
                                                                                                                              

   

������������ ����������

���	
����
�����	�
��
���

��

�
�����
�������

� �



                                                                                                                              

 2 

 
���������� �� !��� ��"���#�

������������ � ���
�

���������������	
�	���
��	
��
�������
������		���	� �
��	�����
���
���
��
��������������
�
��
����

�
���	
��
���	
��������	���
�
�
��������������
��
������������
�����

���
��������	�������������
��

�
����������
���	��������
�������
�
��������	��
����

����
	�	���
���

����	������	���
����������

�������	����	�����	������������ �
���

�
������������

��
���	�����
�

!��
��� ��
�� ���� �����	
� ��
����
�� ��
�� ��� ���� �
��� � �	�� 	��� ���		�� ���
��	����
�� ��

�� �
��� ����� "	��� �����	
� 
�� �
��	
� �
� ������
��� ���		����
#������
����
�����
��	�����������	�����������

���� ������������	����������
�
������������
�
�
�
�������	�����
�



                                                                                                                              

 3 

504               14 

Accelerated Reader    15 

Accelerated Reader/Walk Period  15 

Agenda Planners    36 

Art Supplies         34 

Assertive Discipline Letter to Parents  42 

Assertive Discipline Policy   41 

Attendance Policy           37-38 

Assistant Principal    20 

Attendance Records    30 

Auxiliary Class Schedules   46 

Benchmark Booster Club   18 

Bomb & Fire Drill Procedure               64 

Breakfast Duty                           48 

Cafeteria             22 

Character Education                17 

Classroom Parties                                                34 

Cluster Planning    27 

Committee Assignments                                 34-35 

Computer Lab                17 

Computers/Grade Quick    19 

Communication                         36 

Content Planning    27  

Counselor                                                        21 

CPR Trained Personnel                             69 

Crisis Intervention    16 

Crisis Plan            58-59 

Curriculum Description                                      9-10 

Daily Duty Schedule    55 

Daily Schedule         8 

Discipline Report Procedures                     43-44 

Early Duty Plan                49 

Earthquake Drill                 68  

Earthquake Response Guidelines     67 

Earthquake Response Plan                     66 

EdLine      28 

Exit Plan            65 

Faculty Meetings/Bulletins               23 

Faculty/Staff List      5 

Field Trips     23 

Focus Reading & Math    14 

Gifted and Talented Education                 15 

Good Behavior Parties    32 

Grade/Record Book    28 

Grading Scale     33 

Honor Choir     18 

Honor Roll     29 

Honor Assemblies    32 

Hospitality Committee    23 

Instructional Supply Money     70 

Jump Rope for Heart    18 

Late Duty                 54  

Learning Institute                45 

Lunch Duty                                                     49    

Lunchtime Plan                              53 

Lunch Duty Schedule                                      51-52 

Lunch Seating                             50-51 

Maintenance & Care of Rooms                   24 

Marion Intermediate School Rules      39  

Media Center     16 

Mission Statement                  2                                  

Paper/Copier        24 

Parent Involvement       24 

Plan Book     27 

Planning Time     45 

Playground Rules    40 

Professional Development   30 

Progress Reports    29  

Receipt Books     30 

Report   Cards     29  

Reserved Reading List    13 

School Call List                             72 

School   Nurse      16 

School Rules     39 

         TABLE OF CONTENTS 
Topic                                                                   Page         Topic                                                                 Page   



                                                                                                                              

 4 

School Year Calendar                6-7  

Shuttle Bus Plan     57 

Signing In/Out     25 

Special Education    14 

Standards of Professional Conduct   71 

Substitute Plans    27 

Teacher Absences                                             25 

Teacher Appraisals                                     31 

Teacher Duty Schedule    56 

Textbook Price List                                           11-12 

Tornado Safety Procedure          61-63 

Videos                                                       26 

Volunteer Program    24 

Weekly Paper Packets    28 

Work Orders                26

                                         

  

                 

    
 

    
 

      

    
 

              

  



                                                                                                                              

 5 

���	
����
�����	�
�����

�������
�$�
�%% �
������ � ������ �
��
��&������������'�� � �� ���� � �	%
��&������������' �
��������������� � "��
�����%%� � � � � � ���(������'
	��� �

� � ����	�)����'���� � � � � �&	�(���)�
�'
��

� � #�����)���	

� � � � � �����������������"�����

� � �����	� "
���� � � � � � ��!
����!	������
��

� � "
��
����"���	��� � � � � ��#�����!	������
��� �

� � !	���������'������� � ������(����!
�����

� � ����������
�� � � ��������&������

� � ����
��������'� � �����#�'�	����������� � �

� � *�����
��	'� � �� � �����"��	'
���	�����

� � ����)����� � � ����������)�
����''���

� � �������
��� � � ��������	����+�
�	���

� � )�������,�'
���������� � �����-�
���+	���	�

� � �����.���������������� � ����� �	/���
��+	���	�

���������� � � ����� � � � � ���-	��.�
'
��

� � � �� � � � � � ������� �     

                                                     

         

 

 

Julie Molloy  Principal   Kim Shirley  Multi-handic apped Teacher 

Debbie Reginelli   Assistant Principal     Lacey Jo nes  Multi-handicapped Aide 

Pam Parkman  Counselor     Rosemary Barrow Multi-ha ndicapped Aide    

Hannah Martin  Librarian   Brandy King  Special Edu cation Aide  

Avis Fortner  Literacy Specialist  Natalie McNeely  Physical Education Teacher 

Clara Snow  Instructional Assistant    Marci Altemu s  Speech  Pathologist 

Heather Sorrells Curriculum Technologist Cheryl Con rad  Instructional Assistant 

Barry Bates  Music Teacher     Lovell Howard  Speci al Education Teacher 

Rhonda Linksy  Special Education    Carol Witt  Spe cial Education Aide 

Michelle Ray  Resource Teacher    Evelyn Simison In structional Assistant 

Nancy Sparks  Resource Teacher      Mona Taylor  Ar t Teacher     

Ken Shumate   Physical Education Teacher Donna Brow n  Secretary  

Leslie Brick  Nurse    Kim Haley  Office Assistant  

Temple Robinson Title 1 Math Teacher  Felisa Willia ms  Special  Education Aide 

Pam Young  Instructional Assistant    Darlene Crosb y Custodian  

Kim Tennyson  Instructional Assistant              Della Selvy  Custodian 
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MIS  2011- 2012  Calendar 
 

August 11      Back to School Night at MIS 
August 17      First Day for Students 
September 5      Labor Day Holiday 
September 6      5th Grade Individual Pictures 
September 7      4th Grade Individual Pictures 
September 20     Progress Reports Go Home 
October14      End of 1st Quarter 
October 20                                                          Parent/Teacher Conferences/report cards 
October 21      Professional Development/ No Students 
November 21     Progress Reports Go Home 
November 23-25     Thanksgiving Holiday 
December  2      Faculty Christmas Luncheon 
December 14, 15     4th Grade Christmas Programs-10:00 & 2:00 
December 16     Christmas Parties 
December 20     End of 2nd Quarter  
Dec 21 - Jan 4     Christmas Holiday for students  
January 4      Professional  Development 
January 5      Students’ first day of 2nd semester  
January 10      Report Cards Go Home  
January 16      Martin Luther King Holiday  
January 25      Group Pictures 
February 14       Progress Reports Go Home 
February 20       President’s Day (School Holiday) 
March 15       Parent/Teacher Conferences/report cards 
March 16      End of Third Quarter 
March 19 - 23     Spring Break  
March 29      4t & 5th Grade Spring Pictures  
April 6       Good Friday Holiday 
April 9 - 13                                                       Benchmark Exam 4th & 5th GR  
May 1       Progress Reports Go Home                                
May 24      Last Day for Students 
May 25      Professional Development 
May 25—June 1     Make Up Days 
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Marion School District 

2011 - 2012 School Calendar 

 
August 8—16    Staff Development (7 days) 

August 17     First Day for Students (1st semester) 

September 5     Labor Day Holiday 

October 14     End of First Quarter (42 days) 

October 20     Parent/Teacher Conference 

October 21     Staff Development 

November 23 - 25    Thanksgiving Holiday 

December 20    End of Second Quarter (43 days) 

December 21 - January 4   Christmas Holiday (Faculty & Staff) 

January 4     Staff Development 

January 5     1st Day for Students (2nd Semester) 

January 16     Martin Luther King Holiday 

February 20     Presidents’ Day Holiday 

March 15     Parent/Teacher Conference 

March 16     End of Third Quarter (50 days) 

March 19 - 23    Spring Break 

April 6      Good Friday 

May 24     End of Fourth Quarter (43 days) 

May 25     Staff Development 

May 25, 29, 30, 31, June 1   Bad Weather - Make Up Days  
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Marion Intermediate School 
  

Daily Schedule 
 

7:30 - 7:55                          Breakfast 

8:00 - 8:10                          School Day Beg ins/Homeroom  

8:05    Tardy Bell/Announcements and Pledge 

10:50 -11:20   1st Lunch: Fourth Grade  

   11:20 - 11:50   2nd Lunch: Fourth Grade  

12:00 – 12:30  1st Lunch: Fifth Grade 

12:30 – 1:00   2nd Lunch: Fifth Grade  

2:50 - 3:00   Students Get Ready 

3:00  Dismiss Walkers, Bike and Car Riders                       

3:05  Start Bus Dismissal                                                             
  (Early, Middle and Late called over the intercom)  

      

    

     
Teachers:  Please have your students ready and quiet so they can hear their bus called.  Know 
what bus your students ride so you can make sure they are heading out the door.  When stu-
dents are late for buses this holds up every school.  When students miss the bus, there may not 
be anyone to come and pick them up.  This is why it is important for your help during the dis-
missal time.  WE DON’T WANT THEM MISSING THE BUS! 
 
Please do not send your students on an errand or to the restroom during this time.  This goes 
for walkers, bike riders and especially car riders.  When students are late coming out for car 
riders, it backs up traffic for cars and buses. 
 
Thanks for you help with this. 
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  Curriculum 

 The curriculum at Marion Intermediate School meets the Arkansas Academic 
Content Standards outlined in the Arkansas Curriculum Frameworks in math, literacy, 
science, and social studies for fourth and fifth grades.  Content and skills are also 
aligned with The Learning Institute’s calendar for interim testing. 
  
 All reading, social studies, science, and math teachers should require written 
open response to a content question at least twice weekly.  Writing teachers should 
produce a minimum of  4 pieces of writing from prompts. 
 
 Reading is taught as a component of literacy and includes fictional reading from 
the basal reader, novels, and other content sources.  Content reading is also empha-
sized in non-fiction reading social studies texts, magazines, newspapers, internet 
sources, etc.  Students are taught to use functional reading in reading and completing 
directions, and in reading maps, recipes, etc.    Writing to answer a question about a 
reading assignment should be emphasized.  Root word students will be a part of the 
reading instruction. 
 
 Math curriculum follows the Saxon program.  Students are taught the steps in 
problem solving and asked to complete problem solving activities in daily work and in 
homework both through Saxon and using other math resources.  Open Response 
questions should be practiced at least twice weekly. 
 
 Writing/Language curriculum will follow the Arkansas Frameworks.  Approved 
textbooks, paragraph editing, Caught Ya’ and other tools may be included in this por-
tion of the Language Arts curriculum.  At least 4 writings should be done from prompts, 
aligned with the TLI expectations should be done quarterly.  Students should have 
multiple opportunities for practice prior to these assessments which should include 
class brainstorming opportunities from prompts before writing.  Language and spelling 
skills are taught as a means to improve written communication.  Spelling will not be an 
individual subject.  Spelling words  may be a small component of the Writing/Language 
curriculum and should be based on commonly misspelled words from student writing.  
Content and style of the writing  should also be a focus of our efforts to improve written 
work.  Language/Writing, and spelling when necessary, will be one subject with one 
grade given. 

Science teachers have also aligned the science curriculum frameworks with TLI 
testing.  Common planning is essential for planning inquiry and conducting hands-on 
investigations as required by state standards.  Science classes will also emphasize 
reading and comprehension using non-fiction texts, magazines, newspapers, internet 
sources, etc.  Students will be taught to use functional reading when completing direc-
tions, and in reading charts, tables, diagrams, etc.  Students should be given regular 
practice in writing responses to the science content using testing expectations. 

 
All students take the Benchmark Exams April 9– 13.  
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CURRICULUM 
 

Textbooks used to teach the curriculum  at each grade level include: 
                Fourth Grade  reading:             McMillan/ McGraw-Hill / novels*  
       
                                          Language   arts:     McMillan/ McGraw-Hilll                   
    Math:                    Saxon Math 4th GR  
                                          Social  Studies:  Harcourt  States & Regions  
       McMillan/McGraw-Hill Arkansas History 
                                          Science/Health         Scott Foresman Science 
                                              
                Fifth Grade       Reading:                 McMillan/ McGraw-Hill / novels* 
        language   arts:  McMillan/ McGraw-Hill 
       Math Saxon Math 65 
    Social  Studies:     Harcourt  Making a New Nation 
                                                                      McGraw-Hill Arkansas History 
                                          Science/Health         Scott Foresman Science 
 
Each student is issued a set of textbooks. He is re sponsible for returning these 
books in good condition when he finishes using them . Price lists for textbooks are on 
the following pages.    
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Fourth Grade 
Classroom Textbook Price List  

 
 
ISBN # 
00-224-556-20  Language Arts   McMillan/ McGraw Hill         $41.70 
 
1565775031  Saxon Math 54  Saxon      $63.40 
 
0-328-0762  Social Studies             Harcourt       $51.80 
 
00-214-707-90   Arkansas History  McMillan     $10.00 
 
0-15-311207-7  Science   Scott Foresman    $50.00 
 
002-184738-X Reading   McGraw Hill     $52.50 
 
 
Classroom set of textbooks = approximately   $270.0 0 
 
 
Teachers:  Please stress to students and parents the cost of textbooks. Students are 
responsible for paying for lost or damaged books.  When a student withdraws, the 
teacher must collect the books and workbooks to issue to an entering student. 
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Fifth Grade 
Classroom Textbook Price List 

 
 
 
 
ISBN # 
9781600325403 Saxon Math    Saxon    $60.95 
 
00-22-4556-39 Language Arts  McMillan/McGraw Hill         $44.85 
 
 
0-328-017639  Social Studies   Harcourt   $57.39 
 
002-147-079-0   Arkansas History  McMillan   $10.00 
 
0-15-311208-5  Science   Scott Foresman  $50.00 
 
002-184739-8  Reading   McGraw-Hill   $52.50 
 
 
Classroom Set of Textbooks = approximately  $280.00    
   
 
Teachers:  Please stress to students and parents the cost of textbooks. Students are 
responsible for paying for lost or damaged books. When a student withdraws, the 
teacher must collect the books and workbooks to issue to an entering student. 
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*Novels on the reserved reading list* ** : 
 
   Fifth Grade         Fourth Grade  
Danger on the Midnight River   The Cabin Faced West 
Hatchet      Dear Mr. Henshaw 
The Wish Giver     The Statue Walks at Night 
Hoot       A Time for Andrew 
Sing Down the Moon    Stone Fox 
Best Christmas Pageant Ever   Chocolate Fever 
Ruby Holler      Skinny Bones 
Bridge to Terabithia     The Indian in the Cupboard 
Chasing Vermeer     From the Mixed Up Files 
Fever 1793      Bud, Not Buddy 
Number the Stars     Castle in the Attic 
Artemis Fowl (book one)    The Music of Dolphins 
The Giver       
A Long Way form Chicago     
The Westing Game       
Running Out of Time     
 
These novels are stored in classroom sets in the library and may be 
checked out to use as needed.  Let Mrs. Martin know if the sets are be-
coming worn and should be replaced! 
 
*List is maintained and up-dated by Robin Catt after consulting with Literacy Vertical 
Team.   
 
**GT has a GT Literature List that is maintained by the GT coordinator.  
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Special Services  

 

504 - In order to fulfill its obligations under Section 504, the Marion School District  has the obliga-

tion to identify and evaluate students suspected by the system as being disabled; and, if the stu-

dent  is eligible, to afford access and reasonable accommodations to the student in order to provide 

educational services. If you have questions regarding 504, contact the counselor. 

 
Focus Reading and Focus Math-  Students who need additional instruction in basic reading and 

math skills may be served in Focus Reading and/or Focus Math. These courses are taught part/in 

addition to the regular curriculum and are intended to strengthen weaknesses in these skills.  

Placement in these classes is based on teacher recommendation, grades, and interim and stan-

dardized test scores.   
 

Instructional Assistants - Each cluster will have a paraprofessional who will be available for as-

sistance for learning needs in the classroom such as:  one on one tutoring, small group practice, 

assisting with lesson presentation, or other various instructional needs you or your students might 

have. Lesson plans submitted weekly will be used to determine classroom needs for the parapro-

fessionals’ assignments for the coming week. Make notes on your lesson plans of particular events 

that might require the para’s assistance. Cluster paraprofessional assignments are listed below: 

 

Cheryl Conrad - Burditt, Morris, Walker and Cole Malloy, Barnes, Meyers 

 

Lacey Jones - Hanks, Currie, Todd and Acuff, Vest, Baker 

 

Clara Snow - Austin, Watson, D. Dillahunty, E. Pirani and K. Pirani, L. Dillahunty, Donner 

 

Kim Tennyson - Patrick, Miller, Hallmark and Nassar, Curry, Bronson, Gurley 

 
Special Education  - Students who are referred, evaluated and found to be in need of  special  indi-

vidualized education are served in the special education program.  Speech therapy, self-contained,   

resource  services and a class  for multi-handicapped children serve severely disabled students  at 

Marion Intermediate School.  Regular classroom teachers, parents, as well as others,  may  make 

referrals for evaluation beginning due process.  The  counselor and special education teachers are 

responsible for due process at MIS. Again, the special education student is the responsibility of all 

of his teachers. Modifications agreed to in the evaluation or annual review conferences must be im-

plemented by the classroom teachers. (I.D.E.A. and P. L. - 94-142 Individuals With Disabilities Act) 
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Gifted and Talented Education  -  The  Marion  TEAM  program  provides  special  services to 

students with above average ability, creativity and task commitment.  Students may be  nominated  
at any time, by anyone including themselves. Dr. Robin Catt requests that referrals for  the  

next  school  year  be  turned  in  to the school c ounselor no later than the first of March for 

placement consideration for the next year.  Referrals  after  March 1  will  be  processed  the 

next school year.  Students who are identified for multiple services are placed  in  heterogeneously  

grouped  home-based classrooms.  These students leave the home base for approximately 2-3 

hours  daily  to  receive  services through homogeneous grouping in a TEAM classroom. 

       Students who are identified as having special needs  in  one  or  two  content  areas  are  

placed  in heterogeneously grouped home-based classrooms.  In the home-based classroom  with  

consultation  or  in  the TEAM classroom with direct services from the TEAM teacher,  these  stu-
dents  receive  at  least  150  minutes of enrichment/acceleration per week. GT cluster teachers 

must highlight these enrichment activities in plan book or teacher guides. 

 Transfer students who have been identified for G/T services in their previous school will be 

staffed by a school site staffing committee composed of the following people: GT coordinator, 

counselor, certified G/T teacher and regular classroom teachers. Prior to staffing, identified ele-

mentary G/T students will have been placed in the cluster for a nine week period. Data to be re-

viewed will include information from the sending school, achievement test scores, grades, and 

samples of the student's work in the last nine weeks. 

 
Accelerated Reader—  Accelerated Reader provides students with time for reading practice, com-

puterized testing to assess comprehension and motivation to read through recognition of levels of 

success. AR is an individual effort t and will be rewarded with pencils, erasers, etc. and the stu-

dents will earn the opportunity to attend the AR celebration at the end of each nine weeks and at 

the end of the year. Since we access Accelerated Reader on the web, MIS students have or 

40,000 AR books and test to choose from. 

 No competition between grades or classes 

 No punishment for not reading 

 Communicate with parents of the weekly paper packets as needed regarding concerns 

 about not meeting goals. 

 Do not let students take AR test after 2:50 (students need to prepare to be dismissed). 

 Medals will be  presented to the two top readers in each class for the 9 weeks (no semes-

 ter) in the honors assembly. 

 Please feel free to reward readers in your class as often as you wish. 
  

 
 
 
 



                                                                                                                              

 16 

Media Center - The Marion Intermediate School media center is an important asset  for  our  
students  and  faculty. Just as we build reading skills in the classroom, we want to build a 
love of  books  and an interest in  reading as a lifelong  activity.  Media center services in-
clude a weekly visit to the library for  each  class. During these visits, the librarian will teach 
the students  how to use the  library, use technology to encourage an interest in reading and 
help students to select and check  out  books.   
 Increased reading for Accelerated Reader will necessitate additional visits to the me-
dia center. Students may make additional visits during AR or during other appropriate times. 
Students should bring AR folders and their completed library book when coming to the li-
brary to check out AR books.  
 A Book Fair is scheduled each spring to give students an opportunity to buy books.  
Parents are encouraged to attend the fair with their children.  The book  fair profits will be 
spent to buy additional materials for the library.   
 Teachers, remember that you now have the ability to access information about media 
center resources from your classroom using the Destiny  library management system. Re-
source  materials  are  kept on professional shelves and  are available to be checked  out by 
teachers.  The librarian  also  aids  the  teachers in coordinating resource materials to  be  
used  for  enrichment  in  the  classroom.  She  keeps  an  up-to-date directory of books, vid-
eos, software, and other materials  in the library. The librarian publishes  a  complete list of 
media center materials each year and provides each teacher with a copy of this information.  
Teachers  are  urged to share ideas for new books and other materials. Mrs. Martin contin-
ues to need teacher input to make selections of boo ks, videos and software to add to 
the library collection. 
  
School Nurse  - A school nurse is at MIS daily. She provides  students with first aid and im-
mediate health care. Teachers, be sure to continue to monitor the freque ncy of visits 
to the nurse by individual students. Each student must bring a completed nurse visit re-
quest to the office. These will be returned to you to be added to the paper packet on Tues-
day. Hopefully, this system will discourage unnecessary visits to the nurse and alert parents 
to chronic complaints. The nurse  is also responsible  for  maintaining  health  records, pro-
viding medical information to parents and teachers, coordinating and following up on vision 
and hearing screenings, and head lice and other communicable diseases control.  She will 
also coordinate vision and hