advance and she will have it ready for you. Everyone cannot use the machine right before classes begin (especially Sunday mornings).  Plan ahead and be prepared for your upcoming lesson.

Make use of the resources available to teachers at the Auerbach Central Agency for Jewish Education (ACAJE) in Melrose Park.  Please feel free to come to the educational director for help with your teaching or for materials.  A meeting can be set up, either in person, or by telephone.

30-week Lesson Plan/Newsletters
On the first day of school, teachers should provide parents with a 30-week lesson plan explaining what topics will be covered each week. Parents should also receive a monthly newsletter detailing your plans for the month.  The first newsletter should include pertinent information about yourself such as the number of years you have been teaching, information about your family life, and your phone number and e-mail address.

Newsletters should be prepared so that they can be distributed every four to six weeks.  This can be done electronically.  Subsequent newsletters should include your plans for the month, special activities that are coming up, classroom reminders such as bringing pencils, tzedakah, and school bags to class, special project information, etc. Please make sure I am included in your address books.  The educational director must see all newsletters that are distributed. 

Arrival
Be sure to sign in on the door in my office each session as soon as you arrive so that the payroll may be completed properly and you can be paid on time.  If you do not sign in, you might not receive credit for that session and might not be paid for it. 

You are expected to be in the classroom at least 15 minutes before class time.  (Note:  repeated lateness could mean pro-rated deductions.)  Because we are concerned about the children’s’ safety, this rule will be strictly enforced.  Early arrival helps you to be prepared for your lessons. If special arrangements need to be made, please contact the educational director. 

If any students are frequently late, please call this to my attention.  Please contact parents if lateness appears to be a persistent problem.

Dismissal
Accompany your class to the community room and remain with them until all of your students have been picked up.  If special arrangements need to be made, notify the Education Director. Be sure that when you leave the classroom at the end of the day, that the lights are out.  Leave the classroom doors open.  If you are the last to leave your floor make sure that the hallway lights are out.

School Calendar
At the beginning of the school year, you will receive a calendar for the year as well as a copy of the Parent’s Handbook which includes the curriculum.  Please make note of all special events that involve your class and plan to be at Or Hadash to support your students.  Contact the Education Director if you are unable to attend.

Absences
If you know in advance that you will be absent on a certain date, you must try to make your own arrangements with a substitute.  Please use the approved list of substitutes. If you know someone who would like to be added to the list, contact the Education Director. If you need a list of subs, please let the Education Director know. You must leave detailed instructions for the substitute, and copies of all needed materials in your mailbox.  If you need copies of materials for that day, leave the materials with the secretary at least one week in advance.  

If you suddenly become ill or an emergency occurs, contact a substitute immediately and notify the educational director as soon as possible.  If possible, fax or e-mail your lesson plans to the substitute.  Please prepare a special substitute’s folder for such emergencies.  It could include stories, games, activities, etc., that your students would enjoy.  You should leave this folder in your mailbox throughout the year.

Mailboxes and Supplies
You will be assigned a mailbox, located in the alcove by the School office.  Check your box as soon as you arrive for important paperwork.  Communications will be distributed this way rather than by mail.  Your box will contain information you will need to know for that day.  Paycheck receipts will also be put in your mailbox.

Tzedakah — Tzedakah is more than charity; it literally means justice.
Tzedakah will formally be collected each Sunday and Tuesday.    Each class may choose a charity.  More details will follow over the course of the school year.  All monies collected should be counted, recorded, and brought to the office at the end of each shift. 

Individual Progress Reports
As noted on the school calendar, report cards are issued at the end of each marking period.  You will have plenty of time to complete the forms and return them to the Education Director so that they can be read before they are distributed.

Be very specific and concrete in your comments, avoiding generalizations and clichés.  Try to word your comments tactfully and include at least one positive remark.

Communication Policies Between School and Home 
We encourage parent teacher communication.  We provide the following guidelines to help insure positive, appropriate communications that support our educational goals.

1. All flyers must be submitted to the school director for review and approval.

2. Please contact the families sometime before Thanksgiving to give some brief feedback.  Parents will always be happy to get positive feedback. If there are educational or behavioral concerns, let the school director know prior to speaking to the parents so she can support you.  These contacts can be informal chats before or after school, phone calls, or short notes.

3. Positive feedback can be given at any time.  If there are ongoing concerns, we want to encourage a team approach to helping resolve the concern.  The team includes, you, the parent, the education director, and when appropriate, the student.

4. While all this positive communication is highly desirable, staff should be aware that there are also necessary boundaries that you will want to maintain.  Too much interpersonal contact or phone calls at the home can lead to difficulty maintaining your professional role in the classroom.  Please consult with the education director if you have concerns should this arise.

Students Who Leave Early

No student may be dismissed without a note.  If a child does not have a note, the parent may come to the office to sign the child out and then go to the classroom to get the child.

Family Education
Each class has one Family Education Day (see calendar).  Please ask about how you can contribute to this learning experience.  The School Director leads much of the program.  Encourage all students to be there with their families.

Curriculum Development

You are responsible for implementing the curriculum via lesson plans that are characterized by creativity, commitment, and active involvement of the students. Lessons should include an “anticipatory set” to stimulate the students’ interest; an engaging project, game, or activity that personalizes the material for the students and makes the material relevant to the students; a way of addressing individual students’ needs and abilities, a method of assessment, and a back-up activity in case the lesson goes quickly or an expected guest doesn’t arrive.  You are asked to develop a classroom atmosphere that is conducive to learning.  

