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Welcome to Ivy Hawn 
 

Dear Teachers,  

It is my pleasure to welcome you to the 2018-2019 school year at Ivy Hawn Charter School of the 

Arts. We have had seven wonderful & highly successful years. We expect 2018-2019 to be even 

better!  

The high quality of our programs, climate & student achievement was due to the efforts of an 

outstanding faculty & staff who lived the Ivy Hawn Way every day.  

“I will do my best every day.  

I will treat others with kindness and respect.  

I will take responsibility for my words, choices, and actions.”  

We continue to provide exciting opportunities for new and increased success for students in 

academics and the arts. Additionally, we have provided our faculty and staff with all of the 

operational procedures & processes needed for a successful school year. 

I am so pleased to be the Principal of Ivy Hawn and so excited about what we will do together in 

2018-2019. Ivy Hawn is a special place where the adults support one simple mission: “To foster 

intelligence, individuality and artistry for a lifetime.” As the Principal of this K-8 School, I feel 

that my main responsibility is to ensure that our staff, policies, and organization produce 

successful students in all walks of life. College & career readiness skills must be part of what we 

provide in 2018- 2019.  

This year we will continue the tradition of excellence and broaden & deepen its meaning in all 

that we do. I encourage you to remember that the career you have chosen provides the best hope 

there is for influencing the future of our world.  

Have a great year, 
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Ivy Hawn History and Information 

Ivy Hawn Charter School of the Arts has been designated as a high-performing charter school by 
the State of Florida and has recently increased its enrollment to 948 students.  Ivy Hawn is a 
tuition-free public school of choice located in historic Lake Helen, Florida, in Volusia County.  
Founded in 2009, Ivy Hawn serves students in grades Kindergarten through Eighth grade 
providing a high-level academic program infused with a concentration in digital, visual, and 
performing arts.  Ivy Hawn received a school grade of “B” during its first year and has since 
received a grade of “A” every academic school year thereafter. This year, Ivy Hawn received a 
grade of an A which maintains our status as a high-performing charter school for the 2018 – 
2019 school year. 

 

Address: 

565 S. Lakeview Dr. #110Lake Helen, FL 32744 

Phone: 386-228-3900                                                 

Fax: 386-228-3901                

 

School hours: 

8:00-3:30 PM 

 

IVY HAWN VISION STATEMENT 

A leadership and collaborative culture, committed to continuous improvement in teaching and 
learning, will raise student achievement in both academics and arts and prepare all students 

with a 21st century education. 

-Adopted, 2016 

IVY HAWN MISSION STATEMENT 

To foster intelligence, individuality, and artistry for a lifetime. 

-Adopted, 2011 

IVY HAWN WAY 

● I will do my best everyday 

● I will treat others with kindness and respect 

● I will take responsibility for my words, choices, and actions 

-Adopted, 2011; Revised, 2016 
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General Information 

Workplace Schedules 

*See Appendices A-C / Teacher Toolkit on website 

Parking 

If parking in front of the school, do not park in the spaces adjacent to the building.  Use 
outer parking spaces.  If parking in the back, park in any available space except for the 2 spaces 
next to the dumpster. 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

All vehicles 

MUST exit 

RIGHT onto 

Pleasant Street 
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Safety and Security 

Supervision of students is the responsibility of the teacher.  Teachers are held accountable for 
setting clear and high expectations for behavior in their classrooms.  Those expectations should 
be supportive of school rules and policies.  Students should never be left unsupervised.  If you 
need to leave the classroom, call the office for assistance.   

Be present and on time for your supervisory assignment.  The positive and safe climate we have 
created can only be maintained by your constant and consistent assistance.  Please pay attention 
to student interactions and intervene to prevent or stop horseplay and conflicts.  Try to learn 
student names as quickly as possible.   

As safe and secure school is the responsibility of everyone.  A safety and security plan is 
available to you online detailing regulations, procedures, and drills.  You will receive training on 
this Safety and Security Handbook.  Volusia County School Board will conduct a mock crisis drill 
annually and provide feedback on preparedness.  An emergency drill codes and procedures 
poster should be posted or given to you to post in your classroom.   

Also, keep ID and keys on separate lanyards.  If by chance you lose keys out in the community, 
your ID is not attached to it.  This is a county-wide policy. 

See Appendix D for Safety and Security Codes for Drills or the Teacher Toolkit for more 
documents. 

 

Facilities 

Please insist students treat your classroom, furniture, and equipment with respect.  Rooms 
should be clean, orderly, and decorated appropriately.  Create clear walkways.  Make sure book 
bags or backpacks are not obstructions and tripping hazards.  Extension cords should not be in 
walkways. 

At the end of the day, support your custodians.  Please pick up papers or large items off of the 
floor.  Stack chairs against the wall or in the middle of the room.  Do not place them on desks or 
tables.   

There should be no food, gum, candy, or drinks (except water) in your classroom.  The only 
exception should be for pre-approved activities for the entire class. 

Vandalism or any facility problems should be reported to an administrator.  Any requests for 
maintenance should be completed through the Teacher Toolkit by filling out the Maintenance 
Request Form (see Appendix E or Teacher Toolkit).  Please send completed document to the 
principal’s secretary. 

Restrooms should be monitored randomly and any reports of vandalism or plumbing problems 
should be reported to an administrator.   

Keep your classroom door LOCKED at all times!  Please do not have students answer the door. 
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Electronics 

Appropriate Use 

Technology issued to teachers to fulfill their job roles is governed by Ivy Hawn’s 
Governing Board policy that aligns with Volusia County School’s Electronic 

Information Services Acceptable Use Agreement for Teachers and Students Policy 
518. 

STUDENT USE  

A. General Notice 

The use of EIS can put new and exciting resources at the fingertips of both students and 
teachers. Due to the fundamental lack of restrictions on the Internet, parents, teachers and 
students should be aware that there is a possibility of accessing information that has not been 
screened by educators and that may not be consistent with other district policies. Individual 
users will be held responsible for their use of EIS. All students and their parents/guardians shall 
be required to sign and return an acceptable use agreement provided by the school prior to 
using EIS.  

B. Specific Provisions on Use of Equipment and Services  

All students must agree to adhere to the following requirements:  

1.  All student use of EIS shall be in accordance with school board policy, the code of 
conduct, other rules that the individual school may have that supplement school board 
policy, and the instructions given to the student(s) by staff.  
2.  The student is responsible for good behavior on the school computer system, just as 
he/she is while at school or any school district activity. School board policy and school 
rules for behavior and communications apply.  
3.  The student shall use EIS for educational purposes only.  
4.  The student will not access or attempt to access information that is not authorized for 
the student’s access or account.  
5.  Students are not permitted to use EIS for commercial purposes or product 
advertising, unless specifically allowed by the teacher as part of the class.  
6.  Students are not permitted to use EIS for political lobbying or campaigning. This 
prohibition does not restrict communications with public officials as part of a class 
activity approved by the teacher.  
7.  Students are not permitted to access, transmit, receive, submit, or publish any 
defamatory, abusive, obscene, profane, sexually oriented, threatening, harassing, 
offensive, or illegal material, any material related to gambling, weapons or terrorist 
activities, or any materials involving hate speech, or to make any attempt to do so.  
8.  Students will not use EIS to invade the privacy of and shall not trespass into another 
student’s or employee’s folders, work, or files without proper authorization.  
9.  The student shall abide by all copyright laws and regulations.  
10.  The student shall not harm, modify, or destroy software or equipment, or interfere 
with system security or make any attempt to do so.  
11.  The student shall not introduce unauthorized software into the system.  
12.  The student shall not use EIS in any way that would disrupt the use of EIS by others.  
13.  The student shall not allow another individual to access EIS by using the student’s 
account or password, unless the student has authorization to allow such use by others. 
Students are ultimately responsible for all activity under their accounts.  

http://www.boarddocs.com/fla/vcsfl/Board.nsf/files/8NHK3G4FCF5A/$file/518.pdf
http://www.boarddocs.com/fla/vcsfl/Board.nsf/files/8NHK3G4FCF5A/$file/518.pdf
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C. Supervision  

Employees responsible for supervising student use of EIS will provide reasonable guidance and 
instruction to students on such use. No student shall be permitted to engage in interactive 
communication using EIS without the expressed permission of the supervising staff member. 
Interactive communication on the Internet by students shall be closely supervised.  

D. Sanctions for Misuse  

Any violation of this policy by a student may result in loss or limitation of use of EIS, shall be 
grounds for discipline under the code of student conduct and/or referral to law enforcement 
where appropriate under the law, and may result in the student being financially liable for the 
cost of improper use. 

Inventory and Accountability 

Teachers are responsible for the safe keeping of all technology issued to them for use in their 
classroom.  AN updated inventory of the technology must be maintained at all times. DO NOT 
MOVE TECHNOLOGY WITHOUT THE PERMISSION OF THE TECHNOLOGY 
COORIDINATOR AND A CHANGE OF LOCATION ON THE INVENTORY SHEETS.  Electronic 
carts, obviously, are moved from place to place according to an agreed upon schedule.  DO NOT 
move the cart to any other location without prior agreement of shared users.  Develop a system 
of assigning equipment to individual students so that you know who is on which piece of 
equipment every single period.  Have all technology returned and students in their seats before 
dismissal of each period.  Report any missing technology to administration as soon as it is 
discovered.   

If there are any technological issues, please fill out a Technology Request Form, Appendix F, or 
via Survey Monkey link on Teacher Toolkit and follow up with Technology Coordinator. 

 
 
 

Professionalism, Relationships, and Communications 

It is expected that teachers dress, speak, and act in a professional manner at all times.  Please be 
respectful to others in all communications. Use moderate tone, tactful words, and display a 
patient attitude.  Assume others have acceptable intentions.  If it is clear that the 
communication is very doubtful and repetitive, please see Principal. 

Ivy Hawn is a professional environment where teachers send a message of positive learning.  It 
is expected that you carry yourselves in professional manner with students, families, and your 
colleagues.  Be a team player.  Well-functioning teams contribute significantly to the greatest 
student academics growth and achievement, and greatest genuine professional development of 
teachers.  Teams are powerful factors in creating happy children and a positive work ethic.  Our 
school board policy aligns with the Volusia County School’s Code of Ethics Policy.   

 

 

 



10 
 

 

Code Of Ethics 

The Principles of Professional Conduct for The 
Education Profession in Florida State Board of 

Education Rule 6B‐1.006, FAC 
 

1. The following disciplinary rule shall constitute the Principles of Professional Conduct of the 
Education Profession in Florida.   

2. Violation of any of these principles shall subject the individual to revocation or suspension of 
the individual educator’ certificate, or the other penalties as provided by law.   

3. Obligation to the student requires that the individual:   
(a) Shall make reasonable effort to protect the student from conditions harmful to 
learning and/or to the student’s mental and/or physical health and/or safety.   
(b) Shall not unreasonably restrain a student from independent action in pursuit of 
learning.   
(c) Shall not unreasonably deny a student access to diverse points of view.   
(d) Shall not intentionally suppress or distort subject matter relevant to a student’s 
academic program.   
(e) Shall not intentionally expose a student to unnecessary embarrassment or 
disparagement.   
(f) Shall not intentionally violate or deny a student’s legal rights.   
(g) Shall not harass or discriminate against any student on the basis of race, color, 
religion, sex, age, national or ethnic origin, political beliefs, marital status, handicapping 
condition, sexual orientation, or social and family background and shall make reasonable 
effort to assure that each student is protected from harassment or discrimination.   
(h) Shall not exploit a relationship with a student for personal gain or advantage.   
(i) Shall keep in confidence personally identifiable information obtained in the course of 
professional service, unless disclosure serves professional purposes or is required by 
law.   

 
4. Obligation to the public requires that the individual: 

(a) Shall take reasonable precautions to distinguish between personal views and those of 
any educational institution or organization with which the individual is affiliated.   
(b) Shall not intentionally distort or misrepresent facts concerning an educational matter 
in direct or indirect public expression.   
(c) Shall not use institutional privileges for personal gain or advantage.   
(d) Shall accept no gratuity, gift, or favor that might influence professional judgement.   
(e) Shall offer no gratuity, gift, or favor to obtain special advantages.   

5. Obligation to the profession of education requires that the individual: 
(a) Shall maintain honesty in all professional dealings.   
(b) Shall not on the basis of race, color, religion, sex, age, national or ethnic origin, 
political beliefs, marital status, handicapping condition if otherwise qualified, or social 
and family background deny to a colleague professional benefits or advantages or 
participation in any professional organization.   
(c) Shall not interfere with a colleague’s exercise of political or civil rights and 
responsibilities.   
(d) Shall not engage in harassment or discriminatory conduct which unreasonably 
interferes with an individual’s performance of professional or work responsibilities or 
with the orderly processes of education or which creates a hostile, intimidating, abusive, 

https://www.flrules.org/gateway/RuleNo.asp?ID=6B-1.006
https://www.flrules.org/gateway/RuleNo.asp?ID=6B-1.006
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offensive, or oppressive environment; and further, shall make reasonable effort to assure 
that each individual is protected from such harassment or discrimination.   
(e) Shall not make malicious or intentionally false statements about a colleague.   
(f) Shall not use coercive means or promise special treatment to influence professional 
judgement of colleagues.   
(g) Shall not misrepresent one’s own professional qualifications.   
(h) Shall not submit fraudulent information on any document in connection with 
professional activities.   
(i) Shall not make any fraudulent statement or fail to disclose a material fact in one’s own 
or another’s application for a professional position.   
(j) Shall not withhold information regarding a position from an applicant or 
misrepresent an assignment or conditions of employment.   
(k) Shall provide upon the request of the certificated individual, a written statement of 
specific reason for recommendations that lead to the denial of increments, significant 
changes in employment, or termination of employment.   
(l) Shall not assist entry into or continuance in the profession of any person known to be 
unqualified in accordance with these Principles of Professional Conduct of the Education 
Profession in Florida and other applicable Florida Statutes and State Board of Education 
Rules.   
(m) Shall self‐report within 48 hours to appropriate authorities (Office of Professional 
Standards and others as determined by district) any arrests/charges involving the abuse 
of a child or the sale and/or possession of a controlled substance. Such notice shall not 
be considered an admission of guilt nor shall such notice be admissible for any purpose 
in any proceeding, civil or criminal, administrative or judicial, investigatory or 
adjudicatory. In addition, shall self‐report any conviction, finding of guilt, withholding of 
adjudication, commitment to a pretrial diversion program, or entering of a plea of guilty 
or Nolo Contendere for any criminal offense other than a minor traffic violation within 
48 hours after the final judgment. When handling sealed and expunged records disclosed 
under this rule, school districts shall comply with the confidentiality provisions of 
Sections 943.0585(4)(c) and 943.059(4)(c), Florida Statutes.   
(n) Shall report to appropriate authorities any known allegation of a violation of the 
Florida School Code or State Board of Education Rules as defined in Section 1012.795(1), 
Florida Statutes.   
(o) Shall seek no reprisal against any individual who has reported any allegation of a 
violation of the Florida School Code or State Board of Education Rules as defined in 
Section 1012.795(1), Florida Statutes.   
(p) Shall comply with the conditions of an order of the Education Practices 
Commission.   
(q) Shall, as the supervising administrator, cooperate with the Education Practices 
Commission in monitoring the probation of a subordinate.   
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State Board of Education Rule 6B-1.001, FAC 
The Code of Ethics of the Education Profession in Florida 

 
1. The educator values the worth and dignity of every person, the pursuit of truth, 

devotion to excellence, acquisition of knowledge, and the nurture of democratic 
citizenship.  Essential to the achievement of these standards are the freedom to learn 
and to teach and the guarantee of equal opportunity for all. 

2. The educator primary professional concern will always be for the student and for the 
development of the student potential.  The educator will therefore strive for 
professional growth and will seek to exercise the best professional judgment and 
integrity. 

3. The educator must be aware of the importance of maintaining the respect and 
confidence of colleagues, of students, of parents, and of other members of the 
community, the educator strives to achieve and sustain the highest degree of ethical 
conduct.  

 
Harassment 

It is the policy of the Volusia County School District (“School District”) to maintain a work 
environment that is free from harassment because of an individual’s race, color, sex, religion, 
national origin, marital status, age, political beliefs, sexual orientation, gender identity or 
expression, or disability. The Volusia County School District prohibits any and all forms of 
harassment because of race, color, sex, religion, national origin, marital status, age, political 
beliefs, sexual orientation, gender identity or expression, or disability. This shall include same 
sex harassment, male to female harassment, and female to male harassment.  

For the purpose of this policy, the term “school personnel” includes school board members, 
agents, volunteers, contractors, or persons subject to the supervision and control of the School 
District. For the purpose of this policy, the term “other person” shall be defined as any other 
person involved with school business or activities, or on school grounds.  

It shall be a violation of School District policy for any student, teacher, administrator, other 
school personnel, or other person to harass a student, teacher, administrator, other school 
personnel, applicant for employment or other person through conduct of a sexual nature, or 
regarding race, color, religion, national origin, marital status, age, political beliefs, sexual 
orientation, gender identity or expression, or disability, as defined by this policy.  

It shall also be a violation of this policy for any teacher, administrator or other school personnel 
to tolerate sexual harassment or harassment because of a student’s, subordinate employee’s, or 
other person’s race, color, national origin, marital status, age, political beliefs, sexual 
orientation, gender identity or expression, or disability by a student, teacher, administrator, 
other school personnel or by any third party.  

The School District will act to promptly investigate all complaints, either formal or informal, 
verbal or written, of harassment because of race, color, sex, religion, national origin, marital 
status, age, political beliefs, sexual orientation, gender identity or expression, or disability. The 
school system will promptly take appropriate action to protect individuals from further 
harassment. If it is determined that bullying or harassment in violation of this policy has 
occurred, the district will: (1) promptly and appropriately discipline any student or employee 
who is found to have violated this policy; (2) take appropriate action against any other person 
who is found to have violated this policy; and/or (3) take other action reasonably calculated to 
end the bullying and/or harassment and to correct the discriminatory effects on the 

https://www.flrules.org/gateway/RuleNo.asp?ID=6B-1.001
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complainant or other individuals who were subject to bullying and/or harassment, if 
appropriate.  

The superintendent shall appoint an equity officer from among school personnel. The equity 
officer shall have the responsibility of counseling individuals who believe they may have been 
subjected to harassment in violation of this policy. Such counseling shall include providing 
necessary assistance and support in submitting the allegation to the appropriate investigator. 
The equity officer shall also provide the superintendent with recommendations regarding 
training that may benefit the School District in the prevention of unlawful discrimination and 
harassment, and coordinate compliance with civil rights protection. The equity officer shall also 
have the responsibility of reporting to the superintendent, deputy superintendent, area 
superintendent, assistant superintendent, principal, or whomever the equity officer deems 
appropriate whenever he or she believes that an individual who has filed a complaint has not 
had the charge properly investigated in compliance with this policy.  

DEFINITIONS  

A. Sexual Harassment for purposes of this policy, sexual harassment consists of unwelcome and 
unsolicited sexual advances, requests for sexual favors, sexually motivated physical conduct, or 
other verbal or physical conduct or communication of a sexual nature when:  

1. Submission to that conduct is made a term or condition, either explicitly or implicitly, 
of obtaining or retaining employment, or of obtaining an education; or  

2. Submission to or rejection of that conduct by an individual is used as a factor in 
decisions affecting that individual’s employment or education; or  

3. that conduct has the purpose or effect of substantially or unreasonably interfering with 
an individual’s employment or education, or creating an intimidating, hostile, abusive, 
oppressive, or offensive employment or education environment.  

Sexual harassment may include but is not limited to:  

1. Sexual advances; 2. Touching, patting, grabbing or pinching another 
individual’s intimate parts; 3. Coercing, forcing or attempting to coerce or force 
the touching of anyone’s intimate parts; 4. Coercing, forcing or attempting to 
coerce or force sexual intercourse or a sexual act on another; 5. Graffiti of a 
sexual nature; 6. Sexual gestures; 7. Sexual or dirty jokes; 8. Touching oneself 
sexually or talking about one’s sexual activity in front of others; 9. Spreading 
rumors about or rating other employees as to sexual activity or performance; 10. 
Unwelcome, sexually motivated or inappropriate physical contact. This 
prohibition does not preclude legitimate non-sexual conduct such as the use of 
necessary restraints to avoid physical harm to persons or property; or 11. other 
unwelcome sexual behavior or words, including demands for sexual favors, when 
accompanied by implied or overt threats concerning an individual’s employment, 
educational status or employment, or implied or overt promises of preferential 
treatment. 

B. Harassment Because of Race, Color, Religion, National Origin, Marital Status, Age, Political 
Beliefs, Sexual Orientation, Gender Identity or Expression, or Disability  

For purposes of this policy, harassment on the basis of race, color, religion, national origin 
marital status, age, political beliefs, sexual orientation, gender identity or expression, or 
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disability consists of verbal or physical conduct relating to an individual’s race, color, religion, 
national origin, marital status, age, political beliefs, sexual orientation, gender identity or 
expression, or that of an individual’s parents, family members or ancestors, or an individual’s 
physical or mental disability, when the conduct:  

1. Has the purpose or effect of creating an intimidating, hostile, abusive, oppressive, or 
offensive working or educational environment;  

2. Has the purpose or effect of substantially or unreasonably interfering with an 
individual’s work or educational performance; or  

3. Otherwise adversely affects an individual’s employment or educational opportunities.  

Harassment because of race, color, religion, national origin, marital status, age, political beliefs, 
sexual orientation, gender identity or expression, or disability may include but is not limited to:  

1. Graffiti containing offensive language; 2. Name calling, jokes or rumors; 3. threatening 
or intimidating conduct directed at another because of the other’s race, color, religion, 
national origin, marital status, age, political beliefs, sexual orientation, gender identity or 
expression, or disability; 4. Notes or cartoons; 5. slurs, negative stereotypes, and hostile 
acts, which are based upon another’s race, color, religion, national origin, marital status, 
age, political beliefs, sexual orientation, gender identity or expression, or disability; 6. 
Written or graphic material containing comments or stereotypes which is posted or 
circulated and which is aimed at degrading individuals or members of protected classes;  

7. A physical act of aggression or assault upon another because of, or in a manner 
reasonably related to race, color, religion, national origin, marital status, age, political 
beliefs, sexual orientation, gender identity or expression, or disability; or 8. other kinds 
of aggressive conduct such as theft or damage to property, which is motivated by race, 
color, religion, national origin, marital status, age, political beliefs, sexual orientation, 
gender identity or expression, or disability. 

Dress Code 

It is expected that professional dress occurs every day.  There may be casual days throughout the year that 
will be announced.  Professional Dress includes: 

Ladies- dress slacks, dress, or skirt to the knee or finger-tip length, dress shoes or sandals.   

Men- dress slacks, dress shirt, polo shirts, dress shoes (jacket or tie optional).   

 The following clothing items are not allowed: 

  T-shirts 
  Shorts 
  Backless tops 
  Leggings without long shirt over them 
  Jeans cannot have holes or tears in them 
  Short skirts 
  Yoga or sweatpants 
  Tongue or facial piercings 
  Flip-flops, crocs, or tennis shoes (unless it is Friday) 
  

*Fridays are considered a Spirit Day.  Please remember to continue with professionalism in your 
appearance.  This includes an Ivy Hawn shirt, appropriate jeans and shoes. 
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Instructional Staff Teams 

Elementary 

 
Middle 

 
Kindergarten 

Halley Acosta- Team Leader 
Megan Lowry 

Rachel Sainte-Claire 

Rachel Simpson 

6th Grade 

Crystal Cornelius: Science / 6th grade chair 
Kim Hymes: Math/ Dept. chair 

Merriann Frederick: ELA 
Krista Simmons: ELA 

Kristen Smith: World History / Dept. chair 
 

1st Grade 

Emily Harrell 
Elizabeth Kilbourn- Team Leader 

Rachael Phillips 

Alicia Pryce 

7th Grade 

Heather Baker: ELA 
Carol Brackin: Math 
Melissa Forney- ELA 

Stacy Gregorski: Civics / 7th grade chair 
Ivette Pujol: Math 

Melinda Senf: Science 

2nd Grade 

Lucy Alceuis 
Heather Bundick 

 Nicole Ringold- Team Leader 
Allison Vaughn 

8th Grade 
Kristin Andreason: Math 

Ginger Barnhart: ELA 
Julia Rosso: Science / Dept. chair 

Felicia Taylor: Math 
Elizabeth Savory: ELA / 8th grade & Dept. chair 

Andrew Wilson: American History 

3rd Grade 

Maureen Bucich: Math / Science 
Amanda Casado: ELA 
Natisha Houman: ELA 

Laura Riley: Math / Science-Team Leader 
 

Middle School Electives 
Blair Bauer: Digital Arts 

Haley Breese: Film and Animation 
Kyle Halpin: Band 

 Amy Guevara: STEM coordinator 
Daphné Dalgé: Fashion Design 

William Heller: PE 
Natalie Kushner: Dance 

Angela Morris: Technology 
Alexandra Serrano: Spanish 

Scott Silvers: Art-Visual Arts Department Team 
Leader 

Darlene Stewart: Drama- Performing Arts Team 
Leader 

Sarah Wilson: Chorus / Orchestra 

4th Grade 

Pam Barnes: ELA / Social Studies-Team Leader 

Brooke Brackney: Math / Science 
Laura Griffin: ELA 

Michael Lee: Math / Science 
Kathleen Manning: ELA  

Angela Mariner: Math / Science 
5th Grade 

Danielle Bartlett: ELA /Team Leader 
Victoria Hiss:  ELA 

Heather de Rose:  ELA 
Lara Kimmel: Math / Science 

Melissa Mehanja:  Math / Science 
Brittneé Zeak: Math / Science 

Elementary Electives 
Greg Bigham: PE 
Linda Brush: Art 

Jerrylyn Burton: Media Specialist/K & 1st support 
Michael Feinman: Recess coordinator 

Amy Guevara- STEM 
Cat Holvey: Music- Department Team Lead 

Caroline Iorio: Computers 
Bridget Horan: Dance 

Sheri Potter: Agriscience 
Elizabeth Redondo: Drama 
Alexandra Serrano- Spanish 

ESE / Support 
Amy Eckman: ESE Facilitator 
Kristen Igel- ESE Coordinator 

Liz Perpiñan: Technology Coordinator 
Carol Santopietro: ESE / Guidance 

Loretta Smith: Head Custodian 
Casi Sprague: ESE Facilitator 
Tasha Till: Cafeteria Manager 
Brianna Till: Campus Advisor 

 Carey Wilson: Dean of Students 
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Collaboration and Teaming 

Teams are powerful factors in creating happy children and a positive work climate.  Personal 
responsibility, creativity, and success is achieved by being a contributing team player.  For the 
best instruction, professional growth, and great results, teams will meet once a week during 
common planning or more to discuss student achievement, data, or any other pertinent 
information, as well as meeting once a week with administration.   

There will also be monthly PLC meetings where vertical teams will meet to discuss data or other 
information.  Vertical teams are: K-1, 2-3, 4-5, and Math, Science, Social Studies, and ELA in 
Middle School.  It is also a requirement to keep running notes/minutes for each meeting.  These 
will be turned in to the principal.  There will be one meeting a week that you will meet with 
administration to discuss topics in need of discussion.  Please honor the time commitment and 
the expectations of all meetings. 

You can find the following documents in Appendices E-H and on the Teacher 
Toolkit: 

 Team Planning Agenda 

 Classroom Connect 

 Lesson Planning templates 

 PLC agenda examples 

 

School Procedures and Policies 

The following school procedures are explained in detail on the Teacher Toolkit and in the 
Appendices I-M.   

Educator’s Handbook 

Gradebook Guidelines (Toolkit only)  

Lunch / Cafeteria Expectations  

Fundraising / Activities / Calendar Requests 

Monies Collected Procedures 

Attendance / Substitutes  

*Passes are required for when a student leaves the classroom for any reason.   

Laminating 

Per year, you are allotted 5 posters or 20 8x10 sheets.  Please visit the school store if you have 
any questions about laminating. 
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Ivy Hawn Copiers 

Each teacher will have the opportunity to make copies here at the school, both at the copier and 
remotely.  Each teacher will use their last 4 digits of your SSN followed by a 0 as your personal 
code. You are allotted 2,000 copies a month to use.  Copies are to be done in black and white 
and will be done on white paper unless you manually change it.  For color copy requests, please 
send the document, amount of copies, and any other information regarding the document to the 
principal’s secretary for approval.  If you have any questions, please see the technology 
coordinator. 

Copy Center 

When making large quantities of copies, you may use the Volusia County Copy Center. Please be 
aware that although this is a county-wide used system, this is for academic use.  District 
Assessments and any items that are large in quantity can be sent to Copy Center.  This is for 
black and white copies only.  If you have any questions about its use, please see the principal’s 
secretary of the technology coordinator. 

Special Circumstances 

Supervision 

1. Teachers are responsible for students while on duty. 
2. Teachers must remain vigilant, cannot ignore conflict or fight, and must make an 

attempt to stop either one. 
3. Serious conflicts must be reported as soon as possible to the Dean of students or the 

nearest administrator.  The supervising adult must complete a written Incident Report 
or to go Educator’s Handbook.  This can be found on the Teacher Toolkit. 

4. Teachers must never leave students unsupervised in a classroom without a credentialed 
adult. 

Accidents 

All teachers must report accidents that occur in class, during supervision duty, or after school 
activities.  As accident report form must be completed as soon as possible (within the same day).  
This form can be found on the Teacher Toolkit. 

After School Activities 

After school activities, detention, or tutoring cannot take place without parent written 
permission in advance; emails are acceptable. 

Student permission slips to attend scheduled activities can be signed in advance and returned to 
the teacher’s file.  These should have a current contact number. 
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Parental Custody 

1. Teachers may not release a student to anyone who comes to a class; send the person to 
the office. 

2. Only administration has the right to release a child to parents before the end of the 
school day. 

3. All visitors to the campus must have a visitor’s pass.  If a teacher sees a stranger, ask for 
a visitor’s pass or notify administration/security. 

4. If one parent or another suggests to you that a restraining order or custody issues are 
present, consult the registrar who will contact the appropriate administrator. 

Suspicion of Abuse 

 As members of a school staff, you are legally obligated to report any suspicions you have 
about possible abuse or neglect of our students.  Failure to do so could result in a lawsuit. 

 If a student mentions something to you, if you are concerned that neglect is possible or 
you see marks indicating physical abuse, report the information to the principal, then 
call the Abuse Hotline. 

 The Abuse Hotline number is 1-800-962-2873. 

 We cannot make judgments as to the intent of the parent or the severity of the neglect or 
abuse. Those decisions must be made by Child Protective Services. Our role is to report 
our suspicions and let them take it from there. 

 Once you have provided the pertinent information to the principal, you will then call to 
report the information.  A caseworker will likely come to visit the student at school to 
gather more information.  The principal may sit with the student during that time. The 
results of the investigation are confidential, so we may hear no more. 

 Sexual Harassment- Teachers must report alleged sexual harassment to the principal 
immediately.  Further explanation can be found in the Parent / Student Handbook. 

Serious Discipline (Code of Conduct) 

At Ivy Hawn Charter Sch0ol of the Arts, our goal is to work with parents and students to build a 
solid academic background and provide students with a framework of high standards and values 
that will guide them throughout life.  This includes further development of behaviors that will 
promote respect, responsibility, organization, and self-discipline.  Our faculty and staff are here 
to ensure that each student has the opportunity to learn and to develop to his or her fullest 
potential in a safe and secure environment.  Should a student fail to observe a rule or policy, 
appropriate disciplinary action will be taken (see Section 208).  We understand that 
circumstances and a range of severity exist for any of the levels of behaviors listed in the Code of 
Student Conduct and Discipline. Therefore, individual situations will be handled by the school 
administration based the severity, intensity, and frequency of the inappropriate behavior.  
Furthermore, we enable our students to self-reflect on their behaviors work with the Problem 
Solving Team, including a Behavioral Contract to determine if their actions are consistent with 
our beliefs, values, and core principles.  To ensure our students understand the overall 
expectations in school, it is imperative that parents and/or guardians support us by having a 
discussion regarding acceptable practices that would foster academic and behavioral growth. We 
realize the important role parents play throughout their child’s academic journey.   

To ensure an academically productive classroom environment, no student will be allowed to 
behave in a manner that interferes with the opportunity of other students to learn and/or with 
the teacher’s responsibility to teach. 

**ALL IS INCLUDED IN THE PARENT / STUDENT HANDBOOK 
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Ivy Hawn’s Governing Board policy is aligned to the Volusia County Schools 
Policy Guide and Code of Student Conduct and Discipline provided to you in this 

section (Policy 208) 

Disciplinary Offenses and Responses 

A. Definitions 

l. Alcohol - all beverages and/or edible items or substances containing alcohol in any percent by 
volume, including distilled spirits. 

2. Alternative Education - An educational program used in lieu of suspension or expulsion.  
Students assigned to an alternative education program are prohibited from attending or 
participating in other Volusia County Schools’ events or activities, where the Code of 

Conduct is in effect. For the purpose of this policy, the term “alternative education” does not 
include schools of choice. 

3. Ammunition - the various projectiles together with their fuses, propelling charges, and 
primers that are fired from guns. 

4. Arson - willful and malicious damage to any structure by fire or explosion. 

5. Assault - intentionally threatening by word or act to do violence to another person, combined 
with an apparent ability to commit violence, which creates a well-founded fear in the person that 
violence is imminent. 

6. Battery - physically striking another person against that person's will causing bodily harm to 
another person. 

7. Bomb threats - intentionally making a false report to any person, including school personnel, 
concerning the planting or placing of any bomb, dynamite or other arson causing device. 

8. Bullying - aggressive behavior that is repeated and is intentionally harmful and occurs with no 
provocation. “Bullying” includes systematically and chronically inflicting physical hurt or 
psychological distress on one or more students or employees. It is further defined as unwanted 
and repeated written, verbal, or physical behavior, including any threatening, insulting, or 
dehumanizing gesture, by a student or adult, that is severe or pervasive enough to create an 
intimidating, hostile, or offensive educational environment; cause discomfort or humiliation; or 
unreasonably interfere with the individual’s school performance or participation; and may 
involve but is not limited to teasing, calling names, social exclusion, threat, intimidation, 
stalking, physical violence, theft, sexual, religious or racial harassment, public humiliation and 
destruction of property as well as spreading rumors and influencing others to do the same. The 
term “bullying” includes cyber-bullying where technology and cyberspace are used for any of the 
above behaviors and acts. (See also School Board Policy 525 – Policy Against Bullying and 
Harassment.) 

9. Burglary - breaking and entering into a building or vehicle with the intent to commit a crime. 

10. Case Management - The collaborative process that assesses, plans, implements, coordinates, 
and monitors services required to meet the student’s educational and service needs. 

http://www.boarddocs.com/fla/vcsfl/Board.nsf/files/AF5NVD611B9E/$file/Code%20of%20Conduct%20208(S).PDF
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11. Cheating/Academic dishonesty - to influence by deceit, trick or fraud, to violate rules for 
personal gain or the gain of others. To obtain by deceit a grade or reward to which one is not 
entitled. To plagiarize. 

12. Cyberstalk - to engage in a course of conduct to communicate, or to cause to be 
communicated, words, images, or language by or through the use of electronic mail or electronic 
communication, directed at a specific person(s), causing substantial emotional distress to that 
person(s) and serving no legitimate purpose. 

13. Disorderly conduct - any act which substantially disrupts the orderly conduct of a school 
function, or substantially disrupts the learning environment or poses a threat to the health, 
safety, and/or welfare of others. 

14. Disruption - behavior which is willful and overt initiated on the part of the student and which 
requires the attention of school personnel to deal with the incident. 

15. District Student Placement Committee - the committee, whose membership is designated by 
the superintendent, with the responsibility for determining whether a student should be 
recommended for expulsion or for other placement. 

16. Drug paraphernalia - all equipment, products, and materials of any kind which are used, 
intended for use, or designated for use in planting, propagating, cultivating, growing, 
harvesting, manufacturing, compounding, converting, producing, processing, preparing, testing, 
analyzing, packaging, repackaging, storing, containing, concealing, injecting, ingesting, inhaling, 
or otherwise introducing into the human body a controlled substance in violation of Chapter 
893, Florida Statutes. The term includes, but is not limited to items listed in Section 893.145 of 
Florida Statutes, and items which may be determined to be drug paraphernalia under the 
criteria set out in Section 893.146 of Florida Statutes. 

17. Drugs - all substances defined as controlled substances under Chapter 893, Florida Statutes, 
including marijuana, hallucinogens, inhalants; any substance represented as a controlled 
substance by any person intending to deliver or sell said substance to another, whether or not 
the substance is a controlled substance. 

18. Drugs and Alcohol: 

a. Possession - to have unlawful custody or control over any substance defined as a drug 
or alcohol under this code; prescription medication is exempt from the definition of 
possession if the student in possession of the medication has a valid prescription for that 
medication and has followed the prescribed procedures for administration of 
medication. 

b. Distribution - the delivery of a drug or alcohol to another by one who is responsible for 
the introduction of the drug or alcohol upon school board property or at a school 
sponsored event. Where quantities of the drug or alcohol are extremely small, or where 
there is some question as to whether the substance was willingly distributed, or where 
there was a number of individuals passing the same item or substance, the classification 
of distribution versus possession may be determined by the charging document filed in 
Juvenile or Criminal Court. 

c. Sale - the delivery of a drug or alcohol to another in return for money or other 
consideration. 
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d. Use - introduction of alcohol or a drug into the body. 

19. Electronic device misuse - the use of a computer, cell phone, smart phone, or other electronic 
device to take any of the following actions or any similar action is unauthorized and prohibited: 
violating the acceptable use policy, unauthorized hacking into or accessing or breaking into 
restricted accounts, networks, or private accounts; modifying, or destroying files without 
permission; illegally copying software; and entering, accessing, viewing, distributing, or printing 
inappropriate/unauthorized files, programs, pornographic sites, or sites advocating hate, 
violence, and/or illegal activity. 

20. Explosive device - a prepared chemical or powder device designed to explode or burn, not 
unaltered commercial fireworks. 

21. Expulsion - the discontinuation of educational services provided by Volusia County Schools 
for a period of time prescribed by the School Board. Students under expulsion are prohibited 
from attending or participating in Volusia County Schools’ events or activities, where the Code 
of Conduct is in effect. 

22. Extortion/threats - threatening another with the intent to obtain money or other property, 
or to compel that person to do an act or refrain from doing an act against his/her will. 

23. False alarms - intentionally initiating any false alarm, including contacting 911. 

24. False document - to make, possess, or sign a counterfeit or forged school related document 
such as a pass or an excuse. 

25. False report - Knowingly filing a false report. Willfully giving or conveying to any law 
enforcement officer or school official false information or reports concerning the alleged 
commission of any crime under the laws of the state, or ethical violation of school board policy, 
knowing that such information is false, in that no crime or ethical violation has been committed. 

26. Fighting - mutual participation in a fight involving physical violence where there is any 
degree of injury or where physical restraint is necessary. Does not include verbal confrontations, 
tussles or other minor confrontations.  

27. Firearm - any weapon which will, is designed to, or may readily be converted to expel a 
projectile by the action of an explosive; the frame or receiver of any such weapon; any firearm or 
firearm silencer; any destructive device; or any machine gun. A destructive device is any bomb, 
grenade, mine, rocket, missile, pipe bomb, or similar device containing some type of explosive 
that is designed to explode and is capable of causing bodily harm or property damage. Includes 
firearms of any kind (operable or inoperable, loaded or unloaded), including but not limited to 
hand, zip, pistol, rifle, shot gun, starter gun, flare gun.  

28. Fireworks - explosives or combustibles used to produce light, smoke, odor, or noise. 

29. Forgery - to make a document with the intent to defraud. 

30. Gambling - to bet money or other stakes on an outcome or a game, contest, or event. 

31. Harassment - any threatening, insulting, or dehumanizing gesture, use of data, or computer 
software, or written, verbal or physical conduct directed against a student or school employee 
that places a student or school employee in reasonable fear of harm to his or her person or 
damage to his or her property, has the effect of substantially interfering with a student’s 
educational performance, opportunities, or benefits and/or has the effect of substantially 
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disrupting the orderly operation of a school. (See also School Board Policy 509 – Prohibition of 
Harassment.) 

32. Hazing - any action or situation that recklessly or intentionally endangers the mental or 
physical health or safety of a student for purposes, including, but not limited to, initiation or 
admission into or affiliation with any organization operating under the sanction of a 
postsecondary institution. Hazing includes, but is not limited to, pressuring or coercing the 
student into violating state or federal law, any brutality of a physical nature, such as whipping, 
beating, branding, exposure to the elements, forced consumption of any food, liquor, drug, or 
other substance, or other forced physical activity that could adversely affect the physical health 
or safety of the student, and also includes any activity that would subject the student to extreme 
mental stress, such as sleep deprivation, forced exclusion from social contact, forced conduct 
that could result in extreme embarrassment, or other forced activity that could adversely affect 
the mental health or dignity of the student. Hazing does not include customary athletic events or 
other similar contests or competitions or any activity or conduct that furthers a legal and 
legitimate objective. 

33. Hitting/Striking - Purposely making forceful contact with another against his/her will which 
does not result in an injury, and which does not constitute battery; biting, spitting or throwing 
bodily fluids (not covered under battery.) 

34. Horseplay - rowdy, rough play that interferes with proper order. 

35. Inappropriate touching - any contact or touching of a sexual nature which is inappropriate 
for an educational setting or event. 

36. Indecent exposure - exposing or exhibiting sexual organs in any public setting. 

37. Insubordination - behavior, acts, or words which are disobedient. Failure to respect the 
authority of the school or its faculty. 

38. Laser lights - any device, which projects a concentrated beam of light in one or more discrete 
wavelengths. 

39. Look alike guns - any replica firearm or toy gun or object which looks like an actual firearm, 
or toy gun or object which is purposely displayed or represented as a firearm. 

40. Malicious threats of violence - threats that do not constitute assault. Words or acts that are 
not coupled with an apparent ability to do so or which do not create a well-founded fear that 
such violence is imminent. This does not require law enforcement involvement. 

41. Motor vehicle theft - theft or attempted theft of a motor vehicle. 

42. Off-campus felony - any student who is reported to have been formally charged (petition 
filed) by the state attorney with a felony offense may be suspended and expelled from school 
attendance in accordance with the district’s procedure. This section also applies to any student 
reported by the court who has been found to have committed a delinquent act, which, if 
committed by an adult, would be a felony. 

43. Off-campus instruction – for the purpose of this policy, an alternative educational program 
that may be used for students who are being considered for expulsion. Off-campus instruction is 
offered to students whose suspension is extended beyond 10 days. Students assigned to the off-
campus instruction program are prohibited from entering any school during the period of 
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suspension without express permission of the principal/designee, or attending or participating 
in other Volusia County Schools’ events or activities. 

44. Pornographic materials and communications - vulgar or obscene materials or 
communications, oral or written. This includes notes and phone calls and other communications 
such as Internet communications, as well as the possession of lewd or obscene drawings, 
pictures or magazines. Magazines, which depict nude models, are included in this category. 

45. Possession - to have custody or control over an item or items. This includes, but is not 
limited to having an item on your person, or in your personal belongings. This includes lockers 
and vehicles. 

46. Principal to a criminal act - aiding, abetting, counseling, hiring, or otherwise procuring a 
criminal offense, where such offense is committed or is attempted to be committed. 

47. Problem Solving Team - an intervention driven/progress monitoring teams at each school 
site which assists students, families and teachers in seeking positive solutions for all students. A 
critical component of Problem Solving Teams is the collaboration of all stakeholders within the 
school community (i.e., school administrators, teachers, school psychologists, guidance 
counselors, school social workers, speech/language clinicians, reading specialists, parents, and 
other relevant personnel including community agencies when necessary). 

48. Profane, obscene or vulgar language - any expression in any language, either verbal, written, 
or by gesture which is disruptive and/or offends individuals or groups and violates the norms of 
the school and community. 

49. Propellants - a gas or liquid, which is expelled from a canister or container designed for 
personal protection. 

50. Riot - a violent disturbance by three or more students with a common purpose. 

51. Robbery - taking money or other property from the person or custody of another by the use 
of force or threat. 

52. Scuffling - wrestling, grappling, hitting, or tussling on the part of two or more students in 
which there is no degree of injury. 

53. Secret societies - the organization of, establishment of, promotion of, membership in, or 
pledge of membership in any secret fraternity, sorority, or group (including a gang) wholly or 
partly composed of student(s) enrolled in the public schools and which perpetuates itself wholly 
or partly by taking in additional members on the basis of the decision of its membership rather 
than on the right of any student who is qualified by the rules of the school to be a member. 
Displaying or wearing any secret society organization logo in any way disruptive of the 
educational program is prohibited. 

54. Sexual battery - any sexual act or attempt directed against another person, forcibly and/or 
against the person's will where the victim is incapable of giving consent because of his or her 
youth or because of temporary or permanent mental incapacity. This category includes rape, 
indecent liberties, child molestation, and sodomy. This category requires law enforcement 
involvement and the filing of criminal charges. 

55. Sexual harassment - as defined in School Board Policy 509, including any of the following 
actions or activities: unwanted, repeated, verbal or physical sexual behavior which is offensive 
and objectionable to the recipient, causes discomfort or humiliation and interferes with school 
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performance. Examples include touching breasts or buttocks, verbal comments, touching 
oneself in front of others, and/or spreading sexual rumors. 

56. Suspension - a temporary removal of a student from all classes of instruction on public 
school grounds and all other school-sponsored activities except as authorized by the principal or 
the principal’s designee, for a period not to exceed ten (10) school days and remanding of the 
student to the custody of the student’s parent with specific homework assignments for the 
student to complete. Students under suspension are prohibited from entering any school during 
the period of suspension without the express permission of the principal/designee, or attending 
or participating in Volusia County Schools’ events or activities. 

57. Synthetic/Counterfeit drugs - any substance that is represented to be, represented to 
contain, mimics, or looks like a narcotic drug, hallucinogenic drug, amphetamine, barbiturate, 
marijuana, alcoholic beverage, stimulant, depressant, intoxicant, or controlled substance of any 
kind under the law of Florida or federal law. This includes, but is not limited to, any substance 
that produces the same effect as or is represented to produce the same effect as a controlled 
substance or any analogue of a controlled substance including, but not limited to “Bath Salts” or 
“K-2”, also known as “Spice” or “legal weed.” 

58. Telecommunication devices - any device that is capable of transmitting voice, text, or 
pictures from one person to another. 

59. Theft - the unlawful taking of the property of another without threat of violence or bodily 
harm. 

60. Time-out - A behavior modification technique where a student is removed from classroom 
activities for a period of time. 

61. Tobacco products - all items, which in total or in part, include tobacco or a by-product of 
tobacco, including but not limited to, cigarettes, cigars, chewing tobacco, snuff, and pipe 
tobacco. 

62. Toxic plants - any plant, tree, or shrub, that when ingested causes a mind or mood altering 
state, or which is poisonous to the body. 

63. Trespassing - willfully entering or remaining on any school board property, building or 
vehicle without permission or authority. This includes returning to any school board property 
while under suspension or expulsion. 

64. Vandalism - willfully injuring or damaging by any means any real or personal property 
belonging to another. 

65. Vehicle violation - Any violation of campus rules involving a motor vehicle. 

66. Walkie-talkies - a battery powered portable sending and receiving radio or instrument. 

67. Weapons (other) - possession, use or intention of use of any instrument or object to inflict 
harm on another person, or to intimidate any person. Included but not limited to in this 
category are items not being used for a curricular purpose such as all types of knives, chains (any 
not being used for the purpose for which it was normally intended and capable of harming an 
individual), pipe (any length or metal not being used for the purpose it was normally intended), 
hunting equipment including bows and/or arrows, hunting grade sling shots razor blades or 
similar instruments with sharp cutting edges, ice picks, dirks, other pointed instruments, 
nunchakus, brass knuckles, Chinese stars, billy clubs, tear gas gun, electrical weapons or device 
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(stun gun), BB or pellet gun, explosives or propellants over 2 oz.   Possession of any long blade 
or switch blade knife is included here. A common pocket knife will not be considered to be a 
weapon unless used as one. Weapons and other items of contraband are also prohibited from 
being in vehicles while on school board property or while at school sponsored events. Pursuant 
to F.S. 790.115(2)(a)(3), the district specifically waives the exception regarding weapons 
possession in vehicles provided in 790.25(5). 

B. Classification of Violations 

Violations of this Code are grouped into four levels: Minor, Intermediate, Major I, and Major II.  
Each level has appropriate discipline responses, which are listed under each category. For the 
purpose of record retention, “Major” will be considered an offense listed under Level IV – Major 
Offenses. For the purpose of section 1006.13, Florida Statutes (Policy of Zero Tolerance for 
Crime and Victimization), the first two levels, Minor and Intermediate, shall be considered petty 
acts of misconduct, and offenses listed under Level IV – Major Offenses II, shall be considered 
to be acts that pose a serious threat to school safety. The categorization of offenses listed under 
Level III – Major I Offenses shall be determined by the principal based upon the severity of the 
offense. These responses are the only disciplinary actions that principals or their designees may 
use. Paddling, corporal punishment or other punitive physical contact are not permitted 
responses to a disciplinary offense. 

C. General Expectations 

1. In any situation where a violation of this Code is alleged, the principal or designee will hear 
the student's explanation and investigate the matter fully before determining if a violation has 
occurred. If a violation has occurred, the principal or designee will determine the level of that 
violation. 

2. Each classroom teacher is expected to deal with any student's general classroom conduct. The 
teacher may take the following actions: in-class disciplinary action, contact the student's 
parent/guardian, and/or will schedule conferences with the student's parent/guardian and other 
staff including the Problem Solving Team. The student should be referred to the principal or 
designee only after the actions taken by the teacher are ineffective or the disruption is severe. 
Teachers have the authority to remove students from the classroom in accordance with the 
Florida Statute and district procedures. 

3. Students making verbal or written threats of violence toward themselves or others or who 
engage in behavior that is a physical threat to themselves or others receive appropriate 
intervention in accordance with district procedures. Disciplinary action will be taken as is 
appropriate according to this policy. The degree of each threat is assessed as directed by Volusia 
County School’s Safety and Security Manual and discussed with the student’s parent/guardian. 

4. Failure to bring materials and equipment to class, refusal to do homework, or refusal to work 
in class are not grounds for discipline referral unless classroom disruption results from these 
acts. The teacher should notify the parent/guardian when a student exhibits poor work habits. 

D. Statutory Notices 

1. The illegal use, possession, or sale of controlled substances, as defined in chapter 893, by any 
student while the student is upon school property or in attendance at a school function is 
grounds for disciplinary action by the school and may also result in criminal penalties being 
imposed. Any student who is subject to discipline or expulsion for unlawful possession or use of 
any substance controlled under chapter 893 may be entitled to a waiver of the discipline or 
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expulsion: (a) if the student divulges information leading to the arrest and conviction of the 
person who supplied the controlled substance to him or her, or if the student voluntarily 
discloses his or her unlawful possession of the controlled substance prior to his or her arrest. 
Any information divulged which leads to arrest and conviction is not admissible in evidence in a 
subsequent criminal trial against the student divulging the information; or (b) if the student 
commits himself or herself, or is referred by the court in lieu of sentence, to a state-licensed drug 
abuse program and successfully completes the program. 

2. The use of a wireless communications device includes the possibility of the imposition of 
disciplinary action by the school or criminal penalties if the device is used in a criminal act. The 
Superintendent shall establish rules and procedures governing the use of wireless 
communications devices by students while on school property or in attendance at a school 
function. Such rules and procedures shall be designed to promote quality instruction and the 
effective maintenance of student discipline. 

3. The possession of a firearm or weapon, as defined in Chapter 790, Florida Statutes, while the 
student is on school property or in attendance at a school function is grounds for disciplinary 
action by the school and may also result in criminal penalties being imposed. Any student who is 
determined to have brought a firearm or weapon, as defined in chapter 790, Florida Statutes, to 
school, to any school function, or onto any school-sponsored transportation, or to have 
possessed a firearm at school, will be expelled, with or without continuing educational services, 
from the student's regular school for a period of not less than 1 full year and referred to the 
criminal justice or juvenile justice system. The School Board may assign the student to an 
alternative education program for the purpose of continuing educational services during the 
period of expulsion. The Superintendents may consider the 1-year expulsion requirement on a 
case-by-case basis and request the School Board to modify the requirement by assigning the 
student to an alternative education program if the request for modification is in writing and it is 
determined to be in the best interest of the student and the school system.  

4. Violence against any school board personnel by a student is grounds for in-school suspension, 
out-of-school suspension, expulsion, or imposition of other disciplinary action by the school and 
may also result in criminal penalties being imposed. 

5. The violation of school board transportation policies, including disruptive behavior on a 
school bus or at a school bus stop, by a student is grounds for suspension of the student's 
privilege of riding on a school bus and may be grounds for disciplinary action by the school and 
may also result in criminal penalties being imposed. 

6. The violation of the school board's sexual harassment policy by a student is grounds for in 
school suspension, out-of-school suspension, expulsion, or imposition of other disciplinary 
action by the school and may also result in criminal penalties being imposed. 

7. Any student who is determined to have made a threat or false report, as defined by sections 
790.162 and 790.163, Florida Statutes, respectively, involving school or school personnel's 
property, school transportation, or a school-sponsored activity will be expelled, with or without 
continuing educational services, from the student's regular school for a period of not less than 1 
full year and referred for criminal prosecution. The School Board may assign the student to an 
alternative education program for the purpose of continuing educational services during the 
period of expulsion. The Superintendent may consider the 1-year expulsion requirement on a 
case-by-case basis and request the School Board to modify the requirement by assigning the 
student to an alternative education program if it is determined to be in the best interest of the 
student and the school system. 
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8. A student may be disciplined or expelled for unlawful possession or use of any substance 
controlled under chapter 893 upon the third violation of this provision. 

E. Discipline Offenses and Responses Pursuant to Section 1006.07(1), Florida Statutes, the 
following program of positive reinforcement shall be used: 

1. Level I - Minor Offenses 

• Bus disturbance - minor disruption on school sponsored transportation 
• Class or school rule violation 
• Disruption - minor disruption or disturbance of a school activity, class or 
campus 
• Dress code violation 
• False document 
• Horseplay 
• *Tardiness 
 

• Any other violation which the principal may reasonably believe falls within this category which 
is not listed under the other three levels. 

Level I - Responses 
First Offense - In-school conference with student, and if warranted, contact 
with parent/guardian. 
 
Subsequent Offenses - In-school conference with student, contact with 
parent/guardian, and one or more of the following disciplinary actions: 
 
• Behavioral contract 
• Cafeteria restriction 
• Civil Citation Program 
• Community service in lieu of suspension 
• Detention 
• Extended detention 
• In-school suspension 
• Loss of privileges: extracurricular events/activities 
• Mediation 
• Parent/guardian conference 
• Parent/guardian visitation 
• Problem Solving Team 
• Restitution 
• Saturday school 
• Student services referral (i.e., school counselor, school social worker or 
school psychologist) 
• Suspension 
• Suspension from the bus 
• Suspension of privileges 
• Time out 
• Warning 
• Work detail 
 
Dress Code Offenses – Any student who violates the provisions of the dress 
code policy that prohibits a student from wearing clothing that exposes 
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underwear or body parts in an indecent or vulgar manner or that disrupts 
the orderly learning environment is subject to the following: 

a) For a first offense, a student shall be given a verbal warning and 
the parent/guardian shall be called. 
b) For the second offense, the student is ineligible to participate in 
any extracurricular activity for a period not to exceed five (5) days 
and the parent/guardian shall meet with the principal/designee. 
c) For a third or subsequent offense, a student shall receive an in-
school suspension pursuant to s. 1003.01(5) for a period not to 
exceed three (3) days, the student is ineligible for any 
extracurricular activity for a period not to exceed 30 days, and the 
parent/guardian shall be called and sent a written letter regarding 
the student’s in-school suspension and ineligibility to participate in 
extracurricular activities. 
 

*A student may not be suspended for tardiness. 
**For ESE students refer to Behavioral Alternatives document for additional responses. 
 

2. Level II - Intermediate Offenses 
• Bus disturbance - considerable disruption on school sponsored 
transportation 
• Cheating/Academic dishonesty 
• Disruption - considerable disruption or disturbance of a school activity, 
class or campus 
• Failure to appear for Saturday school, detention or extended detention 
• Gambling 
• Hitting / Striking 
• Introduction of a foreign substance (non-harmful) into food or drink 
• Laser lights 
• Matches, lighters, or other flammables 
• Possession of chemical spray under .5 oz. 
• Profane, obscene, or vulgar language or expression (in any language); 
either verbal, written, or by gesture directed at others 
• Scuffling 
• Telecommunications devices - the exhibition of, either by sight or sound, 
or use of during normal school hours or while riding school sponsored 
transportation unless approved by the bus operator or supervising teacher, 
permitted by district procedure, or permitted by district or school 
instructional programs. 
• Tobacco products - use, possession, or distribution of 
• Unauthorized absence from class/leaving class, or leaving school grounds 
without permission 
• Any other violation, which the principal may reasonably believe, falls 
within this category which is not listed under the other three levels. 

Level II - Responses 
In-school conference with student, contact with parent/guardian, 
confiscation of contraband, loss of grade, zero on assignment (for 
cheating), and one or more of the following disciplinary actions: 
 
• Behavioral contract 
• Cafeteria restriction 
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• Civil Citation Program 
• Community service in lieu of suspension 
• Detention 
• Extended detention 
• In-school suspension 
• Intent to harm self or others referral 
• Loss of privileges: extracurricular events/activities 
• Mediation 
• Parent/guardian conference 
• Parent/guardian visitation 
• Problem Solving Team 
• Restitution 
• Saturday school 
• Student services referral (i.e., school counselor, school social worker or 
school psychologist) 
• Suspension 
• Suspension from the bus 
• Suspension of privileges 
• Time out 
• Warning 
• Work detail 
 

**For ESE students refer to Behavioral Alternatives document for additional responses. 
 
The appropriate law enforcement agency must be notified if the offense involved is a 
criminal act under Florida law where the act posed a serious threat to 
school/student/employee safety. In accordance with section 1006.13, Florida Statutes 
(Policy of Zero Tolerance for Crime and Victimization), zero-tolerance policies are not 
intended to be rigorously applied to petty acts of misconduct and misdemeanors, 
including but not limited to minor fights or disturbances. 
 

3. Level III - Major I Offenses 
• Alcohol - use, possession or under the influence of 
• Ammunition - possession, or distribution of 
• Assault on a student(s) 
• Battery on a student(s) 
• Bullying (including cyber-bullying) 
• Burglary 
• Bus Disturbance – major disruption on school sponsored transportation 
• Cyberstalk 
• Disruption – major disruption or disturbance of a school activity, class or 
campus 
• Distribution of a non-prescription medication 
• Distribution/Sale/Use of toxic plants 
• Drug paraphernalia - possession, use, or distribution of 
• Drugs - use, possession, or under the influence of 
• Electronic tampering - unauthorized access to information systems or 
inappropriate use of electronic equipment to include computers, fax 
machines, telephone, etc., electronic device misuse 
• Excessive referrals 
• Extortion 
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• False alarm 
• Fighting 
• Fireworks - use, possession or distribution of 
• Forgery 
• Harassment 
• Hazing 
• Hitting/Striking an employee 
• Inappropriate touching 
• Indecent exposure 
• Insubordination or defiance of authority 
• Introduction of a foreign substance (toxic or harmful) into food or drink 
• Knowingly filing or participating in filing a false report 
• Look Alike Guns - use or possession 
• Malicious threats of violence 
• Paintball and air soft guns – use and/or possession of 
• Pornographic materials and communications including Internet material 
- possession, distribution, or display 
• Possession of a chemical spray between .5 and 2 oz. 
• Possession of a common pocket knife 
• Principal to a Level III Criminal Act 
• Racial, ethnic, or religious harassment or harassment based upon a 
disability 
• Secret society - organization, establishment, promotion, membership, 
participation in any secret society related activity or displaying or wearing 
any secret society organization or gang logo in any way disruptive of the 
educational program. 
• Sexual harassment 
• Synthetic/Counterfeit Drugs – use, possession or under the influence of 
• Theft 
• Trespassing 
• Vandalism under $1,000 
• Walkie-talkies, possession/use 
• Any other violation which the principal may reasonably believe falls 
within this category which is not listed under the other three levels. 
 

Level III - Responses 
Parents/Guardians may request a conference with the principal and one or 
more of the following disciplinary actions: 
 
• Assignment to an alternative education program 
• Civil Citation Program 
• Community service in lieu of suspension (Not appropriate for all Level III 
Offenses - consult with the District Office) 
• Expulsion recommendation from school or bus 
• In-school suspension 
• Intent to harm self or others referral 
• Problem Solving Team 
• Restitution 
• Saturday school 
• Student services referral (i.e., school counselor, school social worker or 
school psychologist) 
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• Suspension from school or bus (suspension must be considered for the 
possession of a common pocket knife) 
 

**For ESE students refer to Behavioral Alternatives document for additional responses. 
 
The appropriate law enforcement agency must be notified if the offense involved is a 
criminal act under Florida law where the act posed a serious threat to 
school/student/employee safety. In accordance with section 1006.13, Florida Statute 
(policy of Zero Tolerance for Crime and Victimization), zero-tolerance policies are not 
intended to be rigorously applied to petty acts of misconduct and misdemeanors, 
including but not limited to minor fights or disturbances. 

 
4. Level IV - Major II Offenses 

• Alcohol - distribution or sale, or attempted sale (including substances 
represented as alcohol) 
• Arson 
• Assault on a school board employee 
• Battery on a school board employee 
• Bomb threat 
• Disorderly conduct 
• Drug distribution, attempted distribution, sale, or attempted sale 
• Explosives 
• Firearm distribution, sale, use, or willful possession 
• Homicide 
• Kidnapping 
• Principal to a Level IV Criminal Act 
• Riot 
• Robbery 
• Sexual battery 
• Synthetic/Counterfeit drug distribution, attempted distribution, sale, or 
attempted sale 
• Vandalism over $1,000 
• Vehicle theft 
• Weapon use, threat, or possession 
• Any other violation which the principal may reasonably believe falls 
within this category which is not listed under the other three levels 
 

Level IV - Responses 
Parents/Guardians may request a conference with the principal and one or 
more of the following disciplinary actions: 
 
Expulsion must be recommended to the District Student Placement 
Committee for all Level IV offenses. Unless otherwise recommended by 
the superintendent, expulsions for firearms shall be for no less than one 
calendar year. 
 
• Intent to harm self or others referral 
• Restitution 
• Student Services Referral (i.e., school counselor, school social worker or 
school psychologist) 
• Administrative assignment to an alternative education program 
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• Expulsion (pending expulsion, students will be suspended and will lose 
all privileges pertaining to extracurricular events and activities). 

 
The appropriate law enforcement agency must be notified if the offense involved is a 
criminal act under Florida Law. 
 
Code of Student Conduct and Discipline Procedures 
 
A. State and federal law recognizes that teachers and school administrators have a need to 
stand in the place of parents over children entrusted to them at school. This is a concept 
called in loco parentis. While this power is not equal to a parent’s power over a child, it 
permits school personnel to exercise a degree of supervision and control over students 
that could not be exercised over free adults. Consistent with this concept, school personnel 
can search without a warrant based on reasonable suspicion and are not held to the higher 
standard of “probable cause” by which law enforcement is bound. Also consistent with this 
concept, school personnel can question a student without providing him or her with 
Miranda warnings or allowing the student to call a parent or attorney. 
 
B. Suspension Procedure* 

1. The principal or the principal’s designee may suspend a student only in 
accordance with the code of student conduct and discipline. The principal or the 
principal’s designee shall make a good faith effort to immediately inform a 
student’s parent by telephone of a student’s suspension and the reasons for the 
suspension. Each suspension and the reasons for the suspension shall be reported 
in writing within 24 hours to the student’s parent by United States mail. Each 
suspension and the reasons for the suspension shall also be reported in writing 
within 24 hours to the Superintendent. A good faith effort shall be made by the 
principal or the principal’s designee to employ parental assistance or other 
alternative measures prior to suspension, except in the case of emergency or 
disruptive conditions which require immediate suspension or in the case of a 
serious breach of conduct as defined in this policy. Such rules shall require oral 
and written notice to the student of the charges and an explanation of the evidence 
against him or her prior to the suspension. Each student shall be given an 
opportunity to present his or her side of the story. All disciplinary meetings 
between the principal, the student and the parent or guardian shall be informal 
and not in the nature of an evidentiary hearing. Therefore, requiring testimony, 
cross-examination, or similar legal proceedings are not permitted. No student 
shall be suspended for unexcused tardiness, lateness, absence, or truancy. The 
principal or the principal’s designee may suspend any student transported to or 
from school at public expense from the privilege of riding on a school bus for 
violation of district school board transportation policies, which shall include a 
policy regarding behavior at school bus stops, and the principal or the principal’s 
designee shall give notice in writing to the student’s parent and to the district 
school superintendent within 24 hours. School personnel shall not be held legally 
responsible for suspensions of student made in good faith. 
 
2. When a student is suspended for possession, distribution, attempted 
distribution, sale, or attempted sale of a controlled substance, or willful possession 
of a firearm or a weapon, or has committed any other offense which is a crime 
under Florida law, parents/guardians, law enforcement officials, and the 
superintendent shall be notified by the principal or designee as soon as possible. 
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3. A principal may suspend a student from school or from riding the school bus for 
up to ten consecutive school days. 
 
4. The exclusion of a student with disabilities and/or a handicapping condition for 
more than ten (10) consecutive school days constitutes a “significant change in 
placement” under 34 C.F.R. Section 104.35. The determination of whether the 
series of suspensions creates a pattern of exclusions that constitutes a significant 
change in placement must be made on a case by case basis. In no case, however, 
may a series of short-term exclusions be used as a means to avoid the Supreme 
Court’s prohibition of suspensions of more than ten (10) days. 
 
5. The superintendent shall have the authority to extend the suspension of a 
student beyond ten (10) days where such suspension period expires before the next 
meeting of the School Board, where the School Board will be considering a 
recommendation from the Superintendent to expel the student. The 
Superintendent may further recommend an extension of a suspension to the 
School Board for the purpose of providing proper notice of a recommendation for 
expulsion, or for further study and review of the student and matter at issue. 
During such extended suspension, the student shall be provided educational 
services. 
 
6. Suspension proceedings may be initiated against any enrolled student who is 
formally charged with a felony, or with a delinquent act which would be a felony if 
committed by an adult, by a proper prosecuting attorney for an incident which 
allegedly occurred on property other than public school property, if that incident 
is shown, in an administrative hearing with notice provided to the parents of the 
student by the principal of the school pursuant to rules adopted by the State Board 
of Education and to rules developed pursuant to section 1001.54, Florida Statutes, 
to have an adverse impact on the educational program, discipline, or welfare in the 
school in which the student is enrolled. Any student who is suspended as the result 
of such proceedings may be suspended from all classes of instruction on public 
school grounds during regular classroom hours for a period of time, which may 
exceed ten (10) days, as determined by the Superintendent. The suspension shall 
not affect the delivery of educational services to the student, and the student shall 
be immediately enrolled in an alternative education program. If the court 
determines that the student did commit the felony or delinquent act which would 
have been a felony if committed by an adult, the School Board may expel the 
student, provided that expulsion under this subsection shall not affect the delivery 
of educational services to the student in any residential, nonresidential, 
alternative, daytime, or evening program outside of the regular school setting.  
 

NOTE: Procedures for suspension of students enrolled in exceptional student education 
programs may be found in Policy 303, Special Programs and Procedures for Exceptional 
Students. 
 
*As a school of choice, Ivy Hawn is required to report student suspensions 

to its Governing Board, with the exception of Section III, B2, B6, C1, C2, 
and C3. 
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Ivy Hawn Dress Code Policy for Students 

Ivy Hawn has adopted a strict uniform dress code policy for all students K-8.  A higher standard 
of dress encourages greater respect for individuals, students, and others, and results in a higher 
standard of behavior.  School-wide standards on student attire are intended to help students 
concentrate on schoolwork, reduce disciplinary issues, and improve school order.  Uniforms 
show school pride and create an environment that focuses on academic rigor.  As a result, all 
students at Ivy Hawn are expected to wear school uniforms and follow the dress code as set forth 
in the initial school application. As a friendly reminder, students may wear any of the styles of 
uniform shirts as long as they are purchased through the school and are the school-issued 
uniforms with the embroidered school crest.   

1. Khaki bottoms of choice are required and may be purchased at any local 
retailer.  The khaki bottoms can be pants, capris, shorts, or skirts.  Shorts and 
skirts must be longer than students' fingertips when arms are placed at their 
side.   

2. Closed-toe shoes are required; no sandals or flip-flops are permitted.   
3. Zippered or cardigan jackets/sweaters may be worn, but not mandatory.  No 

large trademarked wording.  Ivy Hawn sells zippered hoodies, pullover 
hoodies and sweater cardigans all with the school crest.   

It is the duty of every teacher to send students who are out of uniform to Dean Wilson first thing 
in the morning. 

*Please see Uniform Policy on homepage for further details. 

Ivy Hawn Non-Uniform Days 

Non-uniform days are any days where students are exempt from wearing their school uniform.   
These days do not exempt students from general dress code policy requirements (See Policy 217, 
Section 2, A-C).  Ivy Hawn will have no more than 4 designated non-uniform days.  These non-
uniform days will be used as school-wide fundraisers, charitable programs, or to 
support/promote approved student activities and programs.   

These non-uniform days mentioned above do not include non-uniform days where students 
participate in classroom/performance activities that are aligned to Florida State Standards.  
These activities may include, but are not limited to:  

 K-3 Storybook Parade in October 

 4th and 5th Grade Science Themed Day  

 Middle School Fall Harvest Community Service Day 

These days are announced to students and families will receive a flyer, reminder from teacher, 
or Connect-Ed message. 

Educator’s Handbook 

Educator’s Handbook is an online tool to record and track referrals. 

See Appendix K and Teacher Toolkit for detailed document. 
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Student Medication 

All student medication is under the supervision of the elementary and middle school 
receptionists.  All medication including sunscreen and aspirin must have a doctor’s note.  
Students are to leave medication at the appropriate front desk.  Teachers are not allowed to 
administer medication. If the parent comes to school to administer the medication, that is 
acceptable.  The receptionist will call for the student at designated times. 

STUDENTS/PUPILS POLICIES NUMBER 211 

 ADMINISTRATION OF PRESCRIPTION MEDICATION BY SCHOOL PERSONNEL 

 School personnel shall be authorized to assist students in the administration of prescription 
medication or to administer prescription medication to students while on school property or off 
campus on official school business when failure to take such medication during the school day 
could jeopardize the student's health. 

 Only the principal or his designee shall administer prescription medication to the student or 
assist the student in the administration of such medication. Administration of prescription 
medication by school personnel shall be done only by those persons who have been trained to do 
so by the Volusia County Health Department or Volusia County School Board designated 
licensed student health services personnel and only pursuant to authorization by the student's 
parent or guardian and in accord with procedures established by the superintendent. 

Prescription medication shall not be allowed on school property or off campus at school 
sponsored activities unless the provisions of this policy and the procedures established by the 
superintendent have been followed. 

 Legal Authority: 
 Sections 1001.41(2), 1001.43(7), 120.54, Florida Statutes  

Laws Implemented:  
Section 1006.062, Florida Statutes  

(Adopted -- February 12, 1985)  
(Revised -- October 10, 1989, November 9, 1999; July 27, 2004)  

(Effective -- July 27, 2004) 
  

 

 

 

 

 

 

 

 

 

 

http://www.boarddocs.com/fla/vcsfl/Board.nsf/files/8NAQ22661977/$file/211.pdf
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STUDENTS/PUPILS POLICIES NUMBER 212 

 ADMINISTRATION OF EMERGENCY INJECTABLE PRESCRIPTION MEDICATION 

 A student who has experienced or is at risk for life-threatening allergic reactions may carry an 
epinephrine auto-injector and self-administer epinephrine by auto-injector while at school, 
participating in school-sponsored activities, or in transit to or from school or school-sponsored 
activities if the school has been provided with parental and physician authorization. 

 The school district shall be responsible for annual in-service medication training, successful 
child specific training, as well as first aid and cardiopulmonary resuscitation (CPR) provisions 
consistent with implementation of Florida Statute 1002.20. 

 The school district, county health department, and the employees and volunteers of these 
agencies shall be indemnified by the parent of the student authorized to carry an epinephrine 
auto-injector for any and all liability with respect to the student's use of an epinephrine auto-
injector. 

 Emergency injectable prescription medication shall not be allowed on school property or off 
campus at school sponsored activities unless the provisions of this policy and the procedures 
established by the superintendent have been followed. 

 Legal Authority:  
Sections 1001.41(2), 1001.42(22), Florida Statutes  

Laws Implemented:  
Section 1002.20, Florida Statutes  

History:  
(Adopted -- February 28, 2006)  

(Effective -- January 1, 2006) 
  

Procedure for Administration of Prescription Medication 

 1. At the request of a student's parent or guardian and doctor, administration of prescription 
medication may be done by a principal or his/her designee. The principal and the designated 
staff member shall have appropriate training and certification by the Volusia County Health 
Department prior to the administration of any medication. 

 2. A district form, "Authorization for School Personnel to Administer Prescription Medication 
to Students," must be completed by the student's parent or guardian and doctor prior to the 
administration of prescription medication. A separate authorization form shall be completed by 
the student's parent/guardian for each prescription medication that must be taken during the 
school day. 

 3. Each prescription medication to be administrated by school personnel shall be delivered to 
and/or retrieved from the designated school staff member by the student' s parent, guardian, or 
other adult designee. An adult designee must have written authorization from the child's parent 
or guardian. 

 4. A parent or guardian may allow his/her child to self-administer prescription medicine in 
school or away from school on a school-sponsored activity provided that the parent/guardian 
shall have on file in the office of the principal a completed "Authorization for Student 
Administered Medication." A separate authorization form shall be completed by the student's 
parent/guardian for each prescription medication that must be taken during the school day. The 
school system will not be responsible for administration of such medication. 

http://www.boarddocs.com/fla/vcsfl/Board.nsf/files/8NAQCQ674B07/$file/212.pdf
http://www.leg.state.fl.us/statutes/index.cfm?mode=View%20Statutes&SubMenu=1&App_mode=Display_Statute&Search_String=1002.20&URL=1000-1099/1002/Sections/1002.20.html
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 5. The above mentioned "Authorizations" must be reviewed at 3 month intervals by the school 
health nurse. 

6. Each prescription medication to be administered (or self-administered) in school or off-
campus at a school-sponsored activity must be prescribed by a duly licensed medical 
practitioner authorized by the laws of this state to prescribe such medications. It must be 
brought to school in the original container labeled by the pharmacy or prescribing physician 
with the following information:  

a. Name of student 
b. Name of prescribing physician 
c. Name of medicine 
d. Instructions as to dosage (amount, time and method) 
e. Indication of special storage, if needed 

f. Pharmacy's name, address, phone number, if applicable. Each school will keep a 
current record of all medications administered to students by completing for each 
student the district form, "Daily Record of Medication Administered." 
 

 7. All medication to be administered by school personnel must be stored in its original container 
under lock and key in a location designated by the principal. 

 8. If prior arrangements have been made with the principal or his designee, a parent or 
guardian may go to the school to administer prescribed or non-prescribed (over-the-counter) 
medications to the child. The parent or guardian shall complete the "Daily Record of Medication 
Administered." 

 9. Authorization for the administration of prescription medication, either by school personnel 
or by the student, shall expire concurrently with the prescription. 

 

Instructional Expectations  

Instructional process- Plan and implement a program of instruction that adheres to the 
Florida Standards and/or Common Core State Standards.  Purposeful lesson planning is vital for 
effective teaching, as well as addressing the individual needs of the student. Prepare students for 
lessons by capitalizing on prior knowledge and using critical thinking methods.  Provide clear 
guidelines and discuss your expectations in detail with students.  Students’ work should stretch 
their abilities, but should not be beyond their reach.  Plan your lessons with a general high 
standard for all, but make necessary adjustments for the class and/or individual(s) as needed.  
Research suggests that extreme periods of lecture are counterproductive to student mastery.  
Stress active learning: discussions, group-problem solving sessions, hands-on activities, 
simulations, debates, etc.  will appeal to a greater variety of learning styles by including these 
types of activities.  By limiting lecture time and using active learning strategies, you can create a 
healthy pace for your daily schedule that maintains rigorous, engaging instruction.  Show your 
excitement for your material, and be prepared to shift gears in the middle of an activity if 
original plans aren’t working.  Sensitivity and responsiveness are essential. 

For those that teach Block Scheduling: Remember, each day of instruction equals 2 DAYS of 
lessons.  Keep that in mind as you plan! 
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Lesson plans- It is an expectation for all teachers to compile detailed lesson plans.  Lesson 
plans should include: state standards being taught, goals or objectives per day, essential 
vocabulary, assessments given (diagnostic, formative, or summative), differentiated instruction, 
use of technology, accommodations for students who require it, and openings and closings of 
lessons.  See Appendix A for Lesson Plan Template example 

All teachers are expected to share lesson plans.  This can be done by uploading a synopsis of 
your plans onto the Classroom Connect section of the Ivy Hawn website.  More clarification will 
be given in team meetings. 

IEP/ESOL/504 Expectations* 

 
For some students, they may require accommodations for use the classroom or on assessments.  
These can include, but not limited to: 
1. Preferential seating  
2. Reminder cues  
3. Use of a reader, highlighter 

4. Retake assessments if needed 
5. Break up tasks or testing breaks when needed 
6. Provide copy of notes when applicable 
7. Repeat directions 
8. Test in individual or small group setting 
9. Extended time if needed 
10. Read test-items aloud  
 
A list of accommodations needs to be in your lesson plans to show how you are accommodating 
these students.  This is a legal requirement.  For a more specific list or clarifications, see Mrs. 
Igel or Ms. Harper.  They will give you student-specific details. 
Link to a detailed list: 
http://www.fldoe.org/core/fileparse.php/7690/urlt/statewideassessmentaccommodations.pdfH
YPERLINK 
"http://www.fldoe.org/core/fileparse.php/7690/urlt/statewideassessmentaccommodations.pdf" 

 
IEP Policy 

 
Understand the Information in Individual Education Program (IEP) 

1. All general education teachers must know which of their students have an IEP. 
2. The general education teachers must be informed of their specific responsibilities 

relating to implementing a student’s IEP and the specific accommodations, modification 
and supports to which the student is entitled. 

3. When teachers have questions about IEP, they are required to speak to a special 
education team leader or administration for clarification. 
 

Implementation of the IEP 

1. Once an IEP has been developed and signed, the accommodations/ modifications must 
be implemented. 
 

Assign Grades According to IEP 

1. Special Ed goals and objectives must be measured and sent out with the report cards 
consistent with the school schedule. 

2. Students should be graded according to the specifications in IEP’s. 

http://www.fldoe.org/core/fileparse.php/7690/urlt/statewideassessmentaccommodations.pdf%22HYPERLINK%20%22http:/www.fldoe.org/core/fileparse.php/7690/urlt/statewideassessmentaccommodations.pdf
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3. When assigning grades, the teacher must allow for accommodations specified in the IEP 
and not penalize the student for the accommodations received. 

 
Gifted Accommodations* 

 
Accommodations must be made for identified Gifted students so that they are forced to stretch 
academically and are engaged in learning at the highest levels.   
 
*These accommodations must be identified in your lesson plans. 
 
Student Assessment 

 
Regular student assessments must be given in order to monitor academic growth.  In addition, 
Volusia County assessments will be part of the assessment process.  See your Curriculum Maps 
for VCSB pacing and testing windows. 
 
Grading  
 
Teachers must enter grades into Gradebook in a timely manner.  Parents and students use 
Gradebook to monitor student progress.  If a student becomes a habitual non-participant in the 
classroom or gets behind, it is expected that an additional notification to parents will occur.  
Please see Grading Guidelines in Appendix I and in the Teacher Toolkit. 
 

Performance Based Observations 

At Ivy Hawn, we work diligently to support highly effective teachers by offering meaningful 
professional development and creating a collaborative environment of respect and learning.  
Each teacher will get evaluated throughout the year from one administrator.  Announced and 
unannounced walk-throughs are part of the evaluation process, along with a DPP or a Deliberate 
Practice Plan.  Details will be discussed in faculty meetings and throughout the year.  Please see 
Appendix T for documents. 
 

Ivy Hawn’s Instructional Expectations aligns with the Volusia County’s Volusia 
System for Empowering Teachers (VSET) Handbook and Florida Statute 1012.34. 

 
STATUTORY REQUIREMENTS 
 
Florida Statute 1012.34 requires that evaluations:  

  Be conducted at least once a year for classroom teachers, EXCEPT teachers newly hired by the 
district who must be evaluated at least twice in their first year;  

  Are based on 40% Observation, 25% DPP score, and 35% Student Achievement scores;  

  Are based on four levels of performance: “Highly Effective / Distinguished,” “Effective / 
Proficient,” “Needs Improvement” (“Developing” for teachers in their first three years) and 
“Unsatisfactory,” and;  

  Include criteria based on the Florida Educator Accomplished Practices.  
 
In addition, Florida statute requires that:  

  Is based on current research;  

  Supports teacher professional growth;  

http://www.leg.state.fl.us/statutes/index.cfm?mode=View%20Statutes&SubMenu=1&App_mode=Display_Statute&Search_String=1012.34&URL=1000-1099/1012/Sections/1012.341.html


40 
 

 

  Is aligned with the Florida Educator Accomplished Practices, Race to the Top requirements, 
and Florida Statute;  
 
Domains: We follow Charlotte Danielson’s Framework for Teaching. Each of you will get a 
document that shows each Domain and the components of each.  There will be meetings 
throughout the year to get the DPP moving.  This will include guidance and discussions to help 
you through this year-long process. Do not hesitate to get with an administrator for help. 

Aligned to: 1e: Designing Coherent Instruction; 3c: Engaging Students in Learning; 3d: 
Using Assessment in Instruction; 3e: Demonstrating Flexibility and Responsiveness. 

Use Class Time Wisely; Select Age Appropriate, Yet Challenging Material- All 
classroom activities- debates, presentations, discussions, labs, films, simulations, assignments, 
assessments, etc., must be carefully selected and planned in order to enhance and further your 
course objectives.  In any class, students should be able to articulate why they are engaged in a 
particular activity and what goals they are achieving through the activity.  Do not include any 
activities simply to give your students or yourself a break from class.  All activities must be 
grounded in the course material, or students do not benefit from them, and class time is wasted.  
Debates, simulations, group discussions, projects, technology-infused lessons, etc. are excellent 
ways of introducing, reinforcing, or refining specific concepts or ideas as long as these activities 
are carefully structured around clearly defined course goals. Your selections of course material 
should be challenging and driven by these questions: 

 What are the learning benefits of the material? 

 Is this book, film, worksheet, exercise, lab, project, etc. the most appropriate choice for this 
class and this group of students? 

 Does the material deal with issues that might make some students or parents 
uncomfortable? 

 Does the material contain topics or images that could cause students fear or anxiety or 
concern their parents? 

 Does the material touch on (in perception or reality) personal beliefs and morals? 

 Are you completely familiar with the material you’d like to implement in your instruction? 
 

Aligned to: 1c: Setting Instructional Outcomes; 1d: Knowledge of Resources; 3b: Questioning 
and Discussion Techniques 

Classroom Climate and Culture- Creating a classroom environment that encourages 
student enthusiasm assists in the development of good learning habits.  Effectively engage the 
students in rigorous instruction and cultivate a learning environment that is explorative and 
collaborative.  Classroom interactions among the teacher and individual students should be 
highly respectful and should reflect warmth and sensitivity.  You should convey high 
expectations for the learning process and for their conduct while under your supervision.  
Maximize your instructional time by creating efficient and effective classroom routines and 
procedures.  Student behavior should be monitored, corrected, and positively reinforced on a 
continuous basis.  Teachers should take preventative measures to minimize the likelihood of 
student misconduct.  Additionally, the classroom should be a safe, cognitively stimulating 
environment for students. Develop your own sense of appropriate classroom boundaries that are 
aligned to the school’s discipline plan and the “Ivy Hawn Way.”  You should be vigilant in 
protecting the students, equipment, facilities, and the sanctity of the classroom space.  
Moreover, you should act positively, pleasantly, and optimistically in order to model similar 
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behaviors for your students.  Procedures and classroom expectations should be clear and 
function to optimize student learning. 

Aligned to: 2a: Environment of Respect and Rapport; 2b: Establishing a Culture for 
Learning; 2c: Managing Classroom Procedures; and 2d: Managing Student Behavior. 

Student Assessment- Assess and evaluate student progress and adjust instruction 
accordingly.  Your assessments should be fully aligned with instructional outcomes and should 
have clear criteria and standards that show evidence of student learning.  Use both formative 
and summative assessments to assure that students are meeting appropriate learning goals.  
Formatives should be fully integrated into instruction and feedback should be provided 
periodically.  Give opportunities to students to self-assess their understanding.  Continue to 
report progress to students and parents.  This information should also be used to inform 
instruction in such a way that student achievement goals are met.  You should also be familiar 
with alternative assessments and comfortable using them in the classroom. Formatives count for 
40% of the student’s grades and Summatives count for 60%. 

Aligned to: 1f: Designing Student Assessments; 3d: Using Assessment in Instruction; 4a: 
Reflecting on Teaching; 4b: Maintaining Accurate Records 

Curriculum Development- You should be current in a variety of subject matter and willing 
to share this information for the continual improvement of school curriculum.  The curricular 
revision process should be ongoing and evidence-based for the purpose of improving student 
achievement.  The teacher is constantly looking for ways to improve and expand unique learning 
opportunities for students. 

Professional Growth- The teacher continues professional development through workshops, 
conferences, and/or advanced coursework in education or a subject area.  This can be done 
through face to face or in an online format.  Per Volusia County requirements, each teacher 
needs to complete 120 workshop hours every 5 years in order to maintain their certification. 

Parent Interaction- The teacher is the initial contact point for parents who may have 
concerns or feedback regarding student performance.  Effective teacher/parent interaction is 
crucial for the development of healthy relationships in the school community and is paramount 
in best supporting student growth.  Emails or classroom-based apps have been very effective for 
keeping families in the loop or reminding students of assignments. 

Confidentiality- As educators, we are sometimes privy to sensitive student information.  
Although this is shared on a need-to-know basis, every effort is made to provide staff with 
information that is considered relevant to the performance or care of students with whom they 
work with.  This may include, but not be limited to: learning disabilities, emotional concerns, 
medical issues, allergies, disciplinary infractions, academic concerns, and/or a recent traumatic 
experience the student has had and may be still working through.  As information is shared, all 
staff members are asked to use the highest degree of discretion.  Please see administration if you 
need guidance on how to utilize sensitive information in the best interest of the student.  When 
emailing about another student, do not use a student’s full name in the subject line or in the 
email itself.  These conversations are best handled face to face. 

Testing Dates 
Please see Appendix O 
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Staff Development and Professional Growth 

Ivy Hawn Staff Development Plan Goals 

Our professional development covers topics that are both needed and requested by staff.  All 
workshops link back to the Charlotte Danielson Domains for DPP’s and evaluations. 

Please visit the Staff Development page on our website for important links.  These links will be 
broken down by: Ivy Hawn, Volusia County, State Conferences, and Re-Certification 
requirements, ESOL Endorsement, and ESE Requirements. 

DPP 

What is the DPP? 

The DPP is Deliberate Practice Plan. It is 25% of your overall performance score. (40% is your 
formal observation and 35% is your student scores) 

The Deliberate Practice Plan is a process that we partake in to complete professional growth in 
area that we are lacking in or would like to grow in. Ultimately, this will effect will be student 
growth.  

The DPP suggests that teachers are always reflecting on their teaching and seeking ways to 
improve their practices. It also shows how our methods, procedures, and practices can grow, 
change, and improve.  

The impact is student growth/improvement, personal growth/improvement. The outcome will 
be an oral and visual presentation in which you share out your strategies, the baseline data, the 
final data, and provide evidence for proof of growth in both your teacher abilities as well as 
student abilities. 

How do I choose a topic or component? 

Looking at your previous year’s evaluation checklist given to you from your evaluator, choose an 
area that you have the most opportunity to improve on, and implement a strategy that will help 
you improve in that area. First year, novice teachers, success plan teachers: your evaluator will 
let you know which component you are working on. You can choose either Option A or Option B.  

What are my options? 

Option A: For the action-based research, you produce a written report that documents one 
component from the Danielson Framework that includes why you chose the framework, a 
teacher goal and a student goal, baseline data, what research and learning you partook in, the 
action plan to implement the strategies you are helping, the data from after the implementation, 
reflection that shows both growth for students and teacher.  This option will be provided to your 
evaluator in an essay-type format in a binder or essay folder.  

Option B: You will produce learning cycle documentation logs that provides evidence of the 
strategies that you implemented and shows the growth. Below shows the number of learning 
cycles you will need to implement in order to receive an overall score.  

For both options you will be creating a visual presentation to showcase your growth and your 
data.  
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Option Unsatisfactory 

(1) 

Basic / Needs 
Improvement/*Developing 

(2) 

Proficient / 
Effective 

(3) 

 
Distinguished / 

Highly Effective 

(4) 

A    
Complete DPP portfolio with 

oral presentation 

 

B 

Missing or 
incomplete 

learning cycle 
1 complete learning cycle  

2  complete learning 
cycles 

2 complete cycles with oral 
presentation 

*teacher with less than three year's experience 

You must provide your evaluator which option you are choosing to partake in by the end of the 
second week of school.  
If you choose option B (the learning cycles), you should think about getting started right away, 
as you need at least 4 weeks of implementation of a strategy chosen.  

There will be DPP meetings held throughout the year to help teachers with strategies, offer help, 
and have teams come together for support. 

VCSB- MyPGS 

MyPGS is a link through Volusia County that can give a list of current workshops, as well as an 
updated list of points for certification. For every 5 years of service, 120 workshop hours are 
required for recertification.  20 hours of ESE-related workshops or trainings are also required 
per renewal.  Please see the assistant principal in charge of professional development if there are 
any questions. 

Human Resources 

Ivy Hawn is a drug-free workplace and our policies are aligned to Volusia County’s Policy 415 in 
addition to: Age Discrimination in Employment Act (ADEA), Americans with Disabilities Act 
(ADA), Drug‐free Workplace (FAA/DOT), Equal Employment Opportunity (EEO) / Title VII, 

and Fair Labor Standards Act. 

Sign In / Sign Out 

Payroll requires an accurate record of your attendance.  Please sign in with the actual time you 
arrive and sign out with the time you leave.  Do not sign in and out at the same time.  The sign in 
and out sheets are located in the Elementary Office or Middle School office as appropriate. 

Attendance / Tardies / Leave 

It is expected that teachers be present and on time every day.  Understandably, missing work is 
necessary and unavoidable at some time for most everyone.  Unexpected absences due to 
personal or family illness should be conveyed to school registrar at 386-228-0496 (home) or 
386-804-9894 (cell).  If it is early, please text her.  Also, email sub-plans to 
prettymanl@ivyhawnschool.org.  Upon your return, you will receive paperwork to sign 
regarding your absence from our bookkeeper.  Please sign and return the same day.  If it is a 
planned workshop or event, please have detailed lesson plans available and given to the school 
registrar. 

