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ABOUT 

 

INTRODUCTION 

 

Welcome to White Rock North School! This manual will inform you of our policies and procedures. It should 

answer most of your questions about school operations and logistics. However, some methods may vary within 

specific departments or positions. If you have questions, please consult your Department Head or a school 

administrator. We expect all employees to meet all standards of performance, behavior, and job responsibilities. 

Failure to do so could result in termination of employment. 

 

                                                                                                                 

FOUNDERS & SCHOOL HISTORY 

 

Mary and John Adams founded White Rock North School in 1964. The building that now houses our Infant 

Center was the original schoolhouse for our inaugural Kindergarten class of twelve students. 

 

From the beginning, the school's purpose has been to teach the way each child learns and stays true to traditional 

educational principles. The Adams' goal was to provide a challenging academic curriculum while also bolstering 

each student's self-image. From these hopes came the school's first motto: "Learning today. Leading tomorrow." 

 

Through the years, White Rock North has expanded one small project at a time. One of the first projects was the 

addition of the original Main Building, and the acquisition of the school's unique mascot, a horse named Gypsy! 

They added a large swimming pool because they believed that swimming lessons and classes would greatly 

benefit the students. In 1978, they also added a full-service roller-skating rink, complete with skates and a disco 

ball. The arena is also a multi-function space that serves as the school gym, performance hall, and much more! 

 

In 1979, a fire destroyed the original Main Building. The Adams' immediately began reconstruction where the 

current Main Building stands. Over the years, the school continued to grow in both size and enrollment. After 

receiving its accreditation in 1996, Mr. and Mrs. Adams began building the Grade School Building, strictly for 

students in Kindergarten through Sixth Grade. This project took a year-and-a-half to complete, and the new 

addition opened in 1998. 

 

Over the next several years, Mr. and Mrs. Adams noticed that new mothers' visits were becoming more frequent. 

They began conceptualizing an infant program to serve the needs of the many young families in the area. They 

transitioned the original schoolhouse into an infant center known as the "Corner Cottage" that opened in 2003. 

 

White Rock North School has proudly educated thousands of children since it opened. Many of these children 

have also enrolled their children, and later grandchildren, at White Rock North School. We are proud of the legacy 

left by Mary and John, and that so many alumni want to give their children the same unique experiences. 

 

Sadly, John Adams passed away in 2008, and Mary Adams followed in 2017. We remember them fondly and are 

proud of our new mission, "Educating the leaders of tomorrow." 
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CURRENT OWNERSHIP 

 

Mrs. Adams is the Principal and Owner of White Rock North School. She is a second-generation school principal 

and owner, following our founders, John and Mary Adams. As a child, Amy attended White Rock North School. 

She sincerely enjoyed her experience, which sparked her desire to become a teacher, like her parents. 

 

Amy obtained her Bachelor of Science in Education from Baylor University in 1991 and a Master of Science in 

Education in 1992. Upon graduating, Amy worked as a schoolteacher in London. She then joined the family 

business as both a teacher and P.E. coach. In 1995, Amy had her first of four children, Sterling, the school's 

Director of Business Development. In 1996 Amy helped the school earn its accreditation from AdvancED. As a 

result, she was promoted to Principal that same year. 

 

Amy became the owner of White Rock North School in 2017 and has made it her mission to uphold the legacy 

of "Educating the Leaders of Tomorrow." She has made significant upgrades to the school's facilities, curriculum, 

and programming and genuinely enjoys fostering each child's development. 

 

 

MISSION STATEMENT 

 

White Rock North School 

creates world-class leaders for tomorrow 

by promoting excellence in our students. 

Through a global approach, 

we foster intellectual, social, physical, and emotional development 

 

 

PHILOSOPHY 

 

At White Rock North School, our staff members: 

Build self-esteem by not discussing a child with others while he/she is present 

Use a positive approach rather than a negative one. 

Work out differences logically and reasonably to avoid conflicts. 

React appropriately by either removing the student or themselves from a confrontational situation. 

Make promises that are reasonable and can be delivered. 

Use positive rewards for good behavior and demerits for unacceptable behavior. 

 

 

HIRING & EMPLOYMENT 

 

EQUAL EMPLOYMENT OPPORTUNITY 

 

White Rock North School provides equal employment opportunities (EEO) to all employees and applicants for 

employment without regard to race, color, religion, sex, gender identity, sexual orientation, pregnancy, status as 

a parent, national origin, age, disability (physical or mental), family medical history or genetic information, 

political affiliation, military service, or other non-merit based factors. These protections extend to all management 

practices and decisions, including recruitment and hiring practices, appraisal systems, promotions, training, and 

career development programs. 

 

White Rock North School will continue to provide reasonable accommodations to employees and applicants with 

disabilities and for religious observances and practices.  
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EMPLOYMENT OF NON-CITIZENS 

 

Employers are required to hire only individuals who may legally work here: U.S. citizens, noncitizen nationals, 

lawful permanent residents, and aliens authorized to work. To comply with the law, employers must: 

• Verify the identity and employment authorization of each person they hire; 

• Complete and retain a Form I-9, Employment Eligibility Verification, for each employee; and 

• Refrain from discriminating against individuals based on national origin or citizenship. 

 

 

FALSIFICATION OF EMPLOYMENT APPLICATION OR RESUME 

 

Questions in White Rock North School's employment application elicit job-related information that enables the 

school to assess an applicant's qualifications. Falsifying an application or resume or misrepresenting or omitting 

facts on these documents may result in disciplinary action, including discharge and/or legal action. 

 

 

EMPLOYMENT OF RELATIVES 

 

To avoid conflict of interest, White Rock North School will not hire any relatives of current employees. This 

policy does not apply to school ownership. For purposes of this policy, "relative" is defined as a spouse, child, 

parent, sibling, grandparent, grandchild, aunt, uncle, first cousin, or corresponding in–law or "step" relation.  

 

 

DEFINITIONS OF EMPLOYMENT STATUS 

 

EXEMPT 

Employees who are not required to be paid overtime, per the applicable federal wage and hour laws, for work 

performed beyond forty (40) hours in a workweek. Administrators, teachers, and supervisory personnel are 

exempt employees.  