Purchases
The education director will order books and school supplies, with your helpful input and yearly evaluations.  However, there will be occasions when you will want to purchase something specific for your class.  Please check with the education director first and get approval.  Save your receipt and when you bring the item to me be sure to fill out a reimbursement form so that you can be reimbursed.

Bulletin Boards

Any bulletin boards or cork strips in or outside your classroom are there for your use.  Display children’s work, charts or posters that show what you’ve been studying in class.  Change the displays regularly to reflect holidays, units of study, or special projects you have done in class.
Services
Services are held weekly from 10:45 to 11:15 a.m. PK – 1st grade is held in room 6-8 in the basement, 2nd – 6th grade is in the sanctuary.  7th -10th grade begins each class in their classrooms. Teachers are responsible for assisting with services and monitoring behavior.

We would appreciate your attendance at your class Shabbat services special services, such as Simchat Torah, etc.  You are always welcome at Shabbat services at Or Hadash.

Faculty Meetings/In-services
You are expected to attend faculty meetings during the course of the year. (see calendar). We will have three faculty meetings (beginning, middle and end of the year.  In addition, the staff will be required to attend the ACAJE supplementary school conference, and the JRF Educator’s Day (or its equivalent.) Food and beverage are provided.  Please be prompt so we can get down to business and end in a timely manner.  Faculty meetings and in-services will be as informative and productive as possible.

Dress 
Over the last few years, fashion has begun to include a lot of informal, casual, and sometimes revealing manifestations.  Unfortunately, our students often aspire to some of these new trends, even when inappropriate for our school setting.  Therefore as the adults, we must model the more appropriate and modest varieties of current trends.  
We must be conscious of the length of a skirt, the cut of a blouse, the message on a shirt, the tears in the jeans, or the type of footwear we wear.  Please endeavor to be a positive example of an adult professional at all our Or Hadash school and community events.

 Observations
The educational director will be in and out of rooms frequently to be aware of what is happening in the classrooms.  Sometimes, the educational director will formally observe.  After formal observation, the teacher and educational director will sit down and discuss the lesson observed and create shared goals for the future.

Emergency School Closing
Emergency school closing due to snow or severe weather conditions will be announced on station KYW.  As a rule, when the Upper Dublin public schools are closed due to inclement weather, Religious School will also be closed.  School closing information will be on my voice mail.  Teachers will be called in the event of a school closing.  The decision to close school will be made by 7:00 a.m. for Sundays, and 1:00 p.m. for Tuesdays. The school’s closing number is 1112.

Technology

We have on hand a TV, VCR/DVD player, laptop computer, and an LCD projector.

Please reserve the equipment ahead of time.  Equipment is available on a first-request—first served basis.

No class should be shown a film or video without being told why they are viewing it.  Any film shown should be discussed.  If films are lengthy, show only “selections” of that film (unless you have permission to do otherwise).  A film should not comprise the entire time.  It goes without saying that all films shown should be previewed beforehand.  No PG 13 films should be shown to children under thirteen years of age.

There are videos in our school library. You can also borrow videos from ACAJE where we have an account.

Special Needs Policy

At Or Hadash, we strive to include all children into our classroom settings to the best of our ability.  This may include student aide support, resource room support, or attending part or all of a class.  We determine placement on a case by case basis.

Homework Policy

Our philosophy is that children should leave Or Hadash with a feeling of Jewish community, spirit and identity.  To that end, we ask that there will be minimal amounts of homework given.  Some teachers may give supplemental assignments such as:  reading, writing, looking in the newspaper, talking to someone, as well as extra credit projects.  Please let the educational director know of any assigned homework.  As far as Hebrew is concerned, regular practice will ensure fluency.  Reading practice is encouraged. 

Cell Phone Policy

There should be no cell phone usage in the classroom by teachers or by students.  If an emergency call must be made by a student, it should be done in the office with secretarial supervision.  If a teacher needs to make an emergency call, he or she may not leave their classroom unattended.  Please send a student to the office and ask for someone to cover the class. Cell phones can be used in an emergency to contact office if necessary.  Non-emergency calls should be made outside of class time.  If students have cell phones in the classroom and are using them in a disruptive manner, teachers can remove them from the students and return them after class.  

Cleaning of Rooms

Notify the school director when there are cleaning problems and other building issues, even as minor as a light bulb that is out.  Arrangements can be made for special furniture needs, such as a table for Tu B’Shevat.  If the request is approved, it will be assigned to the maintenance staff.  See the educational director for a maintenance request form.