 

http://www.boarddocs.com/fla/vcsfl/Board.nsf/files/8NFU2G75BE45/$file/415.pdf
mailto:prettymanl@ivyhawnschool.org
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Leave 

Pursuant to Volusia County School Board Policy 417 and Florida State Statute 110.21 

Accrual of Sick Leave 

 Sick leave is accrued based on a staff member's regularly scheduled hours of work. 

 A regular full-time staff member accrues sick leave at the rate of 1 day per completed 
month of service, up to 10 days for 10-month employees, 11 days for 11-month employees 
and 12 days for 12-month employees in each fiscal year (July 1–June 30). 

 A regular part-time staff member accrues sick leave on a pro-rata basis. 

 Temporary employees do not accrue sick leave. 

 The maximum sick leave accumulation is 45 workdays.   

Note that an employee will only be paid for the sick leave time accrued.  Sick leave is not 
advanced for the year.   

Sick Leave Uses 

The FMLA entitles eligible employees of covered employers to take unpaid, job-protected leave 
for specified family and medical reasons with continuation of group health insurance coverage 
under the same terms and conditions as if the employee had not taken leave. Eligible employees 
are entitled to: 

 Twelve workweeks of leave in a 12-month period for: 
o the birth of a child and to care for the newborn child within one year of birth; 
o the placement with the employee of a child for adoption or foster care and to care 

for the newly placed child within one year of placement; 
o to care for the employee’s spouse, child, or parent who has a serious health 

condition; 
o a serious health condition that makes the employee unable to perform the 

essential functions of his or her job; 
o any qualifying exigency arising out of the fact that the employee’s spouse, son, 

daughter, or parent is a covered military member on “covered active duty;” or 
 Twenty-six workweeks of leave during a single 12-month period to care for a covered 

service member with a serious injury or illness if the eligible employee is the service 
member’s spouse, son, daughter, parent, or next of kin (military caregiver leave). * 

*Department of Labor 

A School employee may use accrued sick leave for the following reasons: 

1. Personal illness. 
2. Pregnancy and maternity leave. 
3. Adoption of a child.   
4. Incapacity because of bodily injury. 
5. Exposure to contagious disease that might endanger the health of pupils/staff. 
6. Illness in immediate family that necessitates continuing supervision and care by 

employee.  Immediate family is defined as spouse, father, mother, brother, sister, child, 
or any other relative who lives in the residence of the employee. 

7. Job-related injury. An employee injured on the job may elect to receive sick leave pay for 
accumulated leave days instead of the weekly worker's compensation benefits.  However, 

http://www.boarddocs.com/fla/vcsfl/Board.nsf/files/AJ6R9X6307B6/$file/Policy%20417%20-%20Adopted%20December%2013%2C%202016.PDF
http://www.leg.state.fl.us/statutes/index.cfm?App_mode=Display_Statute&Search_String=&URL=0100-0199/0110/Sections/0110.221.html
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an employee may not receive worker's compensation benefits and sick leave pay at the 
same time. 

8. Medical or dental appointments when it is not possible to arrange such appointments 
during non-working hours. 

9. Absences in excess of 3 days that are covered by the Family and Medical Leave Act. 

Approval of Sick Leave 

 The employee must notify the school registrar as far in advance as possible of the need to 
use sick leave. 

 In the case of anticipated or planned absence (i.e., scheduled surgery, childbirth, etc.), 
notice must be given at least 30 days in advance. 

 In the case of unforeseen illness, the employee or designee should notify school registrar 
as soon as possible in accordance with local worksite procedures. 

 The employee must submit a physician or health care provider's note/certificate in every 
case of absence that exceeds 3 consecutive workdays.  A local school sick leave form must 
also be completed, stating the nature of the illness or injury and the period of absence. 

 The principal may also request a certificate from a physician for an absence of less than 
three (3) consecutive days or three (3) nonconsecutive days during the work year.  It is 
the responsibility of the principal to prevent abuse of the sick leave benefit. 

 When a medical certificate is required or requested and not presented, the absence may 
be considered as leave without pay at the discretion of the principal.  A charter school 
board designee will resolve any disputes.  

Involuntary (Administrative) Sick Leave 

The principal may administratively place an employee on compensated or uncompensated sick 
leave when an employee's medical disability warrants such action. 

Return to Duty from Sick Leave 

An employee returning from sick leave shall fulfill all of the conditions of employment before 
reinstatement, including required certifications, licenses, or permits. 

 In most cases, an employee who returns from compensated or uncompensated sick leave 
of less than 40 days will return to the former position. 

 For an employee who returns from a compensated or uncompensated sick leave of more 
than 40 days, the position may or may not be the former position.  Continued 
employment will be subject to qualifications of the employee consistent with vacancies in 
the school.  Employment is not guaranteed for employees who return after 40 days of 
leave. 

 In order to minimize disruption in the classroom, teachers and other employees with 
direct contact with students shall not take intermittent or reduced-schedule leave for 
planned medical treatment that would take them out of the classroom.  In such cases, the 
school can require the teacher or other instructional employee to take continuous leave 
for the entire treatment period. 

Sick Leave Reporting Process 

 The principal/designee is responsible for reporting compensated or uncompensated sick 
leave on payroll information forms in accordance with procedures and time frames 
stipulated by the school’s payroll system. 
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 Absences exceeding three (3) consecutive workdays shall be reported to the payroll 
system as unexcused absences until a statement from a physician or the adoption agency 
is received by the Principal.  After receipt of the required statement, absences will be 
retroactively recoded. 

Maternity Leave Policy 

The principal is responsible for approving Maternity Leave.  The employee must request 
Maternity Leave in writing and provide a doctor's note/certificate indicating the dates of 
physical disability at least 60 days prior to the leave. 

Leave and Compensation 

 The employee may use any accumulated sick leave for the disability period so that pay is 
not lost during the leave.   

 Beyond using any accumulated sick leave, the individual will be on leave without pay. 

Returning to Work 

 After the specified period, the individual may return to the original assignment or to an 
equivalent position at the same rate of pay. 

 If the individual returns after the specified period, the assignment and employment will 
be subject to availability and the rate of pay will be determined by the 
assignment/position. 

Unused Sick Leave 

 Unused sick leave may be carried over to the next school year and may be banked for 
future use, in accordance with this policy. 

 Upon leaving the school (resignation or termination), banked sick leave will have a 
monetary value of .111 and unused sick leave days will be paid at the daily rate of pay as 
follows:  unused sick leave days x .111 x daily rate of pay. 

Other Conditions Governing Sick Leave 

 Sick leave accruals stop during the time an employee is on unpaid status or leave. 

 An employee on approved sick leave may not accept employment from or work for other 
employers during the period of approved leave.  Violation of this regulation is grounds 
for disciplinary action up to and including termination of employment. 

EdFutures Charter Schools Worker’s Compensation Policy 

 

 An employee who suffers an on-the-job injury must notify the principal or other designee 
immediately. The principal will inform the employee that the worker's compensation 
carrier has been notified. 

 

 When the principal is notified that a worker's compensation case has been suspended, the 
affected employee will be offered an appropriate work assignment subject to availability 
and position vacancy.  An employee who fails to accept the work assignment within three 
calendar days may be subject to disciplinary action up to and including termination. 
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Appendix A: 6th, 7th and 8th Grade Bell Schedule 

 

 

MONDAY / THURSDAY WEDNESDAY 
 

TUESDAY / FRIDAY 
 

1st – 4th  Early Release Full Day 2nd – 8th 

 
1st 

 
8:00 – 9:49 1st  8:00 – 8:40 1st 8:00 – 8:59  

 2nd  8:43 – 9:23 2nd 9:02 – 9:50 
 

5th 

 
8:00 – 9:49 

 
2nd 

 
9:53 – 11:32 3rd  9:26 – 10:06 3rd 9:53 – 10:41  

 4th  10:09 – 10:49 4th 10:44 – 11:32 
 

6th 

 
9:53 – 11:32 

3rd 

Lunch A: 11:32-12:02 
Class: 12:06-1:45 

 

5th 10:52-11:32 5th 

Lunch A: 
11:32-12:02 

Class: 12:05-12:53 
 

 

Class: 11:36 – 12:10 
Lunch B: 12:10-12:40 

Class 12:44-1:45 
 

 
Class: 11:35-12:23 

Lunch B: 
12:23-12:53 

Class: 11:36 – 12:45 
Lunch C: 12:45-1:15 

Class: 1:19-1:45 

 6th 

Lunch A: 
11:32-12:02 

Class 12:05-12:45 
 

Class: 11:35–12:15 
Lunch B: 

12:10– 12:40 

6th 12:56-1:45 7th 

Lunch A: 
11:32-12:02 

Class:  12:06-1:45 
 

Class: 11:36 – 12:10 
Lunch B: 

12:10-12:40 
Class: 12:44 – 1:45 

 
11:36-12:45 
Lunch C: 
12:45-1:15 

Class: 1:19-1:45 
 

4th  

 
1:49 – 3:30 7th  12:48 – 1:38 7th  1:48 – 2:37  

 8th  1:41 – 2:30 8th  2:40 – 3:30 
 

8th 

 
1:49 – 3:30 
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Appendix B: Safety and Security Codes 

 

Link to Teacher Tool-Kit: You will find all necessary documents through the link in the Safety 

and Security Folder!   

 

**ALL STUDENTS MUST BE ABSOLUTELY SILENT DURING ALL DRILLS!  ANY 

STUDENT WHO DOES NOT COMPLY SHOULD BE SENT TO ADMINSITRATION 

FOR DISCIPLINARY ACTION. 

In every classroom: 

• Bomb Threat Card by phone  

• Emergency Code Sheet 
posted 

• Evacuation map 
 

Each teacher should have a binder with their name on the cover 
(preferably large font), and a green/red pages in the back cover for 
when you evacuate.  (Many use a page protector to put the 
green/red page so it is easy to flip).  Inside, everyone needs to have 
the following documents: 
 
1) Rosters for all classes/subject areas 
2) Ivy Hawn Security Team Contact List document 
3) Ivy Hawn Security Procedures for: Before School, During 
School, Lunch, and After School 

FIRE 
 

When alarm sounds:  

• Remain calm and quiet 

• Listen carefully to directions 

• Follow evacuation routes and move quickly and 
quietly 

*Evacuate route must be posted on door 

BLUE: BOMB THREAT 
 

• Remain calm and quiet 
Listen carefully to directions 

• Follow Fire evacuation procedures and 
directions 

RED: LOCKDOWN / HOSTAGE / WEAPON 
 

Level 1- Lockdown 

• Stay in classroom, close blinds 

• Email security team member (GREEN/RED) 

• Remain calm and quiet 

• Listen carefully to verbal directions 
Level 2: Active Shooter 

• See additional documents for specifics 
*Evacuate to assigned locations unless otherwise 
instructed 

YELLOW: HAZMAT / TOXIC SPILL 
 

• Secure building from outside elements 

• Remain calm 

• Email security team member (GREEN/RED) 

• Listen carefully to directions 

GREEN: SEVERE WEATHER / TORNADO 
 

Level 1- Watch 

• Stay in classroom 

• Email security team member (GREEN/RED) 

• Secure student and staff safety 
Level 2- Warning 

• Remain calm and quiet 

• Move quickly to main hall or assigned area 

• Listen for instructions 

• When needed, assume protective position 

FOR ALL DRILLS 
 

• Keep doors LOCKED 

• Only email when directions are given 

• Keep binder and info with you at all times for 
drills with rosters and counts up-to-date 
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Appendix C: Maintenance Request Form 

 

 

Name: ______________________________________ 

Request Type: _____ 1st Request 

  _____ 2nd Request 

  _____ 3rd Request 

 

Room #: ________ (Please put A in front of Elementary rooms  

       or B in front of Middle School rooms) 

 

Is this a safety issue? YES / NO 

Equipment make or type: ___________________________ 

Serial Number (if applicable) _______________________ 

Description of the problem: 

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________ 

 

*Please submit Maintenance Work Requests to: the principal’s secretary. 
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Appendix D: Technology Request Form 
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Appendix E: Team Agenda Template 

Team Meeting Agenda 

Grade Level: 

 
Date: 
Attendance: 
Location: 
Meeting Began: 
Meeting Adjourned: 

Topic Discussion Follow–up / Solution 
Student Data 

 Academic Concerns 

 Behavior Concerns 

 ESE Concerns 

 Positive Behavioral Supports 

 Parents/Students Contacted 

  

Action Items  
Person(s) Responsible 

  

Curriculum Resources and 
Updates 
(Examples: ThinkCERCA, Ready 
Reading, Ready Writing, Science 
Fusion, Haiku, Socrative, 
Hekdemia SIPPS, MobiMax, 
TCI, IXL) 

 What is working? 

 What is not working? 

  

Action Items 
Person(s) Responsible 

  

Instructional Planning and 
Sharing 

 Common themes / ideas / 
concepts / skills  

  

Action Items  
Person(s) Responsible 

  

Action Items  
Person(s) Responsible 

  

Team Activities and Events 

 Field Trips 

 Award Ceremony 

 Fundraisers 

 Technology needs 

 Incentive Programs (RtI) 

  

Action Items 
Person(s) Responsible 

  

 School-Based Questions /  

 Questions for Admin 

  

Action Items 
Person(s) Responsible 

  

Misc. Items of Concerns   
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Appendix F: Classroom Connect 

CLASSROOM CONNECT! 

Teacher:  

Subject Area: 

Grade Level: 

Week of: 

Unit of Instruction:  

 

Standard(s) Taught 
 
 
 
 
 

Learning Target(s) and Learning Criteria 
 
 
 
 
 

Classroom Activities 
 
 
 
 
 

Assignments Due 
 
 
 
 
 

Additional Resources 
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Appendix G: Lesson Plan Template Example 

Results Focused Instruction Planning Guide Example  

                       DAILY                                           PER UNIT/TOPIC 

1. What do we want them to learn? 
Student daily goal is linked to broader learning 
goal stated as the State Standard or Common 
Core Standard that is listed in unit section. 
  
Restate in kid-friendly language. Post it and 
make them copy it in notebook or planner. 
  
Process 
What will I do? 

Common Core and State Standards 
  

Note:  Teachers must “unpack” the steps, chunks of content or skills required.  These are the 
things that must be mastered on a daily basis that will lead to mastery of identified standards 
by date certain.  Use both the Volusia County Grade Level Progress Monitoring Instructional 
Calendar and the Subject Area Curriculum Map to guide your instruction and assessment.  
Use the textbook and teacher’s edition and supplemental resources as needed. Remember to 
include modification of instruction for ESE, ESOL and Gifted students 

2. How do I know if they learned it? 

 Use daily formative assessments 
Examples of daily formative assessments: 
Individual responses to questions, clickers, 
assessments listed in curriculum guide, exit 
cards, hold ups, etc. 

Summative assessments:  

 Teacher-made tests 

 District tests 

 Textbook tests 

 Added material to match rigor of 
state testing 

3.  What will I do with those who did not 
learn? 
(small group instruction reteach, retest)  

 What will I do? 

 What will students do? 

 What formative tool to assess 
proficiency? 

Targeted RTI followed by summative 
evaluations 

4.  What will I do with those who did 
learn?  

 What will I do? 

 What will students do? 

 Materials and processes? 

 Use technology, enrichment materials, 
projects 

Enrichment activities 

*This is a guide and can be embedded in any format you choose.  This is essential information.  
If you use it regularly, it will soon become a focused way of thinking about teaching and 
learning.  
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Appendix H: PLC Agenda Example 

PLC Meeting Agenda  

Vertical Planning Team:  

Date: 

Attendance: 

Location: 

Meeting Began: 

Meeting Adjourned: 

TEAM NORMS: 

Topic Discussion Follow-Up/Solution 

Purpose: 

What is the Goal? 

  

What are you using for 

your instruction? 

  

Standards of Proficiency 

1) How will we enrich 

those that have mastered 

the standards? 

  

Standards of Concern 

1) Which students need 

additional support? 

2) How will we provide 

that support? 

  

Strategies Used 

What worked?  What 

didn’t?  Why? 

What are we going to do 

now? 

  

Curriculum Resource 

Needs 

  

   

Questions for Admin   
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Appendix I: Educator’s Handbook 

 

Educator’s Handbook 

This online platform is used to analyze and evaluate students’ behavior or keep 

track of incidents that could impede the classroom environment or learning. 

Website: https://incidents.educatorshandbook.com/ 

*Please save as a favorite or as a tab for quick access  

Returning Teachers: Credentials for signing in are the same. 

New Teachers: Your technology coordinator, Mrs. Perpiñan, or Mrs. Ventura will 

create an account for you.  Please keep an eye out for an email from 

Educator’s Handbook to create a new password.   

*Sign-In name will always be your Ivy Hawn email. 

There are 2 types of documentation on this platform: 

1) Incident: Incidents are written for minor behavioral infractions that you are 

handing in class without the need for administration.  Also, incidents are 

used to document behaviors, both socially or academically that could 

aid in the PST process.   

2) Referral: These are written for more severe behaviors, issues or concerns 

that require administrative support.   

**If you need immediate assistance, please call the appropriate front desk or 

administrator if you need the student removed.  The referral can be written 

after that.  Please provide the staff member who is picking up the student a 

brief description of what occurred so we have information before the referral 

is written.  There are carbon copies by both mailboxes if there is a substitute 

or the internet goes down. 
 

 

 

 

 

 

 

 

https://incidents.educatorshandbook.com/


57 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



58 
 

 

Appendix J: Lunch / Cafeteria Expectations 

Lunch Count Procedures 

Outlined below is the procedure that will be used to ensure our students are served lunch in a 

timely manner.  

 Lunch calendars are placed in your mailbox at the beginning of each month. 

 Lunch counts are placed in your mailbox every morning with lunch count pencil bag. 

 Have students mark lunch choice next to their name under correct date. 

 When a student turns in lunch money their first and last name, lunch number and 
amount is to be written on envelope. 

 Place lunch count as well as lunch money in lunch count pencil bag. 

 K-2nd teachers place pencil bag on outside of your door for pickup no later than 8:20am. 

 3rd-5th make sure to have your lunch count filled out and sent to elementary front desk no 
later than 8:20am. 