 

NON-EXEMPT 

Employees who are required to be paid overtime at the rate of 1.5x their regular rate of pay for all hours worked 

beyond forty (40) hours in a workweek, following applicable federal wage and hour laws. Administrative 

assistants, office support, part-time, and teacher aides are hourly, non-exempt employees. 

 

FULL-TIME 

Employees hired to work the school's standard full-time, forty-hour workweek, and fifty-two weeks a year. Such 

employees may be "exempt" or "non-exempt as defined above and are eligible for employee benefits.   

 

PART-TIME 

Employees hired to work fewer than forty hours per week and are not eligible for employee benefits.  

 

TEMPORARY 

Employees engaged in working full-time or part-time with the understanding that their employment will be 

terminated upon completion of a specific assignment.  
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HARASSMENT 

 

Concerning sexual harassment, White Rock North School prohibits: 

➢ Unwelcome sexual advances; requests for sexual favors; and all other verbal or physical conduct of a 

sexual or otherwise offensive nature, especially where: 

o Submission to such conduct is made either explicitly or implicitly a term or condition of 

employment; 

o Submission to or rejection of such conduct is used as the basis for decisions affecting an 

individual's work; or 

o Such behavior has the purpose or effect of creating an intimidating, hostile or offensive working 

environment. 

➢ Offensive comments, jokes, innuendos, or sexually charged statements. 

 

 

GRIEVANCES 

 

If you experience any job-related harassment, based on your sex, race, or any other factor, or believe you have 

been treated in an unlawful, discriminatory manner, promptly contact the Principal or school director, who will 

investigate the matter and take appropriate action. Your complaint will be kept confidential to the maximum 

extent possible. 

 

White Rock North School prohibits any form of retaliation against any employee for filing a bona fide complaint 

under this policy or for assisting in a complaint investigation. However, if, after investigating any harassment or 

unlawful discrimination, the school determines that the claim is not bona fide, or that an employee has provided 

false information regarding the complaint, disciplinary action may be taken against the individual who filed the 

complaint or gave false information.            

 

 

WORK SEPARATION 

 

CONTRACTUAL 

Employees under contractual agreement must fulfill the length of service assigned and agreed to by the employee. 

Early resignation is considered a breach of contract. 

     

VOLUNTARY 

Employees choosing to terminate employment with White Rock North are expected to give two weeks' notice. 

An employee's performance level should not decrease during this period.          

 

INVOLUNTARY 

White Rock North School reserves the right to terminate an employee immediately and without cause or any 

severance pay or prior notice. Additionally, White Rock North School reserves the right to eliminate a position 

due to layoff or reorganization. 

 

 

EMPLOYEE RECORDS 

 

School management will maintain employee records for all White Rock North School employees. Maintaining 

current addresses and telephone numbers for these files is the responsibility of each employee. These files are 

confidential. All mandatory information requested by school management and state regulations must be submitted 

promptly. Copies are available after employment from White Rock North School only after a written request is 

received. Copies will be mailed to the employee within an appropriate time frame.  
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PROBATIONARY PERIOD 

 

All new employees are subject to a ninety (90) day probationary period during which management will evaluate 

you as an employee. Management will observe the execution of the employee's duties, goals, accomplishments, 

attitude, and work ethic. 

 

Upon satisfactory completion of this probationary period, you will become a regular employee eligible for paid 

time off. 

 

White Rock North School has the right to terminate your employment during this period without advance notice 

or cause. All employees are expected to meet and maintain school standards for job performance and behavior. If 

terminated, White Rock North School reserves the right to withhold part or all of the employee's final paycheck 

to recoup expenses for training or time off, as deemed necessary by school managers. 

 

 

DRUG USE / ABUSE 

 

Alcohol abuse and/or drug use/abuse by employees could interfere with the school's educational mission and 

endanger children's safety. Regarding drug use/abuse White Rock North School has adopted the following policy: 

 

Any employee under the influence of illegal or illicit drugs, or who uses, possesses, sells, transfers, or purchases 

such drugs at any time on the school campus or school business off-campus violates school policy. The illegal 

use of any drug/substance is strictly prohibited. 

 

Violation of this drug policy will result in an oral or written warning, probation, suspension, or immediate 

discharge. 

 

The school reserves the right to require drug testing as a condition for hiring and continued employment. Refusal 

to comply with drug testing requirements will result in immediate termination. 

 

➢ Drug: Includes alcoholic beverages, inhalants, illegal/illicit drugs, or controlled substances. A drug is a 

chemical substance that produces a physical, mental, emotional, or behavioral change in the user. The 

term "drug" shall exclude prescription drugs when taken as directed by a physician and non-prescription 

drugs following their directions and intended purpose. 

➢ School Campus: All school property, including vehicles, lockers, and parking lots. 

➢ School Business Off-Campus: Includes all field trips, athletic trips, class overnights, and any other school-

related activities where children are present. 
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DISCIPLINARY ACTION 

 

White Rock North School believes in a disciplinary system that is utilized for constructive development of 

employees. Standards of conduct and actions for non-performance should be clearly communicated to all 

employees. As an integral member of the White Rock North School's team, you are expected to accept certain 

responsibilities, adhere to acceptable business principles in matters of conduct, and always exhibit a high degree 

of integrity. This not only involves sincere respect for the rights and feelings of others, but also demands that in 

your business life you refrain from behavior that might be harmful to you, your co-workers, your students, or that 

might be viewed unfavorably by White Rock North School management. 

 

Types of behavior and conduct that White Rock North consider inappropriate, but are not limited to the following: 

➢ Falsifying employment or other school records. 

➢ Violating White Rock North School's nondiscrimination and/or harassment policies. 

➢ Soliciting or accepting gratuities from students or student's parents. 

➢ Excessive absenteeism or tardiness. 

➢ Excessive, unnecessary, or unauthorized use of school supplies, particularly for personal purposes. 

➢ Reporting to work intoxicated or under the influence of non-prescribed drugs, and illegal manufacture, 

possession, use, sale, distribution, or transportation of drugs. 

➢ Fighting or using obscene, abusive, or threatening language or gestures. 

➢ Theft of property from co-workers, students, or White Rock North School. 

➢ Unauthorized possession of firearms on White Rock North School premises or while on school business. 

➢ Disregarding safety or security regulations. 

➢ Insubordination 

➢ Failing to maintain the confidentiality of school or student information. 

➢ Inappropriate physical contact with children, co-workers, parents, and/or visitors. 

➢ Inappropriate written communication with children, co-workers, parents, and/or visitors. 

 

Should your performance, work habits, overall attitude, conduct or demeanor become unsatisfactory in the 

judgment of White Rock North School's management, based on violations either of the above or of any other 

White Rock North School's policies, rules, or regulations, you will be subject to disciplinary action which may 

include, but not limited to: 

➢ Counseling by the School director or Principal. An informal discussion or written memorandum may be 

designed to develop the employee's skills and abilities. 

➢ Oral Warning. Notifies the employee that performance or behavior must improve after informal 

counseling has failed to produce results. 

➢ Written warning. A formal notice to an employee that further disciplinary action will be taken unless 

behavior or performance improves. 

➢ Suspension. Time off without pay to be used in cases of repeated abuses of school policies or work rules. 

Also may be used during periods of investigation. 

➢ Termination/Discharge. Termination of employment is used when the employee has been given the 

opportunity to meet performance and/or behavior standards and in management's evaluation has failed to 

do so. Discharge may be used for the first offense when the violation is so severe that no other response 

is appropriate in the opinion of White Rock Administration.  

 

All personnel must realize that the steps in a progressive discipline system serve as guidelines and are not 

mandatory. There are varying degrees of seriousness, which pertain to performance, and/or infractions of policies. 

There are certain instances where conduct and/or performance is of such a serious nature in the opinion of 

administration that immediate termination, without warning or consultation, may be the justified course of action. 
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COMPENSATION 

 

CONFIDENTIALITY 

 

White Rock North School considers all compensation information to be strictly confidential. Failure of an 

employee to maintain this confidentiality could lead to disciplinary action, including dismissal. 

 

 

PAY PERIODS 

 

Employees will be paid bi-weekly by direct deposit ONLY. Pay stubs can be viewed/printed via the Paychex 

employee portal. If payday falls on a holiday, pay stubs will be distributed on the last workday before the holiday.  

 

Paychecks will be delivered electronically to the named employee only. If electronic delivery is not possible, a 

paper check will be available for pickup in the school office by the employee.  

 

In the event your paycheck is lost or stolen, please notify the office immediately. An attempt will be made to stop 

payment on the check. The employee will be responsible for any fees incurred for this process. If we can do so, 

you will be issued another check. White Rock North School assumes no responsibility for lost or stolen paychecks. 

 

 

OVERTIME 

 

If you are classified as a non-exempt employee, you will receive compensation for APPROVED overtime as 

follows: 

➢ You will be paid 1.5x your regular hourly rate of pay for all hours worked beyond the fortieth hour in any 

given workweek. 

➢ Overtime will not be paid unless the principal or school director has approved it. 

➢ It is anticipated that employees will work at an acceptable pace during regular business hours and will not 

be required to work overtime.  

➢ Each employee is expected to work overtime to the extent required by the Principal or school director. 

➢ Employees should not depend on overtime pay. 

 

 

TIMECARDS 

 

All teachers and staff must clock in when they arrive and clock out when they leave, including lunchtimes and 

off-campus breaks. Failure to clock in/out may result in reduced pay. Please report all missed clock punches in 

writing to the Director. Employees may only be on the clock for their scheduled hours unless otherwise approved 

by the school administration.  

The teacher's workday begins and ends at the times stated in his/her contract. 

Teachers leaving before the end of the workday must have permission from management and coverage for their 

classes and other supervisory responsibilities.   

When teachers miss work time, pay may be docked on an hourly or daily basis. 

 

 

WAGE INCREASES 

 

Wage adjustments are not automatic and are not necessarily associated with performance reviews. Salaries and 

wages depend upon job classification, educational background, and experience. Increases are governed by the 

performances of the employee for a given period and by the economic condition of White Rock North School. 
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ATTENDANCE 

 

➢ All staff will report for duty on the first day of training or classes. 

➢ Teachers will attend all in-service meetings, weekly team meetings with colleagues, bi-monthly faculty 

meetings, and other scheduled meetings to disseminate information. These are mandatory.   

➢ All staff members are hired to work on all days the school is open for business, on teacher workdays, and 

at weekend school functions. Hours are assigned according to school needs. 

 

 

BUSINESS HOURS 

 

White Rock North School is open Monday – Friday, 7 AM – 6 PM. 

Specific dates can be found on the school’s current academic calendar. 

 

 

JURY DUTY 

 

White Rock North School expects employees to comply with their civic duty by providing Jury Service when 

summoned. All employees providing such service are paid the difference between the Jury Service Fee and their 

regular wages. Paychecks will continue during jury duty. Employees are asked to get a statement from the Clerk 

of the Court reflecting the jury fee or bring in the Jury Service Check for copying so that an adjustment can be 

made to a future check. 

 

 

SICK LEAVE 

 

➢ In the event of illness, staff will be required to notify the school office of their absence. The employee 

must speak directly with the Principal or Manager on duty to be paid for the sick day. No other persons 

calling for the employee will be accepted. 

➢ After one sick day, an employee's pay may be docked to defray the costs of providing a substitute. 

➢ After two sick days, a doctor's note must be provided upon return to be paid for both sick days if the 

employee has not used all five allotted. 

 

 

FUNERAL LEAVE 

 

➢ Employees will receive paid leave from work due to the death of an immediate family member for no 

more than three (3) consecutively scheduled workdays, including the day of the funeral. 

➢ Employees will receive unpaid leave from work due to the death of a non-immediate family member or 

non-family member for no more the three (3) consecutively scheduled workdays, including the day of the 

funeral. 

➢ Immediate family is understood to include mother, father, spouse, child, mother-in-law, father-in-law, 

brother, sister, brother-in-law, sister-in-law, grandparents, or any relative that lives with the employee.  
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TIME OFF 

 

➢ Full-time staff is entitled to paid vacation during scheduled school holidays, providing they work the full 

week before and full week after each holiday. Student holidays and school closures can be found on the 

published academic calendar. 

➢ Full-time staff is entitled to five (5) paid days off per academic schoolyear (August-May) in addition to 

the scheduled school holidays. These days include any Funeral Leave or Sick Leave taken.  

➢ Any time off taken beyond the earned five (5) paid days off will be unpaid. 

➢ Unpaid time off should not exceed five (5) days. If unpaid leave exceeds five (5) days, the employee may 

be subject to termination. 

➢ All non-emergency time-off requests should be submitted using the appropriate form, at least three days 

in advance. 

➢ All emergency time-off requests should be submitted using the appropriate form or via phone call to the 

school office, as soon as possible. 

➢ Any staff who leaves work without advance notice assumes the responsibility of finding an acceptable 

substitute to cover their classes and/or supervisory responsibilities.   

➢ Time off is not guaranteed, so do not make plans before receiving approval, such as plane reservations. 

Pre-made plans will not influence management to grant that time off. 

➢ Full-time staff is entitled to paid vacation during academic breaks, providing they work the full week 

before and after each holiday. Student holidays and school closures can be found on the published 

academic calendar. 

 

 

PROFESSIONALISM 

 

PERSONAL CONDUCT 

 

➢ All teachers are expected to comply with the teaching philosophy of White Rock North School. 

➢ All teachers are expected to devote full time, attention, and energy to White Rock North School while on 

the clock. 

➢ All teachers should be flexible and willing to help with other classes when necessary. 

➢ Teachers will not be disturbed during class time for a personal telephone call unless it is an emergency. 

➢ Teachers should not eat food in front of students, except for lunch and snack times. 

➢ All drinks must be in a Yeti style cup with a lid. No hot beverages allowed. 

➢ Smoking is prohibited in the building. 

➢ All teachers are expected to conduct themselves professionally and not reveal confidential information to 

any person or firm.  

➢ All teachers are expected to refrain from partaking in any gossip or rumors that could discredit the school, 

staff, or students of White Rock North School. 

➢ Teachers will always maintain a calm voice level while speaking to children. 

 

 

FRATERNIZATION 

 

Staff members should refrain from fraternizing with parents and/or other staff members, except while on campus 

or at school-related events. Failure to comply with this policy may result in verbal/written warning and/or 

termination of employment. 
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DRESS CODE 

 

➢ All staff members are required to dress appropriately.  

➢ Teachers should refrain from wearing unusual hair designs or colors, clothing styles, makeup, or 

accessories that could be a distraction or poor example. 

➢ Faculty may not wear shorts or skorts during the school year. 

➢ Female staff members should not wear skirts that are impractical for sitting on the floor, bending over to 

assist children, etc. 

➢ After School and Summer staff may wear knee-length shorts. 

➢ Staff may not wear jeans except on Fridays. Jeans should be free of excessive holes, tears, or frayed 

hemlines. 

➢ Staff members may wear school logo T-shirts on Fridays and during Summer. 

➢ All staff members should wear closed-toe shoes. Sneakers or tennis shoes must be worn on the playground. 

➢ All staff members must wear appropriate & supportive undergarments.       

➢ Tattoos or body piercings may not be visible and must be covered or removed. Staff will, under no 

circumstances, show or discuss their tattoos or body piercings with students. 

➢ White Rock North reserves the right to approve or disapprove of clothes, hairstyles, and makeup based on 

the impression they make regardless of whether they seem to conform to these written rules. 

 

 

ROLE MODELING 

 

Staff should exhibit behaviors that they expect from students. 

➢ Staff should not use "street language" or disrespectful slang in the presence of children. 

➢ Staff should never ridicule any child for any reason, whether in jest or anger. 

➢ Staff should not misuse equipment in the presence of children. 

➢ Staff should not leave messes for others to clean up. 

➢ Staff should not speak disrespectfully or too familiarly with co-workers in the presence of children. 

➢ Staff should be observed to follow and respect all school rules. 

➢ Staff should follow through on promises made to children and should never make unrealistic promises. 

➢ Staff should never make threats. 

➢ Staff should demonstrate appropriate boundaries for touching children in affection, anger, or play. 

➢ Staff should actively promote safe and fair play and good sportsmanship. 

➢ Staff should respect individual differences and encourage tolerance. 

➢ Staff should be consistent and calm in administering discipline. 

 

 

TEACHER DUTIES 

 

ACADEMIC TESTING 

 

Teachers for Pre-Kindergarten and above are responsible for administering and grading standardized tests, as well 

as reporting the results in a standard format to the office. This testing occurs once a year in the spring semester. 

No test scores can be posted until all students have completed testing. The teacher will meet with parents 

individually during Parent/Teacher Conference Week to explain and discuss test scores. 
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CURRICULUM 

 

➢ Teachers are encouraged to be creative and innovative in planning, preparing, and presenting lessons to 

support the school-approved curriculum and special events. 

➢ Lesson plans are due on Thursday before the week they are intended to be used. 

➢ Teachers will post their approved, current lesson plan on the class bulletin board at the entrance of the 

classroom so parents and visitors may read them. Lead teachers approve or deny lesson plans and guide 

their department on any necessary changes that need to be made. 

➢ Teachers will follow, utilize, and carry out all curriculum and instructions given to them by their 

department head and management in the time frame stated. 

➢ Teachers are responsible for preparing a folder for substitute teachers. This folder should contain a roster 

of students, a seating chart, the students' schedule of classes, the teachers' schedule of supervisory duties, 

lesson plans, special instructions, and at least two "plan B" activities in case the substitute cannot fulfill 

the planned lesson (such as a science experiment). 

 

 

CLASSROOM REQUIREMENTS 

 

➢ Each teacher is responsible for: 

➢ Organizing and decorating her/his classroom in an attractive and timely manner 

➢ Updating class bulletin boards each month 

➢ Acquiring needed supplies from the office 

➢ Monitoring student use of school equipment and supplies within the classroom. 

➢ Light cleaning and organization of the classroom. 

o Teachers will be given a checklist of expectations of cleanliness and order in classrooms. 

o Students should have clearly defined responsibility for participating in the upkeep of the room. 

➢ All classrooms must always have the following items: 

o Student Information Sheets 

o A system at the entrance of your class alerting parents where you are when not there. 

o Student Allergy Alerts 

o Emergency Evacuation Plan 

o Severe Weather & Disaster Plans 

o Flashlight 

o Current class roster 

➢ All teachers are required to clean, organize, and inventory all supplies at the end of the school year. Failure 

to do so may result in deductions from your last scheduled check. 