Teachers are expected to clean up after their class.  If you are using glue or paint, please cover the tables or desks with a tablecloth to help protect work surfaces.  If a large mess has been made, please let the educational director know, so that maintenance support can be provided.  Dustpans, brooms, and sanitizing wipes will be provided in each classroom.
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Teacher Information Form
Formal Education

List all completed formal education and attach documentation

	Degree Granted
	School Attended
	Date of Completion

	High School Diploma
	
	

	BA/BS or equivalent
	
	

	
	
	

	MA/MS or equivalent
	
	

	
	
	

	PhD or equivalent
	
	

	
	
	

	Other
	
	

	
	
	


Professional Development

List all completed professional development and attach documentation

	Number of hours/units/credits
	Agency/Institution
	Dates of Completion

	License Level: A B C D E
	Board of License
	

	
	ACAJE
	

	
	Faculty In service Training
	

	
	
	

	
	
	


Teaching Experience

List all relevant teaching experience in both Jewish and secular settings

	Dates
	School
	Number of hours, grade level

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Additional Life Experience and Special Skills

List all relevant life experience and special skills

	Life Experience
	Special Skills

	
	

	
	

	
	

	
	


	Teacher Evaluation    

N

A

M

E
	Area of Con-cern
	Some

times
	Most of 

the Time
	All 

of 

the Time

	Administrative Matters
	
	
	
	

	Prepares Comprehensive Lesson Plans
	
	
	
	

	Submits Other Requested Paperwork Promptly 
	
	
	
	

	Attends Consistently
	
	
	
	

	Punctual (Arrives in Advance of Session, in Class and Ready to Go at Designated Time)
	
	
	
	

	Faculty Meeting Attendance
	
	
	
	

	Special Program Attendance (Friday Night Shabbat Service, Faculty Training)
	
	
	
	

	Follows Up with Absent Students (Checks In with Family, Assigns and Reviews Make-Up Work)
	
	
	
	

	Prepares for and Follows Up with Substitutes
	
	
	
	

	Reads Staff Memo Before School and Follows Through on Indicated Tasks
	
	
	
	

	Communicates and Works Effectively with Others
	
	
	
	

	Contacts Parents as Needed
	
	
	
	

	Open to Parent Feedback
	
	
	
	

	Communicates and Works Effectively with Faculty in General
	
	
	
	

	Shows Initiative and Creativity in School Programming
	
	
	
	

	Shows Interest in Being Part of Faculty Team/Building Relationships
	
	
	
	


	Communicates and Works Effectively With Educational Director
	
	
	
	

	Asks for Help when Needed
	
	
	
	

	Brings Concerns with Students to Educational Director’s Attention
	
	
	
	

	Accepts Feedback Openly
	
	
	
	

	Integrates Directions from Educational Director
	
	
	
	

	Communicates Regularly with Educational Director
	
	
	
	

	In the Classroom
	
	
	
	

	Covers Curriculum and Achieves Objectives
	
	
	
	

	Shows Mastery of Subject Matter
	
	
	
	

	Uses Diverse Methodologies 
	
	
	
	

	Has Good Rapport with Students
	
	
	
	

	Engages Students in Learning Subject
	
	
	
	

	Creates Community in the Classroom
	
	
	
	

	Challenges Students Intellectually
	
	
	
	

	Exhibits Good Organizational Activities
	
	
	
	

	Maintains Discipline
	
	
	
	

	Other Areas
	
	
	
	

	Demonstrates Creative Problem Solving Skills
	
	
	
	

	Demonstrates Interest in and Commitment to Professional Growth
	
	
	
	

	Supports Synagogue and All-School Programs
	
	
	
	

	Keeps Classroom Orderly
	
	
	
	

	Creates Educational Displays in Classroom
	
	
	
	

	Helps Keeps Supplies Centralized/Organized
	
	
	
	


Comments:

Teacher Signature and Date:_______________________________________

Education Director’s Signature and Date:___________________________

Or Hadash Religious School

Year End Teacher Feedback 

Training:  Do you feel you received proper training and guidance before the school year started?  Do you feel like you were given additional training and information as needed?  

What topics/areas would you like to see included in Professional Development Opportunities next year?

Curriculum:  Every summer, we create new curricular goals.  Take a moment to look at the curriculum for your grade.  What worked?  What didn’t and why?  What needs to be adjusted for next year? 

How effective were the teacher guides or materials which accompanied the curriculum units?  What would make them more effective?

Student Aides:  Was your student aide helpful?  What would you have liked from your student aide that you didn’t receive?  What additional training would be helpful for us to include in the student aide program next year? 

Administrative Support:  Did you feel like you received the administrative support you needed?  What could we do better next year?

Communication:  How do you feel about the level of communication between the school and you, as a teacher?  Was it timely?

Parental Interactions/Communications:  How were your interactions with parents?  How could the experiences been better?  What kinds of communication worked effectively for you?  (Phone, e-mail, face to face meetings, etc.) 

Hebrew Teachers:
Please spend a moment to let us know about

a) Prayer curriculum

b) Grouping students (if you broke the kids up into groups, what worked, what didn’t)

c) Other (specify)

What was the most difficult part of the Midweek program for you this year?  What would have made things easier?

All Teachers
How can we let parents (and the Or Hadash community in general) know more specifically what great programs happen in the classroom (or as part of our school program)?

What additional materials could you have used to more effectively teach your students?

If there were one thing you could tell the parents in this community, what would it be?

If there were one thing you would change about the program here at Or Hadash, what would it be?

If there were one thing I should change about the way I do business, what would it be?

Anything else?

Your Name (optional) ___________________________________________________________
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I have received and read the Or Hadash Teacher’s Handbook. I agree to abide by all guidelines and understand that the Handbook is part of my contract.

Name (printed)_________________________________________________

Signature______________________________________________________

Date_________________________________________________________
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Or Hadash Religious School

Policies and Procedures 

A Reconstructionist Congregation

190 Camphill Road • Fort Washington, PA 19034

 215/ 283-0276 phone • 215/283-4822 fax

Policies and Procedures

Safety Procedure (Completed)

B’nai Mitzvah Project Policy (Completed)

Hiring Policy (Teachers) (Completed)

Teacher Discipline Policy (Completed)

Teacher Evaluation Policy (Completed)

Student Discipline Policy (Completed)

First Aid Policy (Completed)

General communication with parents (Completed)

Students entering school after 3rd grade (Completed)

School Staff Benefits Policy (Completed)

Student Aide Program (Completed)

Substitute Guidelines (Completed)

Budget Policy (Completed)

Budget Procedure (Completed)

Paid Leave for Teachers (Completed)

Payment to Substitute Teachers (Completed)

Firing of Teacher

Salary Scale

Policy for special needs students

Attendance procedure

Health and medical procedures/ First Aid Log/ Blood borne pathogens
Statement of financial assistance

Report cards

Homework Policy/Missed work/makeup work

Website/IT issues

Recess/Breaks

 Safety Procedures
Original Date: April 9, 2008
Name of Procedure: Safety Procedures

Rationale: To establish consistent procedures for the safety and well being of students and teaching staff
Procedures:
Safety policy and evacuation routes are to be posted in a prominent place in each room.  Teachers should be made aware of fire alarm and fire extinguisher locations throughout the building.  Teachers and school staff are to read the safety policy and evacuation routes documents and commit evacuation routes to memory.

Evacuation drills will be performed at predetermined dates on a regular basis for both Hebrew and Sunday School.  The Alarm Company and Fire / Police Departments should be contacted well in advance of drill so that alarm system is placed in test mode and the authorities are notified and can take part in the drills.

Whenever an appropriate actual emergency exists, the Educational Director or designee must first call “911” emergency call system.  The Educational Director, must confirm whether the police will call the Volunteer Medical Service Corps, Fire Department, and/or a Hospital Emergency Room.  See specific phone numbers listed below.
When an alarm rings, students must leave their work on the desk and line up in a single file at the door.  Teachers will count children as they leave the room.
Teachers will make sure that the lights are out and classroom windows and doors are closed.  Teachers will verify that there are no students in the bathrooms.  Once outside the building, all proceed to the assigned area; teachers recount and take roll to account for all students.  
Individuals in the basement will use the back exit and proceed through the solarium to the dumpsters near the parking lot.

Individuals on the second floor will use the stairs and exit through the community room to the dumpsters near the parking lot.

Individuals on the first floor will exit through the community room to the dumpsters beyond the solarium near the parking lot.

Teachers will stay with their students and closely supervise them.  Everyone must stay quiet.

The Educational Director will signal an end to the evacuation / evacuation drill.

Students will return to their classrooms quietly and in a single file.

This whole procedure should be done with great speed.
Emergency Phone Numbers:

TBD

Implemented by: Educational Director and School/Teaching Staff
Accountability: Educational Director and School/Teaching Staff / ESC
Last Revision Dates: 04.09.08
Questions / Open Items:

Should we wait for the police to come to determine if other emergency services are needed or are teachers/staff to use their own discretion?

B’nai Mitzvah Project Policy
Original Date:
February, 2008

Name of Policy:  Bnai Mitzvah Project Policy

Rationale:


The Bar/Bat Mitzvah is a transition into Jewish adulthood.  As Tikkun Olam is one of the three pillars of Judaism, an important part of being a Jewish adult is to perform mitzvot.  

Policy:


Students preparing for their Bnai Mitzvah are required to spend a minimum of 12 hours working on a mitzvah project.

Implemented by:  


Education Steering Committee.  ESC may appoint one committee member or individual to oversee the Mitzvah Project procedures.

Accountability:  


Mitzvah Project Liaison (?) (is there a Hebrew word for this role?) will present project proposals to the ESC for approval at regular intervals.  ESC can check the project log at this time.

Last Revision Date:

Hiring policy

Original Date: February 13, 2008

Name of Policy: Hiring Procedures

Rationale: To establish consistent hiring practices

Policy: All Prospective teachers and staff will: fill out an application, submit a resume and complete the interview process.

Upon being hired, teachers will submit the following paperwork:

W-2, I-9
State Police Check 

Child Abuse Check
Direct deposit form 
Mmembership form

Teachers will also submit a signed statement that the teacher’s handbook has been read and understood.

All forms will be placed in a confidential staff file accessible to the Educational Director and the ESC Chairperson.

Implemented by: Educational Director

Accountability: Educational Steering Committee

Teacher Discipline Policy

Original Date: February 13, 2008

Name of Policy: Teacher Discipline Policy

Rationale: To provide a process for maintaining a consistent and professional educational environment and provide feedback and correction if necessary for staff.

Policy: The teachers are expected to adhere to the standards and policies stipulated in the Or Hadash Staff Handbook. Any difficulty or deviation from the intent or letter of the policies may be subject to review and or disciplinary action.

The Educational Director has the discretion to terminate any person’s contract for just cause which includes but is not limited to behavior that is harmful to any student or person, inappropriate verbal interactions with others, or inappropriate conduct such as coming to work under the influence of a foreign substance.

Issues not dangerous to others may be dealt with in consultation with the ESC chair, Rabbi, or Congregational President.

Implemented by: Educational Director

Accountability: ESC
Last Revision: 3.08

Teacher Evaluation Policy

Original Date: February 13, 2008

Name of Policy: Teacher Evaluation

Rationale: To provide a means to evaluate teachers both informally and formally throughout the school year in both oral and written form. To enable teachers to participate in the process and contribute to their own professional growth.

Policy: Educational Staff/Teachers will be informally evaluated throughout the year through observations and meetings. Feedback can be given at any time either orally or in writing. Once a year, the teachers will have a formal written evaluation. This will take place in a scheduled meeting with the Educational Director and will establish goals will for the upcoming year.

Implemented by: Educational Director

Accountability: Education Steering Committee

Last Revision: 3.08

Student Discipline Policy 
Rationale: A student discipline policy is needed to provide a consistent approach in dealing with student behavioral issues in a manner reflective of Or Hadash values.

Policy:  A student will be disciplined consistent with the severity of the behavior. Teachers will have discretion to determine disciplinary action on categories 1 – 5; behaviors in categories 6 – 10 must be reported to the Education Director who will ultimately determine the disciplinary action.  Documentation of incidents in categories 6 – 10, or repeated behavior in categories 1 – 5, is required and will be placed on file.

Definitions/Descriptions/Categories of Behaviors 

1. Repeated unpreparedness

2. Continuous talking or calling out during instruction

3. Continually distracting the class (walking around, tapping a pencil, drumming fingers, etc.)

4. Disrespectful responses to teachers (verbal or nonverbal)

5. Use of cell phones during class

6. Emotional outbursts (screaming, swearing)

7. Destruction of property

8. Unacceptable physical contact between students

9. Using contraband such as electronic devices, tobacco products, alcoholic beverages, drugs/drug paraphernalia or weapons

10. Behavior that endangers self or others

11. Other
Procedure:

1. If the behavior falls under categories 1 – 5, the classroom teacher will implement appropriate discipline and notify the Education Director. If there are repeated offenses by that child, it will result in notification of the parents and completion of the Disciplinary Notification Form.
2. For behavior in categories 6 – 10, the Education Director, in consultation with the faculty member, will determine the appropriate disciplinary action. Parents will be notified by the Education Director. For a second infraction in 6 – 10, the family must meet with the Education Director. 

3. If behavior is dangerous to self or others, classroom aide should be sent to office to notify education director.  In the event that there is no classroom aide, another student should be sent to notify the director. The Education Director or her designee will go to the classroom immediately to determine the appropriate action.
Implemented by: Educational Director

Accountability: Education Steering Committee               Last Revision:
 May 2009
Or Hadash Religious School

Discipline Notification Form

Student’s Name:

Class: 

Date:







Time:
Behavior Categories: (circle the appropriate category)

1. Repeated unpreparedness

2. Continuous talking or calling out during instruction

3. Continually distracting the class (walking around, tapping a pencil, drumming fingers, etc.)

4. Disrespectful responses to teachers (verbal or nonverbal)

5. Use of cell phones during class

6. Negative emotional outbursts (screaming, swearing)

7. Destruction of property

8. Unacceptable physical contact between students

9. Bringing contraband to class such as electronic devices, tobacco products, alcoholic beverages, drugs/drug paraphernalia or weapons

10. Behavior that endangers self or others

11. Other (please specify)

Description of Behavior or Incident:

Description of Action taken:

First Aid Policy and Procedure 



Original Date: June 3, 2008

Updated:  January 9, 2009

Name of Policy:  First Aid Policy and Procedure

Rationale:  To provide a standard operating procedure for all staff in the event that first aid is needed.

Policy:  The employees of Or Hadash Religious School will, to the best of their ability, apply first aid when needed using American Red Cross guidelines.  The Education Director or the person in charge will call Emergency Medical Personnel if needed.  This person will also contact a parent or guardian to provide any information regarding an emergent situation.  The Education Director will also, at her discretion, contact a parent or guardian regarding any incident or condition she finds relevant.

Procedures:

In the event that there is an emergency, BE CALM AND FOLLOW THE FOLLOWING EMERGENCY ACTION STEPS:

· Check the scene to make sure it is safe.  Approach the victim and do a primary assessment to determine what has happened

· Call for help or send someone to call for help.  The Education Director or person in charge will call 911 if necessary.

· Care for the victim.  If you are qualified, provide first aid/CPR as needed.  Interview the victim and bystanders to determine what happened.  Be sure to report any necessary information to Emergency Medical Personnel.

The risk of getting a disease from giving first aid or CPR is very low.  Following some basic procedures will reduce the risk even further.

· Avoid contact with bodily fluids

· Use disposable gloves and breathing barriers

· Wash your hands with soap and water immediately after giving care

Incident Report:  All incidents of first aid and medical situations will be described on an Incident Report.  This report will be delivered to the Education Director’s office before the completion the work day.

First aid Kits are located on each floor of the building.

First Aid supplies should be checked and restocked quarterly. 

Potential Incidents and Procedures:

In the event that first aid needs to be provided, the class should be left with the Aid and a teacher should provide the necessary care.

· Minor cuts and scrapes:  

· Wear gloves
· Apply pressure to stop bleeding
· Make sure area is clean
· Apply bandage
· Medicine:  Medicine will only be administered if there is written permission on file from a parent or guardian.
· Nose Bleed:  Have the victim lean forward and pinch the nostrils together until the bleeding stops.

· Stings:  Stings can be fatal for some who have severe allergic reactions.  This reaction may result in a breathing emergency.  If so, call 911 or the local emergency number immediately.

