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- Create an up-to-date syllabus for all courses you are teaching.

- All homework should be graded, returned, and entered into the gradebook within 72 hours after the
assignment has been turned in.

- Teachers should take attendance in a timely manner and must submit their attendance reports in
accordance with their campus policy.

- Each student should receive at least two grades for each core subject each week. The elective teachers
should record at least one grade per week for each student for students they do not see daily and two
grades a week for students they see daily.

- Make sure your grading system reflects the actual skill of the students in addition to rewarding the work.
- Make sure to complete the descriptions for each item that is entered in the gradebook.

- Make sure to add descriptive comments for each student and each subject.

- Teachers must enter grades by the following week after a reporting term ends.

- The teachers can send a progress report home for their own classes through the gradebook.

- See also Parent/Student handbook for relevant applicable record keeping policies.

and-whattolook for
- Ensure students understand assignments by clearly articulating the purpose of each task (classwork,
homework, assessments), providing detailed instructions, and offering opportunities for clarification and
feedback.

- Assign relevant, challenging, and meaningful Hemewerk assignments that reinforce classroom learning—
stress accuracy, neatness, legibility, proper arrangement on the page, correct spelling, and punctuation.

- Always thoroughly teach new or difficult work in the classroom before assigning home study.

- Teach good study habits in the classroom in-erder to promote a higher degree of benefit from homework.
- Do not assign homework or make assessments more difficult as punishment.

- Always acknowledge completed homewerk assignments and give feedback in a timely manner.

atthe-elementary level).
- Refrain assigning-Keep hemework-work te-a-minimum fer-over weekends and extended holidays.

- Work with the teachers at your grade level to balance the homework load.
- Make sure to establish checkpoints for long-term projects and assignments.
- Involve parents and contact them if a pattern of late or incomplete homework develops.

Substitute Teacher Procedures
- Make sure that your lesson plan folders are left in the classroom.

- If you have a change of plans, you need to e-mail them in advance to the administration and the
office staff. The office will print and hand the plans to the substitute teacher.

- Have a substitute folder that has the following information:

e (lass procedures and routines
- Your class and duty schedule
- A copy of lesson plans for the week '
- Essential student related information
- Bell schedule

- Emergency plan procedure sheets
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e Discipline procedures andforms
- Seating chart

- Contact list for school personnel

Supervision Duties

All CASLV staff remain on duty while in the “common areas” of the school (e.g, the parking lots,
hallways/corridors, bathrooms, front lobby, multi-purpose room, lunch area, gym, outside areas, and so
forth). In other words, teachers and administrative staff are not off duty merely because they are in a
common area and away from their classrooms or offices. The school expects all staff to comply with all staff-
directed rules and regulations, and to enforce all student-directed rules and regulations, regardless of the
time or location, while on campus or involved in school activities. Personal devices such as cell phones
should only be used for emergency situations/reasons (i.e. checking a group text message alert for a
lockdown) The well-being and safety of all CASLV students and employees is our constant, shared
responsibilities.

While at recess or in other common areas:
- Be at the duty location on time, if you were assigned a specific supervisory role.

- Stay for the duration of the assigned time. Do not leave before your replacement
arrives.

- Circulate around the entire perimeter of the duty station, visually monitoring all student
activity so as to provide wide coverage for a maximum number of students.

- Redirect students engaging in inappropriate activities (e.g, tackle football or rough
playing).
- Intervene in all student circumstances that require adult assistance. While speaking to

a student about a problem, be reasonably quick so that you can return to your monitoring
responsibilities.

- Resolve conflicts on site as much as possible.

- Secure assistance from the administration in any unusual or emergency situations, or
where more significant student discipline is required.

- Reportintruders to the front office immediately.

- If you are unable to cover a duty assignment, notify the administration immediately
and make arrangements for a colleague to cover the assignment.

During Lunch:
- Make sure that the students remain orderly while eating.

- The teacher or staff member will ensure each child has cleaned up their area to a
reasonable satisfaction before dismissing them to recess.

- Make sure students are let out on time in an orderly fashion.
- Enforce lunch room rules and procedures on your campus.
- Staff should not allow any students to leave the supervised area without permission.

Mailboxes and School E-mail

Employees are expected to check their mailboxes daily and e-mails at least twice a day (once in the early
morning and once in the late afternoon; school days only).
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Lesson Plans

Annual lesson plans should be completed in the beginning of the year and revised as needed throughout
the year. Teachers are required to submit their weekly/unit lesson plans to their supervisors.

A weekly/unit lesson plan should consist of the following sections:

- Subject, Instructor, Date, Duration, Grade/Section:

- NV Standard(s): (State the full standard with the number, and priority of the standard.)
- Objectives/Essential Questions

- Materials/Resources

- Activities and Procedures

- Remediation/Enrichment

- Assessment/Conclusion

Assemblies

The party in charge of organizing the assembly must clarify the following and communicate it to the
entire staff in advance:

- The purpose of the assembly
- The start and end times of the event
- Seating charts or order ifapplicable
- Grade levels or sections expected to attend
- The preparations that need to be done in advanced such as seating, multimedia and sound system etc.
- Roles of the staff members and the faculty.
Classroom Celebrations

Teachers should seek administrator approval before holding any classroom celebrations. Students and
staff should not bring in any food, pets, or other items, that are not part of the standard educational setting
without prior approval.

Films, Videotapes, DVDs

Teachers of Coral Academy should consider very carefully the appropriateness of the use of any
commercially produced movies.