 

 

MAINTENANCE REQUESTS 

 

Maintenance problems or requests should be reported to the office in writing using the appropriate form, as soon 

as possible. If you judge the maintenance issue to be unsafe for you or you students, please move them to a safe 

area and alert the office. 
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CLASSROOM SUPPLY REQUESTS 

 

➢ Classroom teachers are to submit supply request to their department head. 

➢ Department heads will approve or deny supply requests from the teachers in her department, then submit 

a concise list of all approved supplies to the school office. 

➢ All requests for classroom supplies or decorating materials should be submitted in writing using the 

appropriate form, at least one week in advance. If approved by the department head and school 

management, the school will purchase these supplies or reimburse the teacher for purchasing them. 

➢ Any item for which the school reimburses a teacher becomes the property of the school. 

➢ Teachers should be prepared to improvise or have an alternative plan if requested supplies are not 

available. 

➢ Supplies should never be hoarded or stockpiled in classrooms. 

➢ Unused supplies should be turned in to the office in a timely fashion. 

 

 

STUDENT ACADEMIC RECORDS 

 

Each teacher must keep detailed written records of student achievement, attendance, and behavior, including 

individual portfolios showing samples of student work in core subjects, a grade book, and report cards to be filled 

out and distributed by the Wednesday following the end of the nine (9) week grading period. Portfolios are used 

as documentation for parent conferences. All records are to be maintained and submitted to the office at the end 

of the school year. Failure to do so will result in a deduction of the employee's final paycheck. 

 

 

ACCIDENT / INCIDENT REPORTS 

 

Accident/Incident Report Forms are to be completed by the teacher who witnesses/addresses the child’s 

accident/incident then submitted to the school office. A report must be documented if a student develops any 

wounds, marks, or bruises. When describing an accident resulting from injury or failure to use the restroom, use 

neutral language. For instance, “Billy fell down and bumped his head.” Or “Sarah had a potty accident. She did 

not tell her teacher she needed to use the restroom.” 

 

 

BEHAVIOR REPORTS 

 

Behavior Report Forms are to be completed by the teacher who witnesses/addresses the child’s poor behavior 

then submitted to the school office. Classroom teachers must be diplomatic and positive in written or oral 

discussions about children's behavior. No communication with parents should create the impression that a teacher 

is angry, frustrated, or impatient with a child's behavior. Instead, reports of inappropriate behavior should be 

aimed at identifying causes and finding solutions. When describing a conflict, use neutral language and do not 

name other children specifically. For instance, "Danny was fighting with Cheryl over some toys and bit her for 

no reason" would become "Danny bit another child during a dispute over a toy." 
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STUDENT ATTENDANCE 

 

➢ The teacher will submit a lunch count/attendance count to the main office by 9:30 AM each day. 

➢ Alert the office as soon as possible if a child is missing any necessary items, such as a lunch, swimsuit, or 

water bottle. 

➢ Teachers in every classroom must keep accurate attendance records. Tardiness must be recorded along 

with the time of arrival.   

 

 

COMMUNICATION 

 

➢ Teachers will communicate regularly with administration and with colleagues on their department. 

➢ Teachers should check their employee folders (counter of main office) for mail, messages, and other 

information or supplies. 

➢ Important announcements about field trips and school activities are posted on the front doors of the 

school’s main entrance. 

➢ Newsletters, announcements, and student work should go home to parents on Fridays in student folders.  

➢ Teachers must send permission slips and other information about field trips or movies at least one week 

in advance. No correspondence should be sent to parents without being approved by a department head 

and/or an administrator. 

➢ Classroom teachers must not disseminate information or advice about health and safety. Such information 

will come from the office. If a teacher is concerned about health or safety issues, such as head lice or 

sunburn, he/she should immediately report it to an administrator. 

➢ Teachers may telephone parents to introduce themselves, to praise children, or to answer questions. 

However, the administration will decide whether parents should be contacted by phone about behavior or 

medical issues. 

➢ The teacher is to keep a log of telephone calls, notes, and conversations with parents. 

➢ No negative notes will be sent without prior approval from the department head, school administration, or 

Principal. This policy also applies to negative conversations or conferences. 

 

 

SUPERVISORY DUTIES 

 

➢ Teachers are responsible for effective student management. This includes providing clear instructions and 

enforcing the approved disciplinary action. 

➢ A teacher should always lead students, walking backward to keep the group in sight always. Students 

should always walk in quiet lines and via approved routes. 

➢ The teacher will be responsible for students' supervision during class time, recess, lunch, skating, 

swimming, naps, on field trips, and at assemblies. Teachers will work together to cover routine 

supervision. 

➢ Teachers should always be aware of the need to abide by state guidelines regarding adult: child ratios and 

should never ask a fellow staff member to supervise more children than is legally appropriate. 

➢ Supervision should be active, not passive. 

➢ Teachers should always know how many children are in their care, especially when the students are 

moving in from or out to playgrounds or on field trips. 

 

 

 

 

 

 

13 



 
 

 

 

 

EXPECTATIONS OF STUDENT BEHAVIOR 

 

➢ Before the start of the schoolyear, classroom teachers should determine specific expectations of behavior 

for students. These behaviors will serve as rules for the classroom. 

➢ A teacher should choose a minimum of five observable regulations to be used in her class.  

o Vague rules such as "be good" are not observable. 

o Specific instructions such as "Keep hands, feet, and objects to yourself" are observable.  

➢ The fundamental rule that must be in effect always is “Follow directions the first time they are given.” 

➢ During an ordinary day, lessons, activities, and situations change continuously. To prepare students for 

frequent changes, a teacher must give specific instructions to guide student behavior in each classroom 

situation. Clear and specific instructions let students know exactly how the teacher expects them to behave. 

The teacher will maintain control in every situation. 

 

 

STUDENT CONSEQUENCES 

 

➢ A teacher should determine the disciplinary consequences that she will utilize if her students choose to 

misbehave. 

➢ All disciplinary actions should comply with state standards. 