· Put on protective gloves

· Examine the sting site to see if the stinger is in the skin.  If it is, scrape the stinger away from the skin with your fingernail or a plastic card.

· Wash the wound

· Apply cold pack

· Monitor the victim to ensure there is no life threatening situation

· Injuries to Head, Neck or Back:  If you suspect a head neck or back injury, minimize movement.  Tell the victim NOT TO NOD OR SHAKE HIS OR HER HEAD they should say “yes or no” to your questions.
· Put on protective gloves

· Minimize movement of head by putting your hands on both sides of the victim’s head.  Make sure the victim’s airway is open.  

· Remain in the same position that you found the victim until EMS (Emergency Medical Services) arrive and take over. 

· Choking:  There are 2 procedures for choking.  

· Conscious Choking Victim:
· If the victim is coughing forcefully, encourage continued coughing

· If the victim cannot speak or breathe, have someone else get the Education Director or the person in charge to call 911.

· Lean the victim forward and give 5 back blows.

· Assess the victim…If still choking, give 5 abdominal thrusts.

· Continue until the object is forced out, the victim is coughing forcefully on her own or the victim becomes unconscious.

· Unconscious Choking Victim

· Have someone get the Education Director or the person in charge to call 911.

· If there is no movement or breathing get a breathing barrier and give 2 rescue breaths.  If they do not go in reposition the head and  try again.

· If the breaths still do not go in give 5 chest thrusts.  For a child (1-12 years old) compress the chest about 1 to 1 ½ inches.  

· Look inside the victim’s mouth.  If you see an object, take it out with your little finger.

· Replace breathing barrier and retry 2 rescue breaths.  If the chest does not clearly rise

· Reposition and try again.  

· Repeat procedure if breaths still do not go in

· If the chest does rise 

· Remove mask and check for movement and breathing

· Place victim on side in the recovery position and await EMS
Clean-up of blood and bodily fluids:

· Wear Gloves  (and mask if available)

· Create a barrier around spill

· See the Education Director for further instructions

COMPLETE AN INCIDENT REPORT

Reminder:  All incidents of first aid and medical situations will be described on an Incident Report.  This report will be delivered to the Education Director’s office before the completion the work day.

Implemented by:  Education Driector and Office manager

Accouuntability:  Education Streeting Committee

Last Revision Date:  January 8, 2009 


Original Date:  1/13/10

Name of Policy: General Communication with Parents

Rationale:  To provide a means of communication between religious school staff and families enrolled in the religious school 
Policy: It is the responsibility of the religious school to keep families informed of all school-related events.  It is the responsibility of classroom teachers to establish contact with parents or guardians to provide ongoing feedback related to students academic progress as well as nonacademic issues.

Procedure:

1. An electronic newsletter will be provided weekly by the Education Director, which will list all upcoming events for all grades.

2. All flyers must be submitted to the school director for review and approval prior to distribution to students.

3. The Education Director must be informed prior to a teacher contacting a parent/caregiver regarding educational or behavioral concerns.  For significant educational or behavioral concerns, the communication must be documented on an Or Hadash Religious School Communication Form.
4. Contact with parents/caregivers may be in written or verbal form.

5. A team approach will be used to address on going concerns.  The team consists of the classroom teacher, the Education Director, the parent/caregiver, and if appropriate, the student.

6. Contact between classroom teachers and parents or guardians must remain on a professional level.

7. In the event that communication must be made with all families regarding a particular issue (e.g., widespread illness), a letter will be sent home with students or distributed electronically by the education director.

Implemented by: Education Director, Religious School staff and teachers

Accountability: Education Director to routinely review Communication Forms and verbal/written communication between teachers and families.

Last Revision dates

Or Hadash Religious School

Communications Form

Student _____________________________

Grade _______

Teacher _____________________________

Date of Communication:________________________




Date Communication Form Received by Education Director:_________________

Reason for Communication:

Person Initiating Communication: __________________________          

Highlights of Discussion:

Outcome:

Original Date:  January 7, 2010

Name of Policy:  Students Entering School after 3rd Grade
Rationale:  This policy will establish guidelines for and expectations of the process of students and their families entering Or Hadash Religious School later than the 3rd grade.

Policy:  “As Jewish Educators, we want our students to feel that their Judaism is an integral and important part of their lives.”(Taken from the Teachers’ Handbook)  In order to achieve this and to allow the student to get the full benefit of our “Statement of Purpose”, the family should be strongly encouraged to consider a commitment to remain in the school past the Bar/Bat Mitzvah.  Bar/Bat Mitzvah alone, especially when knowledge is acquired at an accelerated rate for the purpose of reaching this milestone, can be a disservice to the student and may give a misimpression as to the personal benefits and value of the Jewish experience.  It should be made clear that at Or Hadash we encourage a lifetime of learning.
A family with a student entering Or Hadash Religious School after the 3rd grade will meet with the Education Director.  As they meet, the following should be discussed:  the family’s expectations of the school, the family’s goals for the student, the student’s level of prior Jewish education and Jewish experiences.   In addition, the Education Director will use this time to promote and to make clear the philosophy established for our school. The Education Director with the assistance of the Rabbi and input and support from the ESC, will determine the most appropriate education plan.  Placement and learning support will be determined on a case by case basis.

Implemented By:  The Education Director with the assistance of the Rabbi and input and support from the ESC

Accountability:  Education Director and the ESC 

Last Revision Dates:
School Staff Benefits
Original Date: 2-21-10

Name of Policy: School Staff Benefits

Current Policy: We currently offer our teachers free dues and tuition benefits. 

Rationale: A discussion of benefits noted that teachers with children in school are effectively paid more than teachers with no children in school. A teacher with several children in school receives benefits that are valued at more than their salary. In addition, a survey of both reconstructionist congregations as well as local congregations with other affiliations revealed that we offer more in benefits than any other synagogue. Our closest neighbor offers no benefits. We recognize that the reconstructionist movement suggests free tuition and membership for teachers.

From Rabbi Erin Hirsch, Director of Education, JRF:

Best practice is clearly to give teachers’ free membership and tuition. The values around this include encouraging teachers to be involved in the life of the congregation as a way to 1) maximize their ability to connect class activities to the life of the congregation, 2) help insure they teach from a point of view reflective of the particular congregation 3) serve as role models for their students by visibly living Jewish lives consistent with what they teach. The reality is that almost no Reconstructionist Congregations are able to offer free membership and tuition at this point in time.  Many of the congregations with schools in your size range do manage to offer some benefits with regard to membership and tuition.

The new policy is consistent with balancing our values and our fiscal responsibility.

Policy: 

We value our teachers and strive to treat them fairly. We would like to offer benefits whenever we can and in a way that is fair to everyone. 

The ultimate goal of this policy is to offer fully employed teachers $1,000.00 credit towards family membership dues or $675 towards single membership dues and no tuition benefit. 

Dues Benefit: Because the current policy is to offer free dues, the following graduated dues benefit schedule is offered so as not to put undue pressure on teachers wishing to become a member of Or Hadash:

	Family Membership
	Single Membership

	2010-2011  $1800 credit towards dues
	2010-2011  $1200

	2011-2012  $1400 credit towards dues
	2011-2012  $ 945

	2012+         $1000 credit towards dues
	2012+         $ 675


The graduated benefits schedule for dues applies only to teachers who are teaching at least one class for the entire year in 2009-2010. No other teacher may apply this graduated schedule. All other teachers will be offered a $1000 credit towards family dues or $675 towards single dues if they meet the criteria of fully employed below.

Tuition Benefit: Because the current policy is to offer free tuition, the following graduated tuition benefit schedule is offered so as not to put undue pressure on teachers with children in our school:

2010-2011 75% discount on tuition only

2011-2012 50% discount on tuition only

2012-2013 25% discount on tuition only

2013+        no tuition discount

The graduated benefits schedule for tuition applies only to teachers currently with students in school. No other newly hired teacher or current teacher with children not yet enrolled in school will receive a tuition benefit. Until 2013, teachers must continue to pay the registration/book fee as well as any Bar/Bat Mitzvah fee (as applicable).

Fully employed:  This benefit applies only to teachers with a minimum of 15 weeks (at least 30 hours) of teaching. ALL teachers with less than 15 weeks of teaching will receive no benefits as of the 2010-2011 school year.

Student Aide Program

Original Date: November 7, 2010

Name of Policy: Student Aide Program
Rationale: To establish who can be a student aide as well as the responsibilities of the student aides in the classroom.
Policy: 

Or Hadash has established a student aide program. Within this program are both volunteer student aides as well as paid student aides. 

Who can be a student aide?

Volunteer student aides are those pre-Bar and Bat Mitzvah students who would like to volunteer as part of their Mitzvah Service Project.  These students must submit their project proposal to the Education Steering Committee. The project must be submitted and approved prior to the beginning of the school year in which they will volunteer and must meet the guidelines of the Bar/Bat Mitzvah program. Students agree to volunteer for a minimum of one shift for the entire school year.

Paid student aides must be post Bar or Bat Mitzvah and enrolled in a Jewish education program at Or Hadash (confirmation class), Jewish Community High School (Gratz), or other program approved by the education director. The education director will hire all student aides. Students in 11th and 12th grade who are attending a program that requires student teaching will be paid at a higher rate. Aides will be paid monthly.

Student aide expectations may include but are not limited to:

Being punctual

Taking attendance

Collecting tzedakah/taking tzedakah to the office

Staying during the service to help keep students quiet

Assisting individual or small groups of students with the lesson during class time

Requesting copies from the office staff

Taking students to the office

For younger students – taking them to the bathroom

Helping with snack time/clean up

Assisting teachers with unit summaries for parents

Being aware of fire drill procedures for your classroom

Knowing where to find first aid kits

Knowing where to find the allergy lists and Tylenol lists

Asking where you can be helpful to the teacher

Calling or emailing both the teacher and education director if you will be absent

Signing in for attendance prior to each shift

Teacher responsibilities to student aides

Or Hadash teachers will not leave a student aide alone with a class of students unless pre-     approved by the education director

Teachers will perform a brief review with the student aide once each semester 

Teachers should discuss with the student aide his/her expectations for the class.

Teachers should communicate with the student aide throughout the semester.

Concerns about the student’s performance should be brought to the education director.

Implemented By:  

Accountability:  

Last Revision Dates:

Substitute Guidelines

Original Date:  November 14, 2010
Name of Policy:  Substitute Guidelines

Rationale:  To establish responsibilities of staff with regard to the topic of substitutes.

Policy:

The Education Director is responsible for compiling and maintaining a substitute list annually.  This list should be accessible to the staff in the event the Director is unavailable to make any necessary arrangements.

Qualification requirements for substitutes should be at the discretion of the Education Director.
Teachers must give ample notice, when possible, when a substitute will be required.


Expectations of Substitutes:

· Be punctual.  

· He/she should follow the lesson plans provided by the teacher.  

· Fulfill all the responsibilities of the teacher. 
Procedure:

Procedures for preparing for a Substitute:


The Education Director will make arrangements for a substitute.  When necessary this can be delegated to a teacher.    

An e-mail should be sent by either the Education Director or by the Teacher to thank the substitute for their availability and to remind them of daily expectations.  This e-mail is also an opportunity to share information about the specifics of the day.  Lesson plans should be included.

Teachers will leave the following items for a substitute:

· Class list for attendance
· Lesson Plans

· Related Materials, including handouts

· Seating Chart

· Tzedakah envelope

· Homework, if required

Concluding Responsibilities:

· At the end of the day, the substitute should leave a note for the teacher reporting the day’s activities.  This can either be given to the Education Director or left in the teacher’s mail box.  Alternatively, an e-mail can be sent with a cc to the Ed. Director. 
Implemented By:  Education Director, Teachers, and Substitutes

Accountability:  Education Director will ensure guidelines are understood and will review all the substitute note from the day.  In addition, from time to time the Director will check in with substitute teachers to get feedback about the experience and will make recommendations accordingly to improve the policy and/or procedure as necessary.

Last Revision Dates:  12-08-2010

Budget Policy

Approval Date: June 6, 2011
Name of Procedure: Budget Policy
Rationale: This policy will facilitate the use of values-based budgeting by the Education Steering Committee.  A budget can be thought of as a list of priorities.  The idea is to examine the values of the community (committee, school, and synagogue) and use that as a basis for decision-making while preparing the budget.
Policy: The Education Director and the ESC Chair, with input from the Education Steering Committee, will create a values-based budget according to the established Budget Procedure.  The values and the goals of the community (committee, school, and synagogue) must be considered when determining how to combine money (budget) and human resources (his/hers, volunteers, staff) to achieve an effective and fiscally responsible budget.  Community values are to be reevaluated annually.  Any changes will be reflected in the budget for the coming year.

Implemented By:  

Accountability:
Last Revision Dates:

Budget Procedure

Approval Date: June 6, 2011
Name of Procedure: Budget Procedure
Rationale: To establish guidelines for formulating a school budget
Procedure:

The budget year runs from July 1 to June 30. Budgets are generally due to the Finance Committee in early to mid-January. The Education Director and Education Steering Committee Chair will begin the budget process in November and present the draft to the Education Steering Committee for approval in December. The Education Steering Committee will review the budget to ensure that it reflects the values of the community (including the value of fiscal responsibility), which may change over time. 

1. Review the prior budget and compare it to the actual results from the bookkeeper. Any line items that are not on track are analyzed to determine why the actual results are different from what was expected. Use this analysis to make any necessary adjustments to the new budget.

2. Using the best information available, forecast the number of students expected in each class for the new budget year. This information can be entered in the Tuition Worksheet, as it will be used to calculate tuition later in the procedure.

3. Determine how many classes will be needed for both Sunday and Hebrew School based on the number of students expected.

4. Determine how many teachers will be teaching. Using their current pay rate, calculate the salary line. Use a placeholder for any unknown teaching slots with an average rate. If an increase is requested, use the increased rate and note the increase for the Finance Committee.

5. Using the prior budget, forecast expenses for each line based upon the number of students and classes anticipated for the new budget. If a line in the budget is no longer needed, remove it from the new budget.

6. If there is a new program or item that the Education Director and ESC wish to track, set up a new line to capture the information. 

7. The treasurer/finance chair will provide the Education Director or ESC Chair with the school’s portion of the workers’ compensation insurance.

8. Each line item in the budget will have a description of the expenses included in that line, along with any necessary calculations.

Implemented By:  

Accountability:
Last Revision Dates:

Paid Leave for Teachers
Approved by Education Steering Committee:  June 6, 2011
Name of Policy:  Paid Leave for Teachers

Current Practice:  We currently provide one day of paid leave to teachers.

Rationale:  This policy formalizes the current practice of providing paid leave to teachers.

Policy:  

Each teacher hired to work 15 weeks or more per school year will have one day of paid leave per school year.  This policy does not apply to teachers who are hired for less than 15 weeks or to substitute teachers.   If the paid leave is not used, it expires at the end of the school year and is not carried forward.  No payment will be made for unused paid leave.
Implemented By:  Education Director.
Accountability:  Payroll records will reflect payments made and, where applicable, deductions for absences. 
Last Revision Dates:

Payment to Substitute Teachers

Approved by Education Steering Committee:  June 6, 2011
Name of Policy:  Payment to Substitute Teachers

Rationale:  To formalize current practice.

Policy:  

Substitute teachers will be paid at a rate recommended by the Education Steering Committee and approved by the Board on an annual basis.

If a teacher is able to substitute, that teacher will be paid his or her current hourly wage.

If two classes are combined due to a teacher’s absence, the teacher who is teaching the combined classes will be paid an additional rate that is equal to half of the substitute rate.

Implemented By:  Education Director.
Accountability:  Documents reflecting retention of substitute teachers and/or payments to teachers and/or substitute teachers will reflect amounts paid.

Last Revision Dates:










