VERY IMPORTANT INFORMATION
KEYS - Keys may be obtained from the Principal’s Secretary.  Do not loan keys to students.  In the event that your keys are lost, report this to an Assistant Principal and the Principal’s Secretary immediately.

 SCHOOL VISITORS - Any visitors to the campus are required to register at the Main Office with the Receptionist.  A Visitor Pass will be issued and the individual must sign in on the log sheet at the Receptionist’s desk. 

 USING OR LENDING SCHOOL PROPERTY - The use of school equipment, machinery, supplies, light and power for personal benefit is prohibited (BP/AR 3512).  Employees shall not take school property away from the premises, or lend it to others, without the prior approval of the Principal/Designee for school-related tasks and the proper Equipment Loan Agreement (F3512)on file in Principal’s Office.  District equipment may not be used for personal reasons.

 USE OF BUILDINGS -For student activities, during both school and non-school hours, sponsors shall clear such plans with the Assistant Principal.  Please complete an “Activity/Master Calendar Request” or “Use of Facility” form (available from the Assistant Principal’s secretary).  Advance information will show whether or not the desired building, room, or facility is available for use.

 CUSTODIAL & MAINTENANCE -All requests for extra or special custodial or maintenance services must be submitted on an “Electronic Ticket) to the Plant Supervisor (Garry Graham).

 TRANSPORTATION -It should be noted that all requests for transportation shall be submitted to Mrs. Harrison, Assistant Principal two week in advance of the date needed.  They must be signed by Principal and cleared through the Finance Specialist for budget purposes.  If transportation difficulties arise, call the Assistant Principal and not the transportation office.

FIELD TRIPS - The process begins with the “Instructional Trip Request” form being fully completed and submitted to Mrs. Hill for budget purposes.  Mrs. Harrison places it on the Master Calendar.   Lastly, it goes to the Principal for approval.  Field trips should be submitted at least 21 days in advance, especially those that require Board Approval due to over night, out of state, or distance as per BP/AR.   Any use of a commercial bus must be approved and inspected by the Transportation Department.  After receiving an approved/signed copy , you can initiate your student forms, your transportation forms, your list of students to Attendance Office, your substitute request forms, etc. On the day of the trip, you must verify the list of students on the bus and  give that list to the Attendance Clerk that same morning of trip.  No field trip will be authorized during any standardized testing dates, mid-terms, or finals.
 PARKING – For 2004-2005 year the South Campus parking is used for construction.  New spots were added up on Bennett Park.  Staff parking is available in the South Campus Faculty parking lot, student parking lot, and Bennet Park.  South Campus personnel may park in the rear of their respective buildings.  Faculty who wish to park in Bennet Park should park on the south side of “Cougar Lane” in the painted areas.  The Cafeteria Personnel have to come in and out with their vehicles for deliveries to other schools--they must never be blocked.  No parking on interior campus on the North side of Canal.  This has been a big problem, please respect the needs of the Cafeteria personnel.  Secure your vehicle at all times.  There is no parking lot supervision provided on a regular basis. 

Student parking shall be in the Student Parking Lot south of Canal Street across from the L.A. Brown Gym.  Students wishing to park in Bennett Park may park on the north side of “Cougar Lane” and behind the athletic storage shed.  Renaissance Parking spots are just for the awarded students.  ROP/Work Experience students are encouraged to park in the student parking lot.

 TIME SHEETS - Individuals are responsible for making sure that their time sheets are totally completed.  It must be on the appropriate color or will be refused by payroll department.  It must have a budget code, supervisor signature, name of the person you are substituting for, job classification title you are being paid under, social security number, number of hours, date of pay period, signature, etc. on the time sheet before it is turned in to the Principal.  Any special rate of pay (i.e. coaching stipend or ASB for an activity) must go on a pay voucher.  All time sheets must be signed by Principal.  If it is not complete, it will be returned.
 ABSENCES  - All employees must check over the goldenrod absence statement for accuracy, sign it and return it to the Principal’s office.  All classified employees must call in their absence with the reason to Ext. 1020 even if a portion of a day.  Signing the clipboard for going off campus is necessary for all staff, but does not take place of reporting absence to 1020.

REQUEST FOR EMPLOYMENT -A Request for Employment must be submitted to the Personnel Office AFTER it is signed by Principal for any special project needing extra help (comp time, overtime pay, etc.) or payroll will not make payment to the employee.

MAIL – Staff members are asked to clear their mailboxes when they arrive at school in the morning each day.

BULLETIN – Will arrive on your e-mail daily.  It will be read by an ASB student during Period 2 or 3.  It will be posted strategically around campus.  Any notices or communications must have a staff member’s approval before they are printed on e-mail.  The deadline for turning in notices to Marsha Finley is 10:30 for the next day’s bulletin.  