➢ The disciplinary consequences a teacher chooses should be consequences that a teacher is comfortable 

with; for example, teachers should not ask students to remain after school if staying after school is not 

possible for the teacher. 

➢ The students should not like the consequences, but under no circumstances should they be physically, 

emotionally, or psychologically harmful. 

➢ Consequences should be included in a discipline hierarchy. The hierarchy should contain a maximum of 

five consequences listed in order of severity. The hierarchy should include calling parents and sending 

students to the Principal. The disciplinary hierarchy should also include a “Severe Behavior Clause” to be 

utilized if a student fights or refuses to do what he/she is told. 

➢ Teachers should not send children to the office until other strategies have been thoroughly explored. 

➢ Any student who purposefully causes physical harm to a teacher or another student should be sent to the 

office immediately. The child will be sent home for the day. 

➢ Any student who purposefully causes physical harm to a teacher or another student in excess of three (3) 

times is subject to expulsion. 

 

 

POSITIVE REINFORCEMENT 

 

Positive reinforcement is the key to effective discipline. The teacher should establish responses he/she is 

comfortable with, for example, praising a student for appropriate behavior instead of giving candy. The 

reinforcement should be something the student wants and enjoys. The reward should be provided as soon as 

possible after the student responds with the appropriate behavior. Positive responses should be provided as often 

as possible. Decide which specific appropriate action merits reinforcement. 

 

 

CHANGING / DIAPERING 

 

Staff may be required to change / diaper students in the following situations: 

• Potty Accidents 

• Messy / Unclean Clothing 

• Swimming / Splash Play 

14 



 
 

 

 

 

HALLWAY BEHAVIOR 

 

Teachers should implement student management policies when lining students up and moving them through the 

building.             

➢ All children passing through the main hallway by the office must be silent, as this is a quiet zone.  

➢ All transition routes should minimize noise and distraction to the office. 

➢ Examples are as follows: 

o To go to or from the gym area from rooms 9, 10 11, 12, 14, 15, and grade school classes should 

exit at the end of the main hall and go around the building and up the cafeteria breezeway.    

o Teachers should oversee students during transitions. 

o The teacher is always at the head of the line.  

o Choose a responsible child to be at the end of the line. 

o Teachers should bring misbehaving students to the front of the line and hold their hands if 

necessary. 

o Teachers should direct students to form a straight line. 

o Ask students to "catch a bubble in your mouth" to ensure that there is no talking when students 

move through the guiding.  

o The teacher never completely turns her back. 

o Move the line slow enough for all to keep up. Stop and wait if necessary. 

o Always encourage, praise, and correct the behavior of the line 

o Always count the number of students in line before departing, and recount the students when you 

arrive at your final destination. 

 

 

STUDENT RESTROOMS 

 

➢ All students should ask permission to use the restroom.  

➢ Students leaving the room must go in pairs. Never allow a child to be unescorted. 

➢ All students must be taught to flush the toilet and wash their hands before leaving the restroom. 

➢ Light housekeeping in the restroom is the responsibility of the teacher. Keep paper off the floor, wipe up 

spilled water, and if your restroom has an odor, please report it to the office immediately. 

➢ Do not put anything in the toilet except toilet paper. Discuss this policy with students. 

➢ If a student has an accident, it is the teacher's responsibility to clean up the student. 

➢ All students under six years of age should have at least two (2) clean changes of clothes in their classrooms. 

➢ Boys and girls should not be allowed in the restroom at the same time. 

 

 

STUDENT LUNCH 

            

➢ The development and use of good manners are an essential part of White Rock North School's curriculum. 

➢ Students Preschool-2 and older should observe the following lunch behavior: 

➢ Students should go to their table, say the blessing, and then eat quietly for the first ten minutes. 

➢ Students should be reminded not to talk with their mouths full of food. 

➢ Students should be offered water first then milk 

➢ The teacher should encourage the children to eat as much of their first serving as possible. 

➢ Preschool teachers must remove all plates, cups, utensils, etc., as each student finishes his meal. 

➢ Students of this age should remain seated until all students are finished eating. 

➢ If lunch is outside, students must eat at picnic tables or designated eating areas and not on playground 

equipment. 

➢ If lunch is outside, all trash should be collected, bagged, and taken to the dumpster. 

➢ Food may not be withheld as a punishment or given as a reward. 
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STUDENT SNACKS 

            

➢ Snacks are distributed to children in the mornings and afternoons. 

➢ If teachers do not have a snack for every child, they should contact the kitchen immediately. 

➢ Teachers should have a routine for serving snacks and should not provide seconds if there are not enough 

servings for all that want them. 

➢ Children should wash their hands before eating snacks. 

➢ Children should have a role in cleaning up after snacks. 

➢ Elementary students may purchase snacks from the snack cart. All snacks are 50¢. 

 

 

STUDENT NAPTIME 

            

Some students nap easily. Others resist. The nap room supervisors must manage these differences for the greatest 

good of the nap room. Nap occurs from 1-3 PM for all children in Pre-K and younger. No student should be asked 

to lie down before 12:45 PM or be roused before 3 PM.  

 

➢ Classroom teachers are responsible for: 

o Taking students to the restroom before naptime. 

o Allowing students to get a drink. 

o Preparing students for nap time by reading a story, singing a calm song, and talking about 

appropriate behavior. 

o Assisting with the placement of cots in the nap rooms. 

o Assist with the stacking of cots when nap is over. 

o Ensure that students keep their shoes on, make sure they are on the right feet, and are tied correctly. 

This is a safety issue and must be enforced. 

➢ Nap room supervisors are responsible for making sure the following guidelines are observed: 

o Ensure that there is only one student per cot. 

o Students nap with their feet towards the exit aisles. 

o Ensure that students keep their shoes on, make sure they are on the right feet, and are tied correctly. 