 Middle School make sure to have your lunch count filled out and sent to middle school 
front desk no later than 8:20am. 

 If you misplace your lunch count, place all student’s full names, lunch numbers and 
lunch choices on one full sheet of paper with teacher’s name and date. Place this 
information in lunch count pencil bag. (NOTE: These are government documents, it is 
important they are retained, as they are subject to audit at any time.)  

 Make sure you use pen at all times on your lunch count sheet.  

 All lunch counts will be retained last day of the month and new ones will be placed in 
teacher’s boxes the following morning. 
 

Teacher Lunch Purchase Procedures 

If you would like to purchase a school lunch, please follow the steps below. Remember that all 
lunch balances need to be paid in full by the end of each week with no exception. 

 Contact Mrs. Till if you will be purchasing lunch this school year, as you will need a 
Lunch Number to purchase items from the cafeteria. (Note: If you already have a lunch 
number from last year, it will be the same, no other action is required.) 

 If you decide to purchase lunch in the future and do not have a lunch number, please 
contact Mrs. Till the morning of and she will provide a number for you.  

 If you are purchasing a school lunch, make sure you mark your lunch choice on your 
lunch count sheet under area marked with your name. 

 All lunch balances must be paid in full at the end of each week to ensure your lunch 
purchase privileges continue. 

 When turning in your lunch money, please put your name, lunch number and amount on 
envelope and place in your pencil bag with lunch counts. 

 

Breakfast (teachers & adults)- $1.50 

Lunch (teachers & adults)- $ 3.25 
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Appendix K: Fundraising / Activities / Calendar Requests 
 
 

 Go to the school website. www.ivyhawnschool.org  

o Click on the maroon staff button 

o Enter your last 4 digits of your social plus zero (0). 

o Click on Teacher Toolkit 

o Select Calendar/Fundraiser/Activities Request Form 

 Be sure to answer all fields on the form, any incomplete form will not be approved.  

o Don’t forget to hit submit!  It will let you know it was submitted. 

o You will receive an email conformation from the activities director when it has 
been approved/denied/need additional information. 

o If you have to give additional information, please email the activities director. 

 You need to send in a request 1 month prior to any field trip or fundraiser. 

 All special activities MUST be approved before promoting to parents/students. 

o Flyers must be approved by the principal, send to statesl@ivyhawnschool.org  

o Flyers/Promotions must be taken down after the event/fundraiser. 

 Field Trips 

o Fill out lunch procedures on Teacher Toolkit. 

o Request substitute for students that do not go on the field trip and plan a 
reasonable activity.  

o Follow up with the registrar and the activities director about Substitutes and 
Transportation.  

 Connect Ed 

o If you have a message to go out please email it to the principal’s secretary to get 
approved by the principal. 

o Provide a copy of the script you would like announced to the parents on the 
Connect-Ed.  

 

 

 

 

http://www.ivyhawnschool.org/
mailto:statesl@ivyhawnschool.org
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Appendix L: Monies Collected Procedures 

Field Trips/Other 

For every approved field trip or activity where money collection is needed, there are a few things 
you need to have: 

1) A receipt book and 

2) A Monies Collected Form 

 

It is extremely important that when you collect money, you record the amount, receipt number, 
and name of student on the Monies Collected Form. Top copy in the receipt book goes to the 
student, the bottom copy stays in the book. The Monies Collected Form gets signed by the 
bookkeeper.  She will take the top copy and you keep the bottom.  Keep all copies for the entire 
year in a safe please.  It is VERY IMPORTANT that you write a receipt and get the forms to the 
bookkeeper within 24 HOURS. 

Purchase Requests 

In the event that you are requesting materials or resources for your classroom, you will need to 
fill out a Purchase Request form and turn that into the bookkeeper.  If the purchase is for 
materials, you need to write a detailed letter about the items you are requesting, as well as 
details about the price and link to where to purchase. 

**Do not buy anything without permission and expect to be reimbursed.  ASK FIRST! 

 

Appendix M: Attendance / Substitutes 

Attendance should be taken within the first 10 minutes of class.  If for some reason the internet 
is down or your password has expired, please email attendance to the registrar at 
prettymanl@ivyhawnschool.org.  Taking attendance is an audit requirement that each teacher 
takes daily attendance. 

Elementary Attendance: 

Attendance for Elementary should be taken only in the Homeroom Tab in Gradebook by 
teacher.  

 Verify that the current date appears in the date field.  If not correct date, use the 
directional arrows or the date picker to select the correct date. 

 For any student not present or late, locate the student name in the roster and, within the 
row for that student click the “U” for unexcused absences.  The cell changes color to 
indicate that the code is assigned.  If a student has already been marked absent by the 
office (i.e. E,L) no further action is needed for the student.  If all students are present or 
the only students absent have been coded by the office, click ALL PRESENT 
documenting that attendance has been taken.  A green check mark will appear on 
Homeroom Tab verifying your attendance is complete as well. 

mailto:prettymanl@ivyhawnschool.org
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 If a student is late or checks out early the attendance clerk will correct the student’s 
attendance from a “U” to a “L” for excused tardy or “T” for an unexcused tardy. 

 

Middle School: 

Attendance for Middle School must be taken each class period in Gradebook by teacher.   

 Enter attendance in the correct period tab. 

 At the top of the page, select the appropriate class tab. 

 Verify that the current date appears in the date field.  If not correct date, use the 
directional arrows or the date picker to select the correct date.   

 For any student not present or late, locate the student name in the roster and, within the 
row for that student click the “U” for unexcused absences.  The cell changes color to 
indicate that the code is assigned.  If a student has already been marked absent by the 
office (i.e. E,L) no further action is needed for the student.  If all students are present or 
the only students absent have been coded by the office, click ALL PRESENT 
documenting that attendance has been taken.  A green check mark will appear on 
Homeroom Tab verifying your attendance is complete as well. 

 If student is late and has a pass that has not come from the front office receptionist, 
please change the “U” for Unexcused to “T” for Tardy.  The front office will not know if 
another teacher has kept student after class and has given the student a tardy pass which 
will cause student to have an unexcused absence instead of a tardy.  If the pass comes 
from the receptionist, they will make the change.  If a student checks out early in 
a class period, the attendance clerk will correct attendance in Gradebook. 

 

At the end of the day an Attendance Tracking Report will list the teacher’s name as not taking 
attendance.  This report is run daily by the attendance office to verify that all teachers have 
taken daily attendance.  Teachers that have not taken attendance for a scheduled period will be 
contacted by the attendance office.  If attendance office is not able to locate you, the attendance 
clerk will mark “all present”, send you an email notifying you that attendance was not taken, and 
request that you verify that all students were present.  If a student was absent you will need to 
reply to email so that attendance can be corrected. 
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Appendix N: District Calendar 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



63 
 

 

Appendix O: Testing Calendars- Elementary and Middle School 

Elementary 

2018-2019 District Testing Calendar 

*CBT:  Computer-Based Testing 

 

Please use this link to find 2018-19 calendar: 

http://myvolusiaschools.org/assessment-accountability/Pages/Testing-

Calendars.aspx or go to www.vportal.com,  click on Departments, Digital Learning 

and Assessment, Assessment and Accountability, Testing Calendars. 

 

 

When available, district testing calendars will be posted on the Ivy Hawn Website 

under Assessments and handed out closer to assessment windows. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

http://myvolusiaschools.org/assessment-accountability/Pages/Testing-Calendars.aspx
http://myvolusiaschools.org/assessment-accountability/Pages/Testing-Calendars.aspx
http://www.vportal.com/
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Appendix P: Field Trip Policies  

Phase One:  Pre-Planning 

(Completed at Least 2 Months Prior to Trip) 

 
Before Requesting Approval for the Field Trip:    

 Develop ideas for possible field trips that expand on curriculum and build skills. 

 Choose field trip dates and times (choose multiple dates in case your first choice is not available and 

make sure charter/bus arrivals and departure times do not conflict with daily school bus routines). 

 Contact site for admission or program costs per student, chaperone and staff. 

 Calculate total cost per student, chaperone and staff. Add any additional costs (substitutes for those 

students not attending, scholarships, tips, damages, etc…)  If needed, see the bookkeeper if you need 

help calculating total cost for field trip.  
  

Request approval for field trip:   

 Fill out Calendar/Event Request Form at least 4 weeks before trip (Teacher Toolkit).  

 After initial approval from the activities director, document will be sent to Principal for final approval.   

 If there is a holding tank for students attending school but not attending the field trip, please include 

the information in the request so that supervision is addressed. 

 If field trip has been approved, move to Phase Two.  

  

Phase Two: Prepare for the Field Trip  

(Completed After Approval) 
  
  

Mrs. States: 

 Field trip permission slip creation (make sure Mrs. Conway signs your slip before making copies). 

 Email/Submit a chaperone list as soon as possible for initial approval (All Chaperones as stated in 

School Policy must be an approved chaperone in our Raptor System).   

 Turn in all Chaperone issues and/or concerns throughout the planning process. 

 Busing contract and final costs. 

 Mrs. States will schedule a meeting prior to your trip with Mrs. Conway to make sure all trip items are 

complete (final payment will be held until final checkout). 

 

Mrs. Vostrejs: 

 Sign-out receipt booklets (will need to turn in at end of year). 

 Turn in all money within 24 hours on a monies collected form.  Be sure to record amount, receipt 

number, and student name. 

 Schedule a timeline of payments to facility, buses and bus driver tips (pay before event online with 

credit card or with a check on site). 
  

Mrs. Till: 

 All field trip groups MUST submit Field Trip Classroom Meal Accountability Form at least 2 weeks prior to 

event whether students require lunch or not on your trip (Teacher Toolkit). 

 Are coolers needed?  If so, how many? 

 
Mrs. Higham (Elementary) & Mrs. Bonnet (Middle): 

 Check to see which students have health allergies, medications, disabilities, etc… and whether they 

can or cannot carry their own medication. 

 Turn in a final list of chaperones, at least a week prior to your trip, so badges can be printed. 

  
Lead Teacher: 

 Make copies of all needed field trip forms for student distribution (i.e. permission slips, cover letter, 

liability form, vehicle form, medical forms, etc…). 

 Keep track of all students’ payments, forms turned in, behavior issues, academic issues, etc… 
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 Students who require medication must be placed in group with parent or with a teacher who is med 

trained (if parent not attending). 

 Create chaperone and bus groups. 

 Send out any parent reminder letters (if needed). 

  

Chaperone Information and Requirements: 

 1:5 Ratio of chaperone to student minimum with no more than a 1:10 ratio of chaperone to student.  

 Legal guardian(s) of the student attending are a first priority for chaperone selection.  If needed, other 

family members, that are legal guardians, may be selected to attend the trip as a chaperone (will be 

determined by a lottery drawing).  

 All Chaperones have signed the Field Trip Chaperone Guidelines Form. (Teacher Toolkit) 

 All Chaperones will be picked by a lottery system.  

 If using buses for travel, all students and chaperones must ride the bus.  

 If personal vehicles (only) are being used for travel, all chaperones and students must complete the 
following paperwork: Permission Slip, School Related Liability, and Private Vehicle Information.  

  

Attendance:  

 Student must be in school all day for evening field trips (i.e. Gradventure) 

 Students must be in school for at least half a day (4 periods) in order to attend practices, performances 

and dances. 

 Excessive absences may hinder ability to attend. 

  
Student Expectations and Rules: 

 Attending students must maintain passing grades in all subject areas/classes (minimum academic 
grade of a D (FL Statute 1003.437). 

 Attending students must maintain appropriate behavior in all subject areas/classes.  This includes 

frequency/nature of referrals determined by administration.  

 Students must follow all expectations/rules of Ivy Hawn Charter School of the Arts on all in school and 

out of school Field Trips. 

 Checkpoints for eligibility based on academic/behavior expectations will occur at midterm and end of 

grading period.  Other circumstances that occur (such as suspensions or excessive absences) will be 

determined case by case through administration for approval.  

  

 Phase Three: Just Before and on Field Trip Day 

  
Mrs. Higham (Elementary) & Mrs. Bonnet (Middle): 

 Pick-up and sign-out all medications for all students that have health allergies, medical needs, 

disabilities, etc... 

 
Lead Teacher: 

 Confirm subs and sub plans for students who are not attending the event.   

 Print receipt confirming payment. 

 Take and submit attendance. 
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Dear Parents, 

 

We are excited to offer your student an opportunity to experience learning 

outside of the classroom.  This opportunity requires your student to adhere to 

high expectations of responsibility, citizenship and behavior.   

 

At Ivy Hawn, we strive for appropriate academic and behavioral excellence.  

Therefore, it is important to understand that excessive referrals (number or nature 

of referrals), poor academic performance and/or attendance issues may affect 

a student’s opportunity to attend the field trip experience. 

 

If a student becomes ineligible to attend, the school may not be able to refund 

monies due to some vendor contract agreements.  All cancelations will be 

reviewed and money will be refunded if possible. 

 

Thank you for your continued support.  We look forward to sharing this field 

experience with your student. 

 

Sincerely, 

 

 

Kelly Conway 

 

 

 

I have reviewed and understand the criteria for my child to attend the field trip. 

 
______________________________  _____________________________ 

Parent Signature     Date 
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Appendix Q: New Teacher Orientation Program 2018-2019 

Click this link for entire packet (New Teachers / Mentors only) ..\..\Leadership 

Institute\New Teacher Induction and Mentoring Program packet.pdf 

RECOGNIZE 

Who is my mentor? 

 

 

 Mentors will be assigned at pre-planning 

 A formal meet-and-greet will occur 

 

UNDERSTAND 

How often do I meet with my 

mentor? 

 

 2x per month (formal meeting with documentation) 

 Informally as needed (daily, weekly, etc) 

 

APPLY 

How do I document what 

has been discussed? 

 

 Checklist created (located in New Teacher Orientation 

handbook) 

 

 

ANALYZE 

What is the relationship 

between mentors and 

mentees? 

 Teachers must be CET (Clinical Education Trainer) certified 

to be a new teacher mentor 

 Teachers do not have to be CET certified to be a new-to-

Ivy Hawn mentor 

 

EVALUATE 

What is the impact of a 

mentor and mentee 

relationship? 

 To provide and receive support throughout the year to 

understand policies, classroom management, lesson 

planning, assessments, etc. 

CREATE 

What can you do or plan to 

ensure success? 

 Consistency with meeting formally and informally 

 Provide meaningful and effective feedback 

 Work with New Teacher Support Group throughout the 

year for support and assistance. 

 

ROLES RESPONSIBILITIES 

New Teacher  Follow VCS’s teacher induction program (E3) 

 Meet 2x per month with mentor (formally), to be documented on form  

Meetings to be scheduled by mentor/mentee 

 Meet informally with mentor as needed 

 

Mentor 

Teacher 

 Complete checklist for each meeting with mentee 

 Provide support in classroom management, lesson planning, 

assessments 

 Provide effective and meaningful feedback throughout the year, with 

administrator for support 

 Observe new teacher and provide meaningful and effective feedback 

in order to prepare teacher for administrative observations and 

evaluations 

 

Administration  Provide support to new teacher and mentor teacher 

 Establish qualified mentor teachers to assist new teachers 

 Establish mentor meetings and follow up meetings throughout the year 

 Coordinate and participate in evaluations 

 Will immediately assign mentor to new hires post-August 
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Appendix R: DPP Documents 
 

DPP Due Dates 

2018 – 2019  

 

Tell your evaluator Option A or Option B-----------------------------------------------------------------August 27th 

 

Choose your Danielson Component  
(unless told by your evaluator which component you’re doing- new teacher or teacher with 

specific need) 

-----------------------------------------------------------------------------------------------------------------------September 4th  

 

Complete DPP in portfolio format--------------------------------------------------------------------------------April 8th 

 

DPP will be returned to you----------------------------------------------------------------------------------by April 30th  

 

Oral Presentations of DPP -------------------------------------------May 7th- May 25th (done in small groups) 

 

Option B Cycle Due Dates: 

Cycle 1: December 14th 

 

Cycle 2: April 5th  

 

 

**Anything that you turn in will be to the assistant principal in charge of DPPs!   

 

Please see your evaluator if you have any questions! 
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Checklist for DPP Option A 

1. Don’t panic! Everyone is doing some sort of DPP and it’s really not difficult.  

This checklist will help you check off every step so you can be successful.  

2. Ask your evaluator for a written copy of your last evaluation that includes your individual 

component scores. This will be a big help in choosing the component you will work on for 

your DPP this year.  

3. Review the Danielson Frameworks components. Ask yourself, “In which area am I the 

weakest?” or “In which area do I need the most personal growth?”  

4. Choose one Danielson component to focus on this year. 

5. If you are beginning teacher, or a teacher on a mandated success plan, meet with your 

evaluator to jointly choose your component. 

6. Start a computer file for the component you choose and a physical file to include 

photos, tests, writing samples, baseline student work, communications, research, etc.  

7. Make multiple copies of the Workshop / Strategy Reflection Log. This is in your teacher 

tool kit on the Ivy Hawn web site, under the Staff Page, under the Teacher Toolbox. Add 

these copies to your physical DPP file. You’ll need these soon.  

8. Research your component in professional books, articles, seminars, professional 

development, interviews, data, and online articles. These articles should be based on 

strategies you are actually going to implement in your classroom.  

9. For each article / workshop (research) you base a strategy on, you should fill out a 

Workshop / Strategy Reflection Log. Keep these brief (You now have copies in your DPP 

physical file). 

10. Spend time linking your component to strategies and lesson plans. 

11. According to the subject you teach and the Danielson component you choose, 

establish some baseline data with your students.  

For example, Laura Pomales gave her students a box and instructed them to ask 

questions to find out what was in the box. Their questions at the beginning of the year 

were level one yes or no questions (Is it a pencil? Is it round?). However, after teaching 

higher order thinking, her kids asked more in-depth questions (How can this improve the 

world? How will this impact my life?). 

12.  Keep your component in mind as you teach, explain, assign, test, elicit responses, 

discuss, and write lesson plans. 

13.  Add evidence to your computer file and physical file throughout the year. Take photos, 

collect samples, give student surveys, record academic improvement, show examples of 

what worked and what didn’t work. 

14.  Mark the date your DPP is due. ________April 8th________________ 

15.  Put all of your information into a notebook. Give a brief explanation of each strategy 

you implemented to support your Danielson component.  Anna Ventura and Beth Harper 

have samples for you to see. 

16.  Prepare a short audio visual presentation (Power Point, Prezi, Pow Toon, Slide Rocket, 

poster, board, handout sheets, flyers, brochures, video, etc.) that summarizes your data 

and findings.  

