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Luis Munoz-Rivera School

400 N. Montgomery Street

THEY WHO TEACH CHILDREN BUILD FOR THE FUTURE

Weekly Bulletin #2
September 10 - 14, 2007
FYI & Action
· Phone Tree:  If you wish to be included on our Rivera School Phone Tree for times of emergency, please email or place in Mrs. Atkins’ mailbox your name and phone number.  All information will be kept confidential.  Mrs. Atkins’ email address is:  datkins@trenton.k12.nj.us Thank you.

· Building Doors: All building doors will be secured by 8:30 AM for safety reasons.  All staff members need to take an active part keeping all outside doors securely closed at all times. 
· Classrooms: All classrooms are to be kept neat, orderly and under proper supervision at all times.  Classrooms are to be rich with displays of student work that are directly correlated with the NJCCCS and the subject/s you teach. Desks are to be free of all food items and beverages.  All classrooms are to be locked when not in use.
· Email: A large majority of communications are sent by email.  It is recommended that you check your email at least three (3) times each day; in the early morning, early afternoon and at the end of the school day.

· Fire Drills: Each classroom is to have its fire drill exit procedures clearly posted at each door. Fire drills will take place at least twice a month.  Be sure to practice your fire drill procedures before the end of the week.  See your Staff Handbook for more information and office for fire drill signs.
· Grade Books: All teachers are to keep an accurate and current grade and roll book.  See staff handbook for more information (FMI).

· Hallway procedures: Hallway procedures are to be strictly enforced. 
· Lesson Plans: Lesson plans are to be submitted each Thursday before the end of the school day.  An electronic version has been sent to you by email for this purpose. Lesson plans are to be done jointly by each instructional unit and not submitted individually. PK-5 plans are to be submitted to Miss Carmichael and levels 6-8 are to be submitted to Mr. Bethea. Questions?  Please see me! 
· Observations:  Observations will begin this week.  The main focus for these initial observations will be on classroom management and environment.  Guidelines have been sent to you and are in your Staff Handbook.
· Hall Passes:  Students are not to be in the halls without a very good reason and then only with the appropriate pass properly completed.  Running errors for teachers is not a good reason and not a good use of instructional time.  Time on task at all times is the priority! When a student asked to leave the classroom, 99% of the time the request should not be granted.  Use good judgment, which is part of your responsibility.
· PIP’s: Our new Staff members are to submit their PIP for SY 2006/2007 by the end of next week.  A number of other staff will be given their PIP’s back to be revised.  All PIP’s will be due by the end of next week.  See Mrs. Jefferson if you require new forms or other information. 
· Split List: See Staff Handbook FMI.  Split-lists must be completed by the end of next week.
· Student Work: See Staff handbook FMI.  Proper headings per grade level are to be used at all times.  Miss Carmichael has provided you with this information.  The quality of student work is very important and is to be monitored closely and on a daily basis.  Be sure to keep files (Portfolios) on each of your students.  These folders will be monitored on a regular basis.
· Substitute Folders:  See Staff Handbook (SH) for requirements regarding Sub-Folders.  Sub-folders are to be completed by the end of September.

· Visitors: No one is to be in Rivera School without proper authorization from the main office and an appropriate Rivera Pass.  This matter is of extreme importance!  Anyone not identified appropriately is to be respectfully referred to the main office immediately.  See SH for important guidelines.
· Weapons Contracts: Procedures for Weapon Contracts were presented at our faculty meeting on September 4th.  Weapon contracts must be secured for all students in grades 3 through 8th grade.  See staff handbook for important information.

Calendar Notes:

September 10th 

· RSLC meeting/3:15 pm/Library  (If you are interested in being part of this vital committee, please let us know)
September 11th 
· PTO Meeting
September 13th 

· Schools closed in observance of Rosh Hashanah

September 17th 
· Specialists Supply orders due by 12 noon

· Faculty meeting/3:15PM/Cafeteria
September 19th
· Half-day session for Staff & Students/1:20 pm dismissal
· Back To School Night/6 to 7:30 PM/Required of all Staff
September 24th 

· BST Meeting/3:15 pm/Computer Lab

· Board Meeting/7pm

September 27th
· I.R.S. Meeting/1:30 pm/Guidance Suite

Bull Dog Corner

By the BST Committee

Be Respectful               Be Responsible               Be Safe               Be a Learner              Be Peaceful
Character is the foundation upon which one must build to win respect.  Just as no worthy building can be erected on a weak foundation, so no lasting reputation worthy of respect can be built on a weak character.
· R. C. Samsel
***

