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STRATFORD STUDENTS WILL BE STEWARDS OF THEIR COMMUNITY

“The vision of Stratford School District is to enable every student to acquire and demonstrate the
skills, knowledge, and attitudes essential to be a responsible world citizen through experiential,

community-based, and self-directed opportunity.
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TEACHER JOB DESCRIPTION

Each Teacher: is responsible for creating a class environment which is open and receptive to change

is to establish the necessary procedures for his/her instructional program in accordance with existing policies and
regulations

is to continually evaluate the effectiveness of his/her instructional program

is to attend all scheduled staff meetings and team meetings.  If this is physically impossible, the teacher is to notify the
principal for approval

is to clear through the principal for approval to attend conferences and workshops and to initiate the necessary paperwork

shall be evaluated as set forth in the master contract

shall maintain open communications with parents, community agencies and organizations.

shall initiate appropriate press releases, advertisements, etc. and submit them to the principal for approval

shall take advantage of such community resources as appropriate for the educational goals of this school with the approval
of the principal

shall maintain accurate records on students, recording: test results, class attendance and other pertinent data

shall initiate all budget requests through the principal

shall be included in open two-way communications among all members of the management structure, including the school
board, while observing the chain of command

shall have a vote in the school staff, which will help develop, organize, administer and explain the educational program for
this school

is to aid in developing the curriculum within his/her teaching area and to suggest ways of integrating this curriculum with
other departments where feasible

in all areas, is to see that the department and the administration are kept abreast of his/her actions and accomplishments

is responsible for reviewing the material in the teacher and student handbooks and school board policy manual, and
adhering to all pertinent information therein

is responsible for supervisory duties assigned by the administration

is expected to honor the chain of command and can expect to be treated as a “professional” in return

is expected to take an active part in his/her local teacher organizations, including staff development
shall maintain and up-to-date plan book and rank book on-line
is not to leave the building during the day without getting permission from the principal.  A teacher leaving the building
with permission must sign out and in (on return) with the secretary.
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TEACHER/STAFF EXPECTATIONS

Supervision Expectations
The first responsibility of all staff is to ensure the health and safety of the students. When students are in school,
engaging in school sponsored activities or traveling to and from school on school buses, they are responsible to the
school and the school is responsible for them. Therefore, students must be well supervised at all times. Adequate
supervision is determined by the age of the students involved, the activity being undertaken, and must meet all State
and Federal Guidelines. Staff should err on the side of safety when determining the level of supervision necessary.
When in doubt about how much supervision is needed it is your responsibility to check with school administration.

The School Day
In compliance with the current contract teachers are expected to be in the school building at least fifteen (15) minutes
before school starts (7:30 a.m.) and fifteen (15) minutes after school (2:55 p.m.) unless duties require earlier
attendance. Teachers must be available before and after school as necessary to provide extra help to students and for
parental conferences. Teachers are expected to attend faculty, curriculum, special projects and team meetings.
Teachers and Staff who need to arrive late, depart early or leave school grounds for any reason during the school day
must receive approval from the Principal in advance. Teachers and staff must notify the office upon entering the
building after 7:45 and must sign out any time they leave during the day and sign back in upon re-entering the
building.  Teachers and Staff are expected to remain on campus for the duration of the school day.

Teachers/Staff are expected to be in their classrooms when the morning bell rings (7:45 a.m.). Beginning class on time
will set the expectation that students need to arrive on time. Students should not be allowed to congregate by the
classroom door at the end of a class as this limits a teacher’s ability to monitor the students.

It is important that teachers monitor the hallways between classes and address any disciplinary infractions observed.
The school and the staff are liable for what happens between classes.

Morning Huddle
All teachers, not otherwise assigned morning duty, will meet each morning at 7:35 a.m. in the Principal’s Office for a
brief (4 minutes) meeting to check in, disseminate information, and/or troubleshoot any issues needing attention.

Staff Dress Code
Teachers and staff are to dress appropriately.
The teachers and staff are required to adhere to the same dress code as students as found in the Student/Parent
Handbook. Additionally, School-appropriate “Jeans” may be worn, along with appropriate/designated attire on Fridays
and other days to be determined by the principal (does not apply to custodial staff).

Grant/Funding Requests
Any grant/funding requests, even if no cost, must be presented in writing to the principal for prior approval before
moving forward.

Staff Dependents
It is not appropriate to bring children to the workplace. Teachers and staff are not allowed to bring their children, or
other dependents, to Stratford Public School during the times that school is in session -Monday through Friday 7:30
a.m. – 3:00 p.m.
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Cell Phone Policy
Staff are expected to keep cell phones secured while teaching and/or supervising students. Staff may use/check
phones in the Staff Lounge, Principal’s Office or classrooms when empty of students.

Classroom Appearance
The appearance of your classroom says a lot about who you are as a teacher. They should be places of excitement
both intellectually and visually. Showcasing a student's work reinforces lessons that have been taught and gives
students a sense of ownership in the classroom. Students should share the responsibility of keeping the classroom
neat and clean. Teaching organization and cleanliness is one of our duties. Keeping a classroom neat and orderly
models those expectations to students.  Bulletin boards should reflect current study topics.