This is a safety issue and must be enforced. 

o Once all students are resting, read a story, sing lullabies, and whisper only. 

o Play soft music when the story is over. 

o Praise good behavior and gently correct inappropriate behavior. 

o Rub the backs of students who have trouble settling down. 

o Arrange students so that the most resistant are isolated and are near the supervisor. 

o Do not talk with other adults in the room in a voice above a whisper. 

o If a student wakes before the rest of the students have awoken, check to see if he/she needs to use 

the restroom, then have the student lie quietly on the cot until the rest of the students have awoken. 

o Wake students one at a time. 

o Stack cots each day. Never leave cots in the hallway. 

o Nap supervisors should not send children to the office because they are wiggling or talking during 

nap. Instead, children should be isolated, moved to another nap room with the agreement of its 

supervisor, or given consequences for the afternoon. Chronic offenses should be documented daily 

and brought to the attention of the Principal. 
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STUDENT ARRIVAL & DEPARTURE 

 

Safety is our first concern at White Rock North School. The procedure for the arrival and dismissal of students 

has been designed to create the safest environment possible. 

Procedures: 

➢ Loading & Unloading Locations: 

o The front door under the awning at the entrance of the Main Building 

o Front door at the circle drive at the Corner Cottage 

➢ All students will be dropped off and picked up from the designated areas. 

➢ During the school year, all students must arrive by 8:30 AM. 

o Late students will only be permitted to enter between 12-12:30 PM. 

o The only students who will be permitted to enter late must have a doctor’s note or permission from 

the school office. 

➢ No child will be released to an unauthorized adult.  

➢ (All parents must register their driver's license number in the front office and provide the school with a 

list of who may pick up their student from school). 

➢ Students will not be permitted to go beyond the loading areas unless they are under direct adult 

supervision. 

➢ Valets should always acknowledge each adult and greet each child. 

➢ Valets should escort each child through the front door on arrival and bring him/her to their parent to be 

released.  

➢ Teachers will refrain from having personal conversations with other staff members, students, or parents 

in the front office. 

 

 

PM DISMISSAL 

 

➢ 3:30-6 PM: Children are summoned to leave via the school’s P.A. system. Teachers should listen for the 

names of the children under their supervision and help them respond to the call in a timely manner. 

Teachers should remind students to collect personal items such as lunch boxes and swim wear. 

➢ Teachers should never leave their children with Aftercare staff unless there are enough supervisors present 

to satisfy mandated ratios. 

➢ Children who are dismissed from a group on the playground must enter the building by the same route the 

group would use. 

➢ 5 PM: ALL children should return to the building and assemble in specific areas to watch T.V. while 

waiting to be picked up. 

➢ Staff monitoring these rooms should insist on orderliness in seating and quiet noise levels, sufficient to 

enjoy a T.V. program. 

➢ Children who behave inappropriately should be given time out in an area out of the line of sight of the 

T.V. screen. 

➢ No Children should be allowed to leave the room unless they have been called to go home. 

 

Hourly staff that is supervising children between 5-6 PM should count the children every fifteen (15) minutes. In 

accordance with mandated ratios, staff members should either clock out or ask a supervisor for an alternate 

assignment when the numbers of students do not justify the numbers of staff. 

 

Children picked up after 6 PM are to pay a late fee. The fee is paid to the individual who waits with the child. 

Currently, the fee is $10 for the first five minutes, then $1 per minute after 6:05 PM. It is the responsibility of the 

staff member to remind the parent of the policy and to request payment. 
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OFF-CAMPUS & OUTDOOR SUPERVISION 

 

FIELD TRIPS 

            

➢ Teachers must submit a field trip request form at least two weeks in advance of the desired field trip. To 

participate in a field trip, all students must bring a permission slip, have an emergency medical release on 

file, and wear a White Rock North School uniform or T-shirt. Chaperones must carry a set of signed, 

notarized medical emergency release forms. 

➢ If money is to be collected for a field trip, put the money in a large envelope, and list each child's name 

on the outside of the envelope. After receiving payment, mark "paid" by each child's name. 

➢ The students assigned to your group are to remain with the same group until the class returns to the school. 

➢ Refrain from buying food, drinks, or souvenirs for your students. 

➢ If students bring money on the field trip, teachers or other chaperones should hold it for them and return 

unused money at the end of the day. 

➢ If parent chaperones accompany you, they should follow in their personal vehicles. 

➢ If volunteers are transporting children in their vehicles, we must have a signed release from the parents 

whose children are riding with that volunteer. 

 

 

SCHOOL VANS 

 

➢ The following must be in the van when students are being transported: 

o A list of the students being transported 

o First-aid supplies 

o Emergency medical treatment forms for each student being transported. 

o A minimum of one operational portable fire extinguisher, approved by the local or state Fire 

Marshall, safely secured in the passenger compartment and accessible to the adult occupants. 

➢ Each teacher will be responsible for the students in the van for the duration of the excursion.  

➢ The driver of the van cannot count as part of the student ratio for supervision, so there must be enough 

teachers or parent volunteers to satisfy ratio requirements and safety. 

➢ Safety must be served by observing the following rules: 

o Each student being transported must wear a seat belt. 

o The driver and all adult passengers must be properly restrained by a seat belt when they are in 

motion. 

o Students should not talk to the driver when the van is in motion. 

o Students should unload one row at a time from the front of the van. 

o The van is to be loaded and unloaded from the curb. 

o No one may eat or drink in the van. 

o Students are not allowed to put their hands outside the windows. 

o All students should remain seated until it is their turn to unload. 
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RECREATIONAL AREAS 

 

TEACHER PLAYGROUND DUTIES 

 

➢ Children should all go to the restroom before going to the playground. 

➢ Children are not permitted to leave the playground without an escort. A teacher must accompany the child 

or group if another teacher is on the playground or a buddy if the teacher is alone. This must be enforced. 

➢ Teachers should interact with children on the playground, so that if necessary, they may intercede in any 

action that may result in an injury. 

➢ The teacher should not remain in one spot but should move about his/her designated area. 

➢ Teachers should inform all students of the playground rules and use logical consequences to address 

infractions of these rules. 

➢ Teachers must not group together. They must take various positions around the playground covering the 

entire area and keeping all children within their vision 

➢ No teachers should be sitting down in conversation with other teachers. 

➢ The playground will be kept clean. Pick up any trash visible. 

➢ Teachers and children must wear tennis shoes or sneakers only on the playground for safety. 

 

 

PLAYGROUND SLIDES 

            

➢ When getting on the slide, the child must hold on and face the steps as they are climbing up the ladder. 

➢ Children should go down feet first and then move out of the way quickly so that they do not block the 

path of the next child. 

➢ There should never be anything thrown from the slide. 

➢ Children should never be permitted to jump off the slide, except when they are at the bottom. 

➢ Teachers should encourage children to be fair and take turns on the slide. 

 

 

PLAYGROUND SWINGS 

 

➢ Children must sit (not stand) in swings. 

➢ Only one child at a time may be in a swing. 

➢ Children are not allowed to run between the swings. 

➢ Children should not jump from the swings while they are in motion. 

➢ Children should swing in a straight line and not weave side to side. 

➢ Children should not wind the chains of the swing. 

➢ Teachers should encourage children to be fair and take turns. 

 

 

PLAYGROUND JUNGLE GYMS 

 

➢ Teachers should monitor the behavior of children on the jungle gyms. 

➢ Children should play on age-appropriate equipment only. 

➢ Children should not be allowed to jump from the jungle gym. 

➢ Children should not throw gravel and other objects from the jungle gyms. 
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SWIMMING POOL 

 

➢ Teachers should encourage all parents to label children's towels and clothing. 

➢ Teachers should establish a routine for changing clothes before and after swimming. 

➢ Children may never be left unattended in the pool. 

➢ Children may not run in the pool area. 

➢ Children must wait for their supervisor to instruct them to enter the pool. 

➢ Children must not hang on or pull on the rope in the pool. 

➢ Children may not leave backpacks or other possessions in the pool area. 

➢ Children may not wear water wings, life jackets, or other flotation devices in the pool. 

➢ Children may not bring food or drink into the pool area. 

➢ Children must bring a doctor's note if they are unable to swim because of illness or injury. 

➢ Children who do not have the necessary supplies (i.e. swimsuit, towel, water shoes) may not participate 

in swimming. 

 

 

ROLLER SKATING RINK 

 

➢ Children must wear socks with skates to avoid blisters and unsanitary conditions. 

➢ Children may not enter the skate booth. 

➢ Children may not leave the gym with skates on, including taking visits to the restroom and water fountain. 

➢ Children must skate in the same direction and in an oval. 

➢ Children may not cut across the skate floor. 

➢ Children may not pull each other or hang onto each other's clothing when skating. 

➢ Children may not race during free skate. 

➢ Teachers must supervise all skating games. 

➢ Children who are not skating may not be on the gym floor with skaters. 

➢ Children who are excluded from skating due to illness, discipline, or lack of equipment must always be in 

the teacher’s sight. 

 

 

SPLASH PLAY 

 

➢ Toddler and Preschool-2 children have splash play that includes water toys and sprinklers. 

➢ All children should arrive to school with sunscreen already on. 

➢ Reusable, cloth, swim diapers are required for all children participating in Splash Play. 

➢ All children should arrive to school with their swim diaper(s) and swimsuit on under their clothes. 

➢ Children should wear water shoes or sandals to school on assigned Splash Play days. They will be changed 

back into closed-toe shoes when Splash Play is over. 

➢ Children should be encouraged to share and take turns. 

➢ Teachers should monitor the splash area to make sure it is free of sharp debris and/or biting insects. 

➢ Teachers should remain physically near the children, and practice active supervision to maintain safety. 

➢ Teachers should leave the area as clean as possible for the next group of children. 
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SAFETY & SECURITY 

 

Security is always vital within the school.  

➢ All staff should be constantly alert for any unauthorized individuals. Please alert the office of any 

suspicious persons or activity. Anyone found in the school or on the school grounds without authority or 

permission will be directed to leave.  

➢ No equipment or furniture can be removed from the school without written approval.  

➢ No personnel are to go in the office closet, the office area, any management offices, book rooms, art 

rooms, or other specified area without the approval of the department head or management. 

➢ Always remember to securely shut all exterior doors and gates when entering/exiting. 

➢ Always hide or place valuables in your trunk. Always turn off and lock your car. 

➢ Please familiarize yourself with all emergency protocols, including locations of fire extinguishers and 

other emergency equipment. 

 

 

FIRE EVACUATION & SEVERE WEATHER 

 

In the event of a fire: 

➢ Pull the school fire alarm 

➢ Call the fire department (911). 

➢ Inform the school office. Report all fires no matter how small. Do not assume others have called. 

Evacuation routes are posted in all classrooms. Exit single file using the right-hand side of hallways. You must 

take your roll book as a checklist to account for all children attending that day to be assured your entire class is 

out of the building safely. If you are unable to exit the 3 routes on the evacuation plan, close classroom doors to 

seal out smoke and heat. Lay coats, blankets, etc. on the floor and push at the bottom of the door to seal out smoke 

and heat. If you approach a solid closed door, feel it for heat before opening. Do not open a door that feels warm. 

If an area becomes smoky, crawl on the floor to safety. Practice all procedures with your students frequently. 

 

In the event of severe weather, take children to an interior wall away from windows or glass. Children are to 

assume a squat position with hands covering head. If children are napping, roll mats over child for protection if 

you are unable to rouse them sufficiently to move to interior walls. Check your severe weather evacuation location 

so you know where to go for safety with your students if time allows. 

 

 

VISITORS & TOURS 

 

All visitors to White Rock North School should be greeted in the front entry area and registered with the front 

office. No visitors are permitted to walk through the school unescorted under any circumstances. Visitors should 

be treated with the utmost courtesy. Inquire as to the purpose of their visit and then assist them in any way you 

can. White Rock North School offers tours on Tuesdays & Wednesdays at 9:30 AM & 10:30 AM. 

 

 

REPORTING CHILD ABUSE 

 

Alert the Principal or school director of any suspicions as soon as possible for proper steps in reporting and 

documenting abuse. Should a child in your class appear to have physical or emotional signs of abuse, neglect, or 

sexual molestation, we are responsible to report this to (CPS) Child Protective Services or Child Abuse Hotline 

at 1-800-252-5400. 
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Policies & Procedures 
 

Revised: June 2020 

 

 

 

COMPLIANCE AGREEMENT 

 

 

Please Note: 

This manual does not encompass and/or detail all required State Minimum Standards information. Please 

review the State Minimum Standards for clarification on or information about anything missing from this 

manual. If you need further assistance or clarification, please contact the school office. 

 

 

 

 

Employee Signature: ______________________________________________  Date:__________________ 
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