17.  In your presentation, be sure to answer the following: 

A. Why did I choose this goal? 

B. The research I used was _________________________________. 

C. The strategies or actions I implemented were________________. 

D. My step-by-step plan was ________________________________. 

E. How did I monitor the outcomes? 
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F. What worked and what didn’t work? 

G. How did this impact me as a teacher? 

H. How did this impact my students? 

I. Where will I go from here? 

18.  TIME YOUR ORAL PRESENTATION. Keep it between 5-6 minutes. Remember there are 

others waiting to present, as well.  

19.  Make a copy of your written DPP for your own records.  
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Checklist for DPP Option B 

Okay…There’s a new kid in town: DPP Option B. This is a great plan if you tend to 

procrastinate and wake up screaming in the middle of the night. 

This plan will keep you on task with shorter deadlines and the opportunity to reflect as 

you go along. 

 

1. Instead of choosing one Danielson component and working on multiple strategies all 

year, you’ll now choose one Danielson component and work on a different strategy to 

implement it all four quarters. Get it? Cool. 

2. Ask your evaluator for a written copy of your last evaluation that includes your individual 

component scores. This will be a big help in choosing the component you will work on for 

your DPP.  

3. Review the Danielson Frameworks components. Ask yourself, “In which area am I the 

weakest?” or “In which area do I need the most personal growth?”  

4. Choose one Danielson component to focus on this year. 

5. Choose one strategy each new cycle. Work on it for 4-6 weeks. If it’s working, keep using 

it and choose a new one for the next cycle.  

6. Start a computer file for the component you choose and a physical file to include 

photos, tests, writing samples, baseline student work, communications, research, etc.  

7. Make multiple copies of the Workshop/Strategy Reflection Log. This is in your teacher tool 

kit on the Ivy Hawn web site, under the Staff Page, under the Teacher Toolbox. Add these 

copies to your physical DPP file. You’ll need these soon.  

8. Know the due dates for the 2 cycles: 

a. Cycle One  – December 14th , 2018 

b. Cycle Two  – April 5th,2019 

9. For each cycle, choose ONE strategy that implements your chosen component. Either 

partake in professional development, read an article, do a book study, take a course, or 

participate in accredited coursework about your component. 

10. Fill out a reflection log for the research you chose. 

11. Spend time linking your component to strategies and lesson plans. 

12. According to the subject you teach and the Danielson component you choose, 

establish some baseline data with your students.  

For example, Laura Pomales gave her students a box and instructed them to ask 

questions to find out what was in the box. Their questions at the beginning of the year 

were level one yes or no questions (Is it a pencil? Is it round?). However, after teaching 

higher order thinking, her kids asked more in-depth questions (How can this improve the 

world? How will this impact my life?). 

13. Keep your component in mind as you teach, explain, assign, test, elicit responses, discuss, 

and write lesson plans. 

14. Add evidence to your computer file and physical file throughout the year. Take photos, 

collect samples, give student surveys, record academic improvement, show examples of 

what worked and what didn’t work. 

15. Before the final due date, put all of your information into a notebook. Give a brief 

explanation of each strategy you implemented to support your Danielson component.   

16. Prepare a short audio visual presentation (Power Point, Prezi, Pow Toon, Slide Rocket, 

poster, board, handout sheets, flyers, brochures, video, etc.) that summarizes your data 

and findings.  
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17. In your presentation, be sure to answer the following: 

A. Why did I choose this goal? 

B. The research I used was _________________________________. 

C. The strategies or actions I implemented were________________. 

D. My step-by-step plan was ________________________________. 

E. How did I monitor the outcomes? 

F. What worked and what didn’t work? 

G. How did this impact me as a teacher? 

H. How did this impact my students? 

I. Where will I go from here? 

18. TIME YOUR ORAL PRESENTATION. Keep it between 5-6 minutes. Remember there are 

others waiting to present, as well.  

19. Make a copy of your written DPP Plan B for your own records.  

 

 

DPP Communication 

Staff Needs to Know: 

 Checklists of expectation for written documentation and oral / visual presentations 

 Rubric 

 Example binders (located in the student success center) 

 Dates to remember throughout the year 

 40% Evaluation 25% DPP, and 35% state assessment scores = overall Evaluation Score (1-4) 

 

Evaluator Needs to Communicate: 

 To those on success plan or are a novice /new teacher---which component they need to 

be working on (by September 4th) 

 Copies of Danielson Evaluator grades / feedback from observations and walk-throughs 

 Scores from previous year’s scores of all components (1-4) 

 Copies of graded DPP provided by the end of the year to work on next year’s DPP 

 When returning the DPPs to the teacher, please review the oral/visual presentation 

guidelines.  
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EXAMPLES OF DATA FOR DPP 

You can decide the format, frequency, and strategy to be used. 

 

Planning and Preparation 

1A, 1D 

-Daily use of objectives being accomplished 

- Student Interviews  

-Surveys to students/peers 

-Videos of you teaching.  

 

1B  

-Show differentiation in your planning. 

- Tracking/Documentation of special needs students (Tally, Rubric per student) 

-Including topics/Characters/music/other which students are interested in. (Planning) 

 

1C/1E 

-Include a set outcome per class. (Pics/Video/Planning) 

-Include options for students to demonstrate understanding or use of that skill. 

(Pics/Video/Planning) 

-In your planning you can show alignment with standards in the selection of digital resources. 

 

1F  

-Design assessments which are clear and aligned with outcomes and standards.  

The Classroom Environment 

2A-2E 

-Behavioral strategies being used in class. (Student surveys, interviews, videos) 

-Explain theory and results of classroom set up of furniture and resources. Teacher/Student 

reflection on accessibility of resources. 

- Tally how many times students are off/on task. This can be done for students with special needs 

or everyone.  
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Instruction 

3A 

-Rubrics Created/Used to communicate expectations. (Formats being used)  

-Use oral and written language to communicate in class. (Planning) 

 

3B 

-H.O.T.S (Planning, student portfolio, videos, student/teacher reflection) 

-Select activities which are engaging and aligned with the course. (Planning/Videos of students 

working and presenting work) 

 

3D 

-Feedback (Teacher/Student Journal) 

 

3E 

-Show ways you persist to get students ahead. Document strategies used, communication with 

student/family. 

 

Professional Responsibilities 

4A 

-Document how engaging activities or lessons were. (Teacher reflection/Journal) 

4B, 4C 

-Monitor completion of work and communicate with families. (Emails, Feedback from families) 

4D 

-Track all the events you participate in to service the school and community. 

(Planner/Reflection/What you learned and how would you improve them) 

4E, 4F 

-Prepare materials used in your lessons to share with others.   
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EXAMPLES FOR YOUR DPP 

Strategies 

These strategies can be used in the classroom. You should research more about implementation. 

These are options  

Name Key Concepts  

In any subject area, students should be alerted when a key concept is being introduced. 

Students may need help and practice in highlighting key concepts. Further, students should be 

guided to identify which type(s) of concept each one is — concrete, abstract, verbal, 

nonverbal or process. (Thomas & Thorne, How to Increase High Order Thinking) 

Categorize Concepts 

Students should be guided to identify important concepts and decide which type of concept 

each one is (concrete, abstract, verbal, nonverbal, or process). (Thomas & Thorne, How to 

Increase High Order Thinking) 

Tell and show 

Often students who perform poorly in math have difficulty with nonverbal concepts. When these 

students have adequate ability to form verbal concepts, particular attention should be given to 

providing them with verbal explanations of the math problems and procedures. Simply working 

problems again and again with no verbal explanation of the problem will do little to help these 

students. Conversely, students who have difficulty with verbal concept formation need multiple 

examples with relatively less language, which may confuse them. Some students are "tell me" 

while others are "show me." (Thomas & Thorne, How to Increase High Order Thinking) 

Move from Concrete to Abstract and Back 

It can be helpful to move from concrete to abstract and back to concrete. When teaching 

abstract concepts, the use of concrete materials can reinforce learning for both young and old 

alike. If a person is able to state an abstract concept in terms of everyday practical 

applications, then that person has gotten the concept. (Thomas & Thorne, How to Increase High 

Order Thinking) 

Teach Steps for Learning Concepts 

A multi-step process for teaching and learning concepts may include (a) name the critical 

(main) features of the concept, (b) name some additional features of the concept, (c) name 

some false features of the concept, (d) give the best examples or prototypes of the concept 

(what it is), (e) give some non-examples or non-prototypes (what the concept isn't), and (f) 

identify other similar or connected concepts. (Thomas & Thorne, How to Increase High Order 

Thinking) 

Go from Basic to Sophisticated 

Teachers should be sure that students have mastered basic concepts before proceeding to 

more sophisticated concepts. If students have not mastered basic concepts, they may attempt 

to memorize rather than understand. This can lead to difficulty in content areas such as math 

and physics. A tenuous grasp of basic concepts can be the reason for misunderstanding and 

the inability to apply knowledge flexibly. (Thomas & Thorne, How to Increase High Order Thinking) 
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Expand Discussions at Home 

Parents may include discussions based on concepts in everyday life at home. The subject matter 

need not relate directly to what she is studying at school. Ideas from reading or issues in local or 

national news can provide conceptual material (for example, "Do you think a dress code in 

school is a good idea?"). (Thomas & Thorne, How to Increase High Order Thinking) 

Connect Concepts 

Teachers should lead students through the process of connecting one concept to another, and 

also putting concepts into a hierarchy from small to large. For example, if the concept is 

"Thanksgiving," a larger concept to which Thanksgiving belongs may be "Holidays," and an even 

larger (more inclusive) concept could be "Celebrations." By doing this level of thinking, students 

learn to see how many connections are possible, to connect to what they already know, and to 

create a web of concepts that helps them gain more clarity and understanding. 

Compare the new to the already known. Students should be asked to stop and compare and 

connect new information to things they already know. For example, if they are about to read a 

chapter on electricity, they might think about what they already know about electricity. They will 

then be in a better position to absorb new information on electricity. (Thomas & Thorne, How to 

Increase High Order Thinking) 

Teach Inference 

Students should be explicitly taught at a young age how to infer or make inferences. Start with 

"real life" examples. For example, when a teacher or parent tells a child to put on his coat and 

mittens or to get the umbrella before going outside, the adult may ask the child what that might 

mean about the weather outside. When students are a little older, a teacher may use bumper 

stickers or well-known slogans and have the class brainstorm the inferences that can be drawn 

from them. (Thomas & Thorne, How to Increase High Order Thinking) 

I Can Checklists  

Students can reflect about what they know and ask questions when they cannot complete one 

of the items. These lists are useful for math because students can understand what they need to 

learn in order to solve problems and operations.  

 

You can use any other strategies which you find useful. These are some examples. 

 

 

B. Online Resources  

You can also use online platforms to track, or assess. (Mastery Connect, Santillana Spanish, 

MathSpace).   

 

 

 

DPP 18-19 
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A professional learning cycle for the DPP includes: engaging in professional learning, 

implementing a classroom strategy for 4-6 weeks, identify the impact and implications of the 

strategy on teaching practice.  

For this purpose, professional learning may include but is not limited to: ERPL, PDD, PD, 

Conferences attended, accredited coursework (online or face-to-face), book study, 

professional reading.  

For this purpose, a strategy may include but is not limited to teaching methods, procedures, 

professional practice.  

Strategies may be implemented concurrently or one at a time. (4-6 weeks in duration).  

Each cycle must address a different strategy.  

Novice/beginning teachers should use E3 activities as their professional learning. 

 

* Teaching less than 3 years  

Cycle 1: Responses must address the corresponding strategy and the steps of the cycle. 

a. Identify the professional learning activity. 

b. Identify the topic. 

c. Identify the Danielson component the strategy supports. 

d. Beginning and ending dates. 

e. Strategy: What was the strategy you learned? How was it implemented? (over a 4-6-week 

period)? 

f. Impact: What was the impact/result of the strategy you implemented? How do you know? (4-6 

sentences) 

g. Personal Learning: What was the impact the implementation had on your professional 

practice and personal learning? What are your next steps? (4-6 sentences) 

 

 

 

 

DPP Sample of One Complete Learning Cycle 

Unsatisfactory  Basic/Developing* Proficient/Effective Distinguished/Highly 

Effective  

Missing or incomplete 

learning cycle  

1 complete 

learning cycle  

2 complete 

learning cycles  

2 or more complete 

learning cycles and 

presentation of 1 

strategy 
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Identify the professional learning activity: 

 Professional Development 

 CHAMPS 

Identify the topic: 

 Classroom Management 

Identify the Danielson component the strategy supports: 

 2c 

Beginning and ending implementation dates: 

 August 22, 2018 to September 26, 2018 

What was the strategy? How was it implemented (over a 4-6-week period)? 

 The strategy was to implement an attention signal. The attention signal I used was “Give 

me 5” because it was visible, auditory, and kinesthetic, and therefore could be used 

both inside and outside the classroom. I implemented this by teaching and modeling the 

attention signal. We practiced for the first week, followed by a gradual release in the 

second week. My goal was to teach the students to stop, look at me, and listen within 

five seconds 

What was the impact of the strategy on your practice? How did you know? 

 The impact of this strategy was an increase in instructional time. The strategy reduced 

the time it took for the students to return their attention to the teacher. My PAR teacher 

observed me and collected evidence on the time it took for students to respond to this 

attention signal. By the end of the second week of implementation, the students were 

responding to the attention signal within the five second expectation. By the end of the 

fourth week, the students were responding within three seconds. 

What was your personal learning? What were your next steps? 

 I learned the value of consistently implementing the attention signal learned in the 

CHAMPS training. I discovered that using an attention signal increased instructional time, 

safety, and engagement. The CHAMPS training helped me understand the importance 

of implementing consistent procedures and expectations with my students. My next steps 

will be to continue the use of the attention signal and involve my students in teaching the 

attention signal to any new students. Since this has worked so well, I am going to 

implement more CHAMPS strategies in my classroom. 

 

 

 

 

 

 

 

DPP Oral/Visual Presentation Checklist 
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Minimum 10, Maximum 15 minutes! 

 

 

Did you create a visual aid or basic PowerPoint to show DPP goal? 

 

 

 

Did you explain why you chose that goal? What is the need? 

 

 

 

What was you research used? 

 

 

 

What strategy or action did you implement to support your goal? 

 

 

 

What was your step-by-step plan? 

 

 

 

How did you monitor this? 

(Start to finish- Did it work?  Not work?)  

 

 

 

Reflect on teacher and student impact- What did you learn? Reflect!  

 

 

 

What will be your next step?  Where do you go from here? 

 

 

DPP Rating: 

 

 

Unsatisfactory       Basic / Needs Improvement         Proficient /          Distinguished / 

                                Needs Developing                          Effective            Highly Effective 

            

         1                                      2                                            3                                 4 

 

 

 

 

 

 

 

 

 

Workshop / Strategy Reflection Log 
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Name: 

Cycle:     1     2     3     4  

 Reflection 

What professional 

learning did I 

engage in? 

 

 

 

 

What strategy did I 

implement as a 

result of my 

professional 

learning? 

 

 

 

What worked?  

What didn’t? 

Why? 

 

 

 

What impact has 

this had on my 

instructional 

practice? 

How have I 

monitored the 

impact? 

 

 

 

 

 

What impact has 

this had on student 

learning?  

 

How do I know it 

has made an 

impact? How have 

I monitored the 

impact? 

 

 

What do I need to 

adjust in order to 

progress to the next 

level for this 

component? 

 

 

 

How have I shared 

what I learned with 

others at my school 

and beyond? 
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DOMAIN 1: Planning and Preparation 

1a Demonstrating Knowledge of Content and 

Pedagogy 

• Content knowledge • Prerequisite relationships  

• Content pedagogy 

1b Demonstrating Knowledge of Students 

• Child development • Learning process 

• Special needs • Student skills, knowledge, and 

proficiency  

• Interests and cultural heritage 

1c Setting Instructional Outcomes 

• Value, sequence, and alignment  

• Clarity • Balance • Suitability for diverse learners 

1d Demonstrating Knowledge of Resources 

• For classroom  

• To extend content knowledge • For students 

1e Designing Coherent Instruction 

• Learning activities • Instructional materials and 

resources 

• Instructional groups • Lesson and unit structure 

1f Designing Student Assessments 

• Congruence with outcomes • Criteria and 

standards 

• Formative assessments • Use for planning 

DOMAIN 2: The Classroom Environment 

2a Creating an Environment of Respect and 

Rapport  

• Teacher interaction with students  

• Student interaction with students  

2b Establishing a Culture for Learning  

• Importance of content  

• Expectations for learning and achievement • 

Student pride in work  

2c Managing Classroom Procedures  

• Instructional groups • Transitions • Materials and 

supplies  

• Non-instructional duties  

• Supervision of volunteers and paraprofessionals  

2d Managing Student Behavior  

• Expectations • Monitoring behavior  

• Response to misbehavior  

2e Organizing Physical Space  

• Safety and accessibility  

• Arrangement of furniture and resources  

 

  

DOMAIN 3: Instruction 

3a Communicating with Students 

• Expectations for learning • Directions and 

procedures 

• Explanations of content 

• Use of oral and written language 

3b Using Questioning and Discussion Techniques 

• Quality of questions • Discussion techniques 

• Student participation 

3c Engaging Students in Learning 

• Activities and assignments • Student groups 

• Instructional materials and resources • Structure 

and pacing 

3d Using Assessment in Instruction 

• Assessment criteria • Monitoring of student learning 

• Feedback to students 

• Student self-assessment and monitoring 

3e Demonstrating Flexibility and Responsiveness 

• Lesson adjustment • Response to students 

• Persistence 

DOMAIN 4: Professional Responsibilities 

4a Reflecting on Teaching 

• Accuracy • Use in future teaching 

4b Maintaining Accurate Records 

• Student completion of assignments • Student 

progress in learning 

• Non-instructional records 

4c Communicating with Families 

• About instructional program • About individual 

students 

• Engagement of families in instructional program 

4d Participating in a Professional Community 

• Relationships with colleagues • Participation in 

school projects 

• Involvement in culture of professional inquiry • 

Service to school 

4e Growing and Developing Professionally 

• Enhancement of content knowledge / 

pedagogical skill 

• Receptivity to feedback from colleagues • Service 

to the profession 

4f Showing Professionalism 

• Integrity/ethical conduct • Service to students • 

Advocacy 

• Decision-making • Compliance with school/district 

regulation 

 