- Any movie to be shown in the classroom should have a strong justification and prior administration and
parent consent should be obtained.

- The purpose of the showing should also be communicated to the parents.
- The teachers should avoid showing an entire movie during instruction time.

- Any clip being shown as a part of the instruction should be accompanied by related
questions and class work.

Field Trips

To arrange an educational field trip, the teacher(s) must start planning at least eight feur weeks in
advance. The following should be considered when planning a field trip:
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When weather conditions do not allow the students to go outside during lunchtime for rainy and hot
days, teachers will be notified of inclement weather conditions as early as possible. The teachers are
expected to follow the campus procedures for inclement weather days when this occurs.

Expense Reimbursement/Orders

Any purchase or reimbursement request should be made through the requisite reimbursement process.
CASLV reserves the right to refuse to reimburse any unauthorized purchases.

Attendance & Punctuality

All employees are required to be at school during their contracted hours. In the case that you won't be
on time due to unforeseen circumstances, notify the office immediately.

Mandatory Meetings
All faculty is required to attend the administrative mandatory meetings. There are three types of general
meetings at school. These are general staff meetings, grade level meetings, and department meetings.

Please make yourself available for parent teacher conferences and IEP meetings. Teacher attendance at
IEP and 504 meetings are critical. The administration reserves the right to determine the attendees for these
meetings.

Professional Development

The School may cover all or part of the costs of education that furthers the employee’s education in a
field related to his or her job. An employee must complete the following steps:

(1) Gain permission from a direct supervisor for a specific course/conference or field of study,

(2) Submit an expense report with the cost of the class/conference and any applicable materials.

Teacher Compensation for Internal Teacher Coverage (Effective 8/1/2023)

Teachers with prior written approval of the principal will be paid $30.00 per hour while performing, in
addition to their regular school duties, Internal Substitute Teacher Coverage. This amount will be over and
above the contracted salary amount. Under no circumstances will an employee be paid this extra-duty
compensation for work performed outside the normal duty day. Teachers are responsible for recording the
number of hours for each pay period during which extra-duty work was performed.

Substitute Teachers Compensation Rates (Effective 3/1/2022)

Substitute teachers will serve as a temporary fill-in to cover absent teachers’ classrooms at either the
elementary, middle, or high school education levels. Substitute teachers will register for assignments at the
campus where they intend to sub. Assignments can be either long-term or short-term. A long-term
assignment constitutes eleven or more consecutive days in the same assignment or at least twenty days of
substitute work (various assignments) throughout the same school year (August-july).

Substitute Teachers earn pay based on the time spent in the classroom each day, not to exceed 8 hours
per day. Substitutes are compensated in accordance with one of the following salary rates, which are based
on working 8-hour days. Half day assignments pay rate will be prorated based on the hours worked.
Teachers are responsible for completing time-sheets for each pay period for the days worked.

[HFT = T ek R ety s E AT )
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employee in the School on a rotational basis. The employee who has most recently attended is to be
given least priority in future opportunities.

Medical and Non-Medical Leaves
Personal and Sick Leaves

Employees are allowed twelve paid time-off (PTO) days per year. These days cannot be carried over to
the next year. Any additional days taken off will be reflected on the employee’s next paycheck as a deduction.
The amount of the deduction will be prorated based on the employee’s contracted salary as well the number
of contracted days. CASLV reserves the right to deny personal day requests if an employee has already used
their allotted days. Teaching faculty is expected to provide all necessary materials, such as lesson plans, that
will be needed during their absence.

Elective surgery is not considered a sick leave.

Non-emergency surgery, dental and doctor appointments should be scheduled at a time to avoid
missing regularly scheduled work. Exceptions must be approved by the School administration. If the number
of absences of an employee exceeds 15 days, the administration will review the individual’s employment
status to make a decision.

Unused PTO days of the teaching faculty will be compensated at an amount that will be determined
annually based on that year’s budget

Maternity Leave

Employees are allowed up to 15 days of leave of absence for maternity purposes. CASLV will allow the
employee three weeks (21 consecutive days) from the date of the child’s birth for maternity purposes. This
period of time includes weekends, vacations, and off-track time, as well as other non-contract days in the
consecutive 21 days; of which, 15 days is the maximum allowed for leave. Maternity leave runs currently
with FMLA.

Bereavement Leave

For the death and burial of an immediate relative (husband, wife, child, mother, father, grandfather,
grandmother, brother, sister) of a full-time employee or the employee’s husband or wife, five (5) days of
leave may be allowed. Absences beyond five days shall reflect on the next paycheck as a deduction unless
special permission is granted by the School.

Family Medical Leave Act (FMLA) Leave

Pursuant to the FMLA, CASLV provides up to twelve (12) weeks of unpaid, job-protected leave to eligible
employees for any of the following reasons:

- Birth of a child, or placement of a child with you for adoption/foster care;
- Your own serious health condition;

- Because you are needed to care for your spouse, child, or parent due to his/her serious health
condition;

- Because of a qualifying exigency arising out of the fact that your spouse, son or daughter,
or parent is on covered active-duty status with the Armed Forces.

- Because you are the spouse, son or daughter, parent, or next kin of a covered service member with
a serious injury or illness.

In order to be eligible for FMLA leave, the employee must have been employed by the School for the last
twelve (12) months and must have worked at least 1,250 hours in the twelve (12) months preceding
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