Before leaving for the day, please be sure to check the following:
1. Are all the windows closed?
2. Are the computer, monitor, printer turned off?
3. Is the floor picked up?
4. Are the desks neatly arranged and/or chairs picked up?
5. Are all confidential and important materials put away securely?
6. Window Shades
7. Sub Plan Folder put where it can be found if necessary?

Lesson Plans
All teachers must have a lesson plan book on-line that allows for the careful and sequential planning of instruction.
The lesson plan book will be kept current. Since lesson plan books can be used in a court of law it is increasingly
important to maintain clear and consistent records. All plan books will have a clear curriculum, contain objectives and
desired outcomes for each lesson.

Lesson plans for substitutes often require more detail than that which you would use for yourself. It is advantageous
to have a specially planned day or two ready for a substitute to follow. Also include class rosters, schedule, duties,
special groupings, student medical concerns, procedures and forms, etc. Substitute lesson plans will be kept in
individual classrooms and contain a minimum of one week’s worth of plans.

Student Grades
Teachers are expected to maintain clear and accurate grades.

All student grades will be maintained on the school’s student management system. Teachers will enter student
grades into the computer at a minimum of once a week.

All report cards, grades K-8 are kept in the Office. Teachers will be given a Verification Report to verify that their
student grades were entered correctly before report cards or progress reports are printed. Once grades are entered
on the report card they are not to be changed without the express approval of the Principal.

Progress Reports are sent home at the midway point of each grading period. The purpose of Progress Reports is to
give students and their parents a status check on the student’s progress half way through a marking period. These
grades should not be considered final.

Students are expected to have Progress Reports and Report Cards signed by a parent and returned to the school
within 5 school days. Teachers need to call parents if these documents are not returned signed. If contact cannot be
made in this way, the Progress Report or Report Card will be sent home via certified mail return receipt requested.
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Student Records
The Stratford School Board has an extensive policy on Student Records, which staff members should refer to if they
have questions. A policy manual is kept in the Principal’s Office. In addition to Board policy, teachers should be aware
of the following other facts about records.

1. All individual student records are kept locked in a fireproof file in the Secretary’s Office. Teachers may review
these at any time. Teachers are reminded that records are strictly confidential. No records may be taken from
the office without notifying the Secretary in advance and signing them out.

2. Students who are leaving the school district may not take their records with them. The school to which they
are transferring will send a request for records and the Office will forward them.

Public Relations
Maintaining good public relations between the school and the community is in everyone’s best interest and is
everyone’s responsibility. The best method of maintaining good public relations is for all staff members to maintain
good professional standards. The community’s perception of the school is the sum of its perception of each individual
teacher. Please be aware of how your words and actions will reflect upon the school. Press releases, information
posted on the school’s Home Page, newspaper articles, radio or cable TV announcements, or any information which
will be regarded as the school’s official stance must be cleared by the Principal.

Remember, too, that parents love to hear about it when their child does well. A quick phone call home or a short
postcard to provide some “good news” goes a long way in the eyes of the community.

TEACHER RESPONSIBILITIES AND DUTIES

The teacher shall be academically qualified in the area he/she is to instruct and should demonstrate a competence at
transmitting learning to the student and the manner and means of accumulating, assimilating and evaluating the
knowledge associated with his/her academic field. The teacher should demonstrate an awareness of other academic
fields and should possess a reasonable and responsible attitude toward the education of the whole child.

The teacher shall constantly be alert to the example presented to students, parents, community and fellow workers;
striving to consistently exemplify the good.  Relationships shall avoid personal attachments which detract from the
obligation to constantly lead and critically evaluate the individual and the situation.  Further, school business,
particularly that of a sensitive nature, should not be discussed outside of school.

The teacher must be aware of various instructional trends and participate in exploration of possible changes in
method or content of instruction.

The teacher shall demonstrate an ability to control the situations encountered in the performance of duties while
exhibiting the proper respect for the dignity and worth of each individual.

The teacher shall demonstrate the ability to define the objectives of instruction and the ability to assess the results of
the efficiency and effectiveness of the instruction.
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A basic teaching assignment is described as follows:  The teacher will instruct regular classes, properly prepare lessons
and tests, properly correct all assigned work, evaluate student’s work, use care in filling out requested forms and
reports, supervise bus arrivals and departures, playgrounds, cafeteria, hallways  as special assignments and as a
general phase of daily work; make use of the extra help periods; accept and adequately perform duties as advisor to
classes or clubs (including chaperoning special night-time affairs) and report to the assigned building on days as
scheduled by the Superintendent of Schools and attend other affairs periodic in nature such as teacher’s meetings,
department meeting, community affairs directly related to the school and to actively participate in the school
program.  Each teacher is required to carry out assignments from the building principal or other administrator in
conformance with school board policies and regulations of the school board and Superintendent.

TEACHER ADDITIONAL DUTIES AND EXPECTATIONS

Bus Duty:
● Greet the students as they come off the bus
● Keep students out of the path of the buses and cars
● Keep students from repeatedly going in and out of the school until the designated times
● Report any parking/driving violations to administration
● Send all students to the MPR – a.m.
● At the duty teacher’s discretion and after 2nd bus has arrived, students may be taken outside – Grades K-4 to

the playground and grades 5-8 to the outside at ball court, kickball field or in the gym

“Bus Duty” is the chaperoning of students as they arrive before school and before they leave at the end of the day.
Morning Bus Duty begins at 7:15 a.m. and ends when all the students are in the building after the warning bell.
Afternoon Bus Duty begins at 2:35 p.m. and ends after the last bus departs.

Students must stay on school grounds once they arrive in the morning, and until their bus arrives in the afternoon.  No
rough games are allowed nor are roller blades.  When in doubt, Think Safety First!

In case of bad weather (generally heavy rain or snow or below zero temperature), at the teacher’s discretion, students
should go to the multi-purpose room or gym.  They should not be allowed to congregate in the hallway or in the
bathroom.  Students are not allowed to go to their classrooms unless they have a pass from the teacher in advance.

Students who do not ride the bus should arrive no earlier than 7:25 a.m. and should leave immediately after school.
Students are not to hang around the school waiting for games, practices, or activities unless they are supervised by an
adult.

● Cafeteria Duty (Breakfast & Lunch):
● Make sure backpacks are not blocking the hallway or entrance to the cafeteria.  Backpacks are to be placed on

the tables provided.
● Make your presence known.  Eat during the first half of the period, but be up and about (roaming) for the last

15 minutes.  Students should have no questions as to who is on duty and should know that they are being
supervised and held accountable

● No throwing food
● Voices should be at an “indoor” level
● Tables should be left  in a neat and presentable manner
● Chairs should be pushed in-(Middle School Lunch Students stack the chairs)
● Students needing to leave the cafeteria must have the duty teacher’s permission to sign in/out using clipboard

in the cafeteria
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● Keep students from hanging out in the hallway by the trophy cases, gym, locker rooms and water fountain
● Direct students to appropriate places (outside, classroom help, etc.)

All Staff Hallway Help:
● Greet all students coming into the building
● Prevent students from going upstairs, library or classrooms until the designated time or unless they have prior

written permission from a staff member
● Students must be either outside or in the cafeteria (limit unnecessary traffic in the hallway)

BI-WEEKLY STAFF MEETINGS

Weekly staff meetings will be held every other Wednesday at 3:00 p.m. in the MPR, unless otherwise
designated.  Anytime you are unable to attend this mandatory meeting, you must inform the Principal in advance.

Please do not schedule personal appointments on scheduled faculty meeting days.

The purpose of these meetings is to:

1. Review curriculum and hone performance of teachers, best practices, to ensure the highest possible level
of instruction.

2. Communicate information relative to students and programs.

3. Allow the entire staff to discuss any educational problems and to collaborate toward solving them.

4. Foster a professional and cooperative working relationship among all the staff.

5. Share staff ideas and practices.

Para-professional staff members are invited, but not required, to attend any and all staff meetings.

Additional staff meetings will be held as necessary, to be determined by the Principal.

CLASS ADVISORS AND CLASS MEETINGS

All Grade 5-8 teachers are assigned a class to advise. Elementary teachers are the advisors of their own classes. The
purpose of Class Advisors is to assist students in the planning and implementing of class activities with the intention of
developing leadership skills, teamwork, pride in the school, a sense of tradition, respect for the democratic process,
and an opportunity to have fun.  To achieve these ends, Class Advisors are expected to assist in the following:

● Chaperone all class functions.  The Class Advisor must be present at all class functions.  Supervise students in
assemblies when they are called down by class.  Class Advisors are asked to sit with their class in these
situations.

● Assist to the fullest extent possible in special programs that affect their class.
● Communicate with the administration about issues involving their particular class.
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STAFF ABSENCE PROCEDURE

Any school personnel who is going to be absent from work for any reason (i.e. sickness, personal reasons, deaths in
the family, to attend educational meetings) is required to comply with the following procedures.

1. Give notice of absences as far in advance as possible.

a. In case of sickness and emergencies, minimum notification time would be considered by 6:30 in the
morning. It is preferable to notify the Administrative Assistant.  Lori Carr must be notified @ 616-4332
by 9:00 p.m. the night before the absence if possible and no later than 6:30 a.m.

b. Notification of absence for personal business, educational reasons, etc. should be made at least three
(3) days in advance of the date of absence to the Principal.

2. In all cases it will be necessary for the staff member involved to personally contact and inform Lori Carr
616-4332 of the anticipated absence and the duration of the absence.

3. The Principal – Bridger Dewitt 603-331-2657 is to be notified whenever Lori Carr cannot be reached.

4. It is the responsibility of each staff member to notify appropriate personnel whenever they will be absent
(except in cases of extreme hardship).

5. Lesson plans and necessary materials are expected to be available for the substitute. They should contain:
a. Seating arrangements for each class
b. Attendance procedures
c. List of text used for each class
d. Discipline rules and procedures
e. Any forms needed – attendance, discipline, etc.
f. Names of students on IEPs and their schedules of leaving classrooms
g. Lockdown Procedure
h. Emergency #’s –SAFE Forms
i. Emergency Drill Plans and Backpack
j. Radio
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BUILDING ACCESS DURING NON-SCHOOL DAYS

The right to have a FOB to access to the school building during non-school hours is a responsibility that cannot
be taken lightly.
Please be sure to follow these guidelines:

1. If you lose your key FOB, notify the Principal immediately.

2. Never loan your key fob to anyone.

3. Only turn on those lights that are necessary for the work or activity you are doing.

4. Classrooms and equipment, other than your own, should not be used without the permission or
knowledge of the teacher or principal.

5. All lights must be turned off and classroom doors locked when you leave the building.

The building is open from 6:00 a.m. to 9:30 p.m. weekdays. The building is not open on weekends and holidays.
Please plan your work to coincide with this schedule. The building is secured.  If you enter, you will set off the
alarm.

CIVILITY POLICY

Members of the Stratford School District staff will treat parents and other members of the public with respect and
expect the same in return.  The district must keep schools and administration offices free from disruptions and
prevent unauthorized persons from entering school/district grounds.

Accordingly, this policy promotes mutual respect, civility, and orderly conduct among district employees, parents, and
the public.  We do not intend this policy to deprive any person of his or her right to freedom of expression. Rather, we
seek to maintain, to the extent possible and reasonable, a safe, harassment-free workplace for our students and staff.
In the interest of presenting teachers and other employees as positive role models, we encourage positive
communication and discourage volatile, hostile, or aggressive actions by staff.  This district seeks public cooperation
with this endeavor.

1. Direction to Staff in Dealing with Abusive Individuals.
If any member of the public disrupts or threatens to disrupt school/office operations, threatens the health and safety
of students or staff, willfully causes property damage, uses loud and/or offensive language that could provoke a
violent reaction, or who has otherwise established a continued pattern of unauthorized entry on school district
property, the administrator or employee to whom the remarks are directed will calmly and politely warn the speaker
to communicate civilly.  If the abusive individual does not stop the behavior, the district employee will verbally notify
the abusing individual that the meeting, conference, or telephone conversation is terminated.

2. Provide Policy.
When a staff member determines that a member of the public is in the process of violating the provisions of this
policy, the staff member should provide a written copy of this policy at the time of occurrence.  The staff member will
then immediately notify his or her supervisor and provide a written report of the incident.
a. In any situation where a staff member feels that a difficult conversation is likely, that staff member should,
whenever practical, seek another staff member, of any position in the school, to be present.
b. Any time a staff member feels uncomfortable or the conversation is becoming unproductive, the individual(s)
should be referred to the Principal.
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3. Disruptive Individuals Must Leave School Grounds.
Any individual who disrupts or threatens to disrupt school/office operations, threatens the health and safety of
students or staff, willfully causes property damage, and uses loud and/or offensive language that could provoke a
violent reaction, or who has otherwise established a continued pattern of unauthorized entry on school district
property will be directed by the school’s principal or other chief administrative officer to leave school or school district
property promptly.
4. Report Incident.
The staff member (and other involved parties) will provide a written report of the incident.  If deemed necessary, the
school administrator(s) may contact the police department.

REPORTING TO PARENTS

It is imperative that parents be informed on the success/concerns of their child on a regular basis.  A variety of
methods may be utilized by the teacher to communicate with parents; weekly notices, telephone conferences, school
visits for parent/teacher/child, home visits by teachers, daily or weekly behavior slips, progress reports, quarterly
report cards.  If a parent needs to be informed of a child’s lack of acceptable progress, this information needs to be
shared in writing in a timely manner.  Parents will usually work cooperatively with school if they are knowledgeable of
the child’s needs and specifically, what they can do at home to assist; it is important for the child to see home and
school working jointly for his/her best interest. Report cards convey to parents the success of their child in academic
and social/behavior situations at school.  At the parent conference following the first marking term, teachers should
review with parents the areas of assessment and the process employed to determine the assessment.
Communication Logs

All teachers are expected to maintain a communication log.  The purpose of the log is to record all communications a
teacher has had with a student’s parents.  This includes phone calls, letters or postcards home, copies of progress
reports and report cards, papers that had to be signed, or minutes from parent conferences.  Teachers are advised to
have a second staff member present at a parent conference to document the meeting, discussions and decisions. The
principal will be made aware of the content of the meeting.  (Conference Documentation Forms (in teacher’s room)
are to be put in student files.
Simply stated Parents/Guardians must be notified if their child(ren) are not showing growth or competency in their
classwork.

STRATFORD SCHOOL DISTRICT
ADMINISTRATIVE PROCEDURE FOR FIELD TRIPS

Field trips are designed to stimulate interest and inquiry through an activity that is an extension of the classroom.
Such field trips must be related to the general curriculum objectives of the school and in concert with the material
taught in the classroom.

To be educationally beneficial, a field trip requires thoughtful selection and careful advance preparation of the class.
The students must have an opportunity to assimilate the experience during and at the conclusion of the trip.  To this
end, teachers in requesting approval and the Principal in granting approval shall be expected to consider the
following:
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1. The transfer or linkage value of the activity to the classroom instruction.

2. The suitability of the activity and the distance traveled in terms of the age level.

3. The provisions for appropriate supervision.  Chaperone expectations need to be conferred to chaperones by the
teacher.

4. The completion of required request forms.

The school district and its agents disclaim any responsibility for injury as a result of a school-sponsored and
approved field trip

The teacher requesting a field trip shall have the responsibility to:
1. Complete the request form at least 14 days prior to the activity.
2. Issue and collect from all participants a permission and information form, and a S.A.F.E. form.
3. Inform the parents of the details of the field trip.
4. Be responsible for adherence to the established procedure governing field trips.
5. Any overnight trips must have prior school board approval.

SCHOOL ACTIVITIES AND FIELD TRIPS

1. Standards of conduct are the same for any school-related activity.
2. No student shall participate in an off-campus, school-related activity or field/ class trip while under school

suspension.
3. Any student, who violates the discipline policy during a field trip or off-campus, school-related activities will not be

allowed to participate in the next field trip or off-campus, school-related activity.
4. At the discretion of the Principal a student may be denied participation in school activities, or field trips due to

prior violations of the school district discipline policy.
5. Chaperones must be chosen after careful consideration. All chaperones must be aware of all school rules prior to

field trip or activity.

CO-CURRICULAR ACTIVITIES AND FIELD TRIPS

Co-Curricular activities and Field Trips are considered an extension of the school day and students are expected to
abide by the same behavioral standards as they do during the regular school day no matter where the activity takes
place.  The major duties of someone supervising co-curricular activities and field trips is to:

1. Ensure proper behavior of students and guests.
2. Act on and report any improper behavior to appropriate authorities.   Police should be notified if drugs, alcohol, or

violent or dangerous behavior is involved.
3. Enforce school rules.

If you have agreed to chaperone a co-curricular activity or go on a field trip please be sure to notify the group for
whom you are chaperoning at least 24 hours in advance if you cannot make it.
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DANCES

Students must arrive at the dance no later than ½ hour after its posted starting time unless they have signed up in
advance at the Main Office with permission from the Principal.  A list of those who have signed up to be late will be
available to chaperones.

Students are not permitted to leave the dance and return once they have entered without the express permission of a
chaperone.

Students from other school districts must be signed up at the Main Office in advance and be sponsored by a Stratford
School student who will be held accountable for their behavior.  If the guest is asked to leave the dance for any reason
then the student who sponsored them must leave also.
Students should leave school grounds immediately following the dance.

ASSEMBLY SUPERVISION
Assemblies will be called as necessary with the approval of the Principal.  They are generally of three types:

1. Special demonstrations or speeches.
2. Celebrations or awards events.
3. Fine arts presentations.

Since assemblies often involve guests to Stratford School it is important that courtesy and respect be the watchwords
for student behavior.  Teachers are expected to be present at any assembly which involves the students they have at
the time.  Teachers should sit with their class and monitor student behavior.

Students will be dismissed from all assemblies and should not decide on their own when it is time to leave even if the
assembly is running over time.

PASSES

Students must always have a pass to be out of a classroom. All-purpose passes may be created by individual
teachers, however, their use should be limited to one person at a time and for trips that involve leaving the room and
coming right back.  All teachers are expected to enforce the need for students to have passes in the hallway. Also a
reminder to have the student sign out upon leaving and sign back in upon return to the classroom.

STRATFORD PUBLIC SCHOOL DISTRICT

DISCIPLINE

The School Board recognizes that the students do not surrender their rights of citizenship as they pass through the
schoolhouse doors. The Board further recognizes that students within the school setting are not entitled to any special
rights, privileges, or immunities not enjoyed by citizens in the larger community. The Board also endorses the basic
tenet of liberty and justice set forth so eloquently by John Stuart Mill:  “ The liberty of the individual must be thus far
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limited—he must not make himself a nuisance to other people.” In accepting its responsibility to provide a quality
educational program, the Board intends to adhere to Mill’s dictum. We expect no less from the students. The school is
a community with rules and regulations, and those who would enjoy the rights and privileges it provides must also
accept the responsibilities that membership demands, including respect for and obedience to school rules. The School
Board expects that students will conform to reasonable standards of speech and conduct, refrain from violating or
impairing the rights of others, and not engage in any conduct that deprives other students of an orderly school
atmosphere.

Most discipline problems are handled by the classroom teacher in concert with the parents. There exists a set of
appropriate school and classroom rules by which all students are expected to abide. All students are generally
expected to conduct themselves in a courteous and respectful manner in and around the school. They are encouraged
to accept responsibility for the consequences of their behavior. Teachers are responsible and have the authority to
maintain order and discipline in the school.

The Principal serves as a resource person to both teachers and parents in improving student conduct. The Principal
will become more directly involved in the instance where the teacher and/or parents have been unable to affect a
positive change. In no way shall the list of misconduct or discipline options be considered all-inclusive. The Principal is
responsible for determining whether a misconduct not specifically outlined is prejudicial to good order and what
action is necessary. Violations or infractions of the rules may lead to suspension or expulsion. New Hampshire State
law gives the Principal, or designee, the authority to discipline students that violate school rules or School Board
policies. This discipline code shall apply at all times at any school-related activity, either on campus or off, or while
being transported to or from school or school-related activities.

DETENTION

If a student is requested to remain after school for disciplinary reasons, i.e. detention, parents will receive 24-hour
notice. Students are expected to remain after school on the date specified on the notice. The student can choose to
serve the detention on the same day it is assigned, provided the student has arranged transportation and parents
have been contacted. If a student fails to attend a teacher detention, the student will be referred for administrative
action.  No other school or co-curricular activity will take precedence over detention (i.e., rehearsals, games or
practices).

SCHOOL CALENDAR

The School Calendar is established by the Superintendent and the Stratford School Board each year.  These dates are
subject to change. Make sure you do not schedule end-of-the-year vacations that will conflict with any date changes.

A school-wide events calendar is distributed at various times throughout the school year.  The master calendar is kept
in the Principal’s Office.  Updates are provided monthly at Teacher Meetings.  Any club, class, team, organization, or
co-curricular group wishing to use the school facilities or make others known of up-coming events should coordinate
the event with the Master Schedule. No student function will be allowed in the school or on school grounds which has
not been cleared with the office at least two weeks in advance.

DAILY TIME SCHEDULE

7:25 – Buses start to arrive
7:25 – 7:47 Breakfast

7:47 – 7:58 Homeroom
2:35 Dismissal
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STUDENT MASTER SCHEDULE
(See separate sheet)

Opening/Breakfast: Students are not to enter the school prior to 7:25 a.m. except for special circumstances and with
permission from a staff member.  At 7:25 a.m. all students will go to MPR for breakfast and will be dismissed for
playtime. At 7:58 a.m. school will start for all students. A.M. Bus duty staff will supervise students’ safe and quiet
entry into the building.  Students will need to proceed to their classes in a timely manner. Attendance needs to be
taken and time provided for the pledge to the flag by 7:58 a.m.

Bus Dismissal:
Students will be dismissed from their classrooms one bus at a time in the order of their arrival starting at 2:35 p.m.
An announcement will be made.

Early Release and Dismissal will be at 12:30 p.m.

STUDENT MANAGEMENT SYSTEM (Visions)

All Teachers will be entering their grades using Visions. Grades must be entered no later than 10:00 P.M. Monday
before Report Cards are sent home with students.
**Any time a hand-written comment is added to a student’s Report Card or Progress Report, you must take a
photocopy to be put in the student’s cumulative file.**

2021-2022

PROGRESS REPORTS & REPORT CARDS DATES

END OF TRIMESTER-GRADES CLOSE
Tuesday, November 26

Thursday, March 12
Friday, June 12

PROGRESS REPORTS REPORT CARDS
Thursday, October 15 Friday, December 10

Friday, January 21 Friday, March 18
Friday, May 6 June – Last Day of School

STAR 30 Testing: August
January
May

NH Assessment Testing :
Spring– dates to be determined
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EMERGENCY INFORMATION

EMERGENCY SITUATIONAL PROBLEMS

IF A STUDENT BECOMES ILL IN THE CLASSROOM
● Have the student report to the Nurse’s Office (send another along with him/her if it is necessary). Complete

● Student Referral to Nurse Form and send it with the student.

● If the child has vomited in the room, tell the Nurse’s Office and the custodian will take care of the situation.

IF A SEVERE INJURY OCCURS IN YOUR PRESENCE

● Apply First Aid to the best of your ability. Send one student to the office to report the problem. Have another
student keep the crowd away from the injured student. The first teacher on the scene of an accident must stay
there until help arrives.

● Do not move the injured student.  Document the incident before leaving for the day.

● Use the Form provided.

IF YOU SUSPECT A STUDENT OF DRINKING OR BEING UNDER THE INFLUENCE OF DRUGS

● Notify the principal through a private note and keep the student with you.

IF YOU SEE ANY STRANGERS IN OR ABOUT THE BUILDING OR WAITING JUST OFF SCHOOL GROUNDS

● Report this to the office at once.
● Announce a “lock down, if you feel it warrants, for the safety of students and staff. (Phone: *78 or radio)

IF A STUDENT APPEARS TO BE IN AN UNCONTROLLABLE STATE

● Notify the principal immediately. Do not try to control him/her through physical force, UNLESS they are
endangering themselves or others. Separate them from all other students. Talk calmly to the student while
waiting for help.  Stay with the student until help arrives.

16



CRISIS INTERVENTION (CI) TEAM

EMERGENCY RESPONSE PLAN

Outside Assistance: Police, Ambulance, Fire - Dial 911
Lancaster Dispatch 788-4641
Troop F 846-3333
NH Poison Control – 1-800-562-8236
General Response:
First members of the CI Team to arrive on the scene will assume responsibility as team “LEADER” and delegate tasks to
the other members.  If it seems prudent, another member may be delegated to “take over” the situation.

Delegated Tasks:
1. CONTROL AREA…

a. minimize confusion
b. eliminate spectators
c. identify “witnesses” if applicable
d. preserve “evidence” if applicable

2. CALL FOR ASSISTANCE…
a. call staff with expertise.  Use radio or phone

discipline, unscheduled visitor – Mr. DeWitt (202), Mrs. Dunn (by radio), Ms. Carr (201)
medical problem – Nurse (213), Mr. DeWitt (202), Ms. Carr (201)

b. call for outside assistance (numbers above)
c. report back to leader after calls have been made

3. RENDER FIRST AID…
a. within capability of provider
b. keep victim(s) calm, comfortable
c. attempt stabilization of situation awaiting qualified personnel

4. NOTIFY FAMILY…
a. in reference to any injury or illness requiring professional medical

attention
b. be candid and frank, but try not to alarm person on phone
c. report back to leader after calls have been made

5. NOTIFY OUTSIDE AGENCY…
a. hospital, if person is in route
b. police, if contraband, property damage, etc.
c. Eversource (1-800-662-7764) if lines/entrance has been damaged
d. report back to leader after calls have been made

6. FOLLOW-UP…
a. Leader files a Post Incident Response Plan with principal
b. CI Team members will meet ASAP for process check, preferably before going home for the day.
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IN CASE OF EMERGENCY:

Every Staff Member should have their Radio on them at all times.
Contact- Mr.Dewitt, Nurse directly.

Call the Office to activate the Crisis Intervention (CI) Team.

Mr. Dewitt

Nurse

Lori Carr – (to notify a team member or to make appropriate
emergency call)
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FIRE DRILLS

For Students:
1. No talking should be permitted during fire drills so that instructions can

be given and heard.
2. Move quickly but without running.
3. Pushing or shoving is not tolerated.
4. Remain with the class you were in when the alarm sounded.

For Teachers:
1. Post Fire Drill procedures in a prominent place in your classroom.
2. Be sure that all students leave.  Be the last one out.
3. Stay with your class and take attendance immediately.
4. Don’t let students wander to other class groups.
5. Check adjoining rooms (especially “corner” rooms) before leaving.
6. Take your class 100 feet or more away from the building.
7. Bring your grade book or student roster with you.
8. Close all windows and doors.

SCHOOL LOCKDOWN
(Lockdown Drill)

The procedure for having a school wide lockdown will be as follows:

1. There will be an announcement made over the PA system or radios stating
that “Lockdown” is in the building.

2. All staff should get all students into a room and lock the door.  You should
also turn off the lights, close the blinds and move the children to a secure
spot in the classroom. Absolute quiet, no noise!

3. DO NOT OPEN THE DOOR FOR ANYONE! If we need to get into the
room we will use a key.

If you have any questions please see the Principal or Custodian.

This procedure will be used for the presence of a dangerous intruder, drug search
canine, etc.
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Drop, Cover and Hold

Activated to protect students and staff from falling objects or items that may become “projectiles”.

• Face away from windows
• Drop to the floor
• Cover by getting under a sturdy table, desk or other piece of furniture.

If there is not suitable furniture available, cover head with arms, and
face an interior wall.

• Hold on to furniture until directed to stop or when it is safe to do so.
• Staff may have to evacuate or implement another Response Actions as

the situation dictates.

Secure Campus
Activated when it is necessary to protect staff and students from a threat from outside the school building.

When indoors, students and staff should: When outdoors staff and students should:

• Staff should close all windows and curtains (particularly ground - level)
• Check that all exterior doors are closed and locked
• If necessary assigned staff to monitor all exits
• Continue normal academic functions unless informed to take another

action
• Depending on the situation all entry and dismissals should only be

allowed through one point of entry which is monitored

• Activate Reverse Evacuation (See Reverse Evacuation procedure)
• Cancel all outdoor activities
• Portable or temporary classrooms should be Reverse Evacuated into the

primary school building, if they cannot be properly secured and/or
communications cannot be maintained with the primary building.

Shelter-In-Place

Activated when it is necessary to protect staff and students from airborne hazardous materials, toxic smoke or nuclear material. 

• Staff should close all windows
• Check that all exterior doors are closed and locked
• Shut off heating/air-conditioning fans and equipment
• Close all vents that can potentially carry outside air into a building

• Vents that cannot be secured may be covered by utilizing duct-tape an
plastic

• Escort all students to secure room(s)
• Depending on situation, all entry and dismissals should only be allowe

through one point of entry which is monitored
• Await further information
• Prepare for evacuation or other response action

Lockdown

Activated when it is necessary to protect staff and students from a violent intruder or any other situation that would entail securing staff and students
in their classrooms or other areas that are able to be locked.

• Report to nearest room or securable area
• Staff should move students so they cannot be seen
• Close and lock doors and windows
• Barricade doors and windows if necessary
• Cover door window if necessary
• Shut off lights
• Remain quiet

• Evacuate to an outside rally point if a securable area cannot be safe
reached

• If Fire Alarm sounds do NOT evacuate, but stay aware of situation
• Wait for further instructions
• Be prepared to institute other Response Actions, as necessary

When outdoors staff and students should not reenter the school building, go immediately to an outside Rally Point. 
Evacuation

Activated when it is necessary for staff and students to exit the school building. When the school Fire Alarm system activates students and staff
should: 

• Exit school by nearest & safest exit
• Gather at designated meeting area
• Staff will take attendance

• Staff will observe students for signs of heat/cold exposure
• Await further instructions

In some cases it may be necessary to evacuate a school one room at a time for an internal hazardous material spill or a hostage situation. Staff and
students should:

• Evacuate the immediate area of danger
• Call 911
• Staff should notify office of situation
• Evacuate adjacent rooms away from danger area
• If Fire or Police are on site, follow their instructions
• Gather at designated meeting area, if safe

• Use secondary meeting area if primary is not safe
• Staff will take attendance
• Staff will observe students for signs of heat, cold exposure or signs that

they were exposed to the hazardous material; report any issues to the
Command Post

• Await further instructions

Reverse Evacuation
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Activated when it is necessary for staff and students to enter the school quickly in order to avoid a dangerous or potentially dangerous situation
outside the school. If directed by school administration Reverse Evacuation immediately:

• First person aware of a situation directs students and staff to enter the
building

• Walk quickly into nearest entrance
• Notify principal/office as soon as possible (if action wasn’t initiated by

the office)

• Report to a designated meeting area
• Check for injuries
• Staff will take attendance
• Remain quiet for further instructions

Scan

Activated when it is necessary for staff to look around their area for any item which doesn’t belong there. Scan will be activated primary in the case of
a Bomb Threat, but could be utilized for any situation that required the staff to look for an item which may                                 cause harm. Scan starts
High, Middle and then Low. When notified, staff should:

• Look around your room for anything you are unable to identify
• If something is found, evacuate to a safer area
• Do not use radios or cell phones if incident is a Bomb Threat

• Do not move, open or touch a suspicious object; EVACUATE the area or
room

• Notify office of location and description of suspicious item or that your
area is clear

• Remain quiet and await instructions

Forms

FORMS May be found in the, Office and on Google Drive

CALL LIST-furnished to teachers after start of school
(telephone tree) – used only when the automatic system is not working – If you cannot reach the
next person in line, go to the next person, to keep the chain going.  Then try again to reach the
person you should be calling.  If there is trouble in the building, Joe will be here.  In most cases, Mr.
Hook, the bus driver, the superintendent and Joe will have communicated with each other.

*All forms/information sheet, etc. subject to revisions*
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PLAYGROUND RULES
Walking to the Playground Rules

1. WALK to the playground around the cars.
2. WALK near the dugout.
3. WALK across the parking lot.
4. DO NOT touch the cars because you could scratch them.
5. Make sure you go through the double (glass) doors to exit the building.

Lion’s Head Rules

1. Only go feet first down the slide.  Please wait your turn.
2. Only climb UP the scaling wall.  Climb up with two hands.  There should only be one person on the scaling wall

at a time.
3. Do not climb on the lion’s head.
4. Walk up the stairs.  There is no running or chasing.
5. Do not jump on the wiggly bridge.  Walk across it.
6. There should only be two (2) people going through the tire tunnel at a time.  Do not block the tunnel or sit in

it.
7. Only go DOWN the corkscrew.  One (1) person uses it at a time
8. Only go DOWN the fire pole.  One (1) person at a time.
9. Do not throw any objects down the slide or off the playground equipment.

Swing Rules

1. Do not jump off the swings.  Slow down and step off.
2. Sit down at all times.
3. Keep both hands on the swings.
4. Do not walk in front of the people who are swinging. Stay back a safe distance.
5. Don’t go too high because the swings will jerk.
6. One (1) person at a time on the swings.
7. Do not push people who are on the swings.
8. Swing facing toward the dugout.

Challenge Course Rules
1. Go clockwise on the challenge course.
2. One (1) person at a time is allowed on the monkey bars.
3. Do not use the wiggle balance beam to just sit or stand.
4. Walk across the tires.
5. There should be only one (1) person on the Burma Bridge at a time.  Do not hang off the side of it, as it could break.
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KICKBALL RULES (K-5)

1. The teacher on duty chooses the teams.  There are no “captains”.

2. The teacher on duty chooses the kicking order (shortest to tallest, etc.)

3. When the kicker is up, all other players must stand on the fence or it’s an automatic out for the team.

4. The Oldest 4th grader pitches first, then the next oldest, etc.

5. Everyone in the outfield should stay behind the pitcher until the kicker kicks the ball.

6. No score is kept.

7. Four fouls equal an out.

8. Bunting is allowed.

9. Bases can be taken on an overthrow.

10. The teacher on duty is the umpire.  There is no arguing with the teacher on duty.

11. The teacher on duty decides where to place students coming out late to the game.

12. There are no advances when the ball is in the pitcher’s hands and the pitcher is on the mound.

13. There is no throwing the ball at the runner.  Tag gently!

14. There is no advance until the ball is kicked

15. For a play that is not forced, the runner must be tagged.

16. Runners must stay in the baseline.

17. If your shoe comes off when you’re kicking, you’re out.

18. Students arguing with the teacher on duty and/or students that are unable to follow the rules will be asked to stand on the
fence for the remainder of the game, and if necessary, receive further consequences for their actions.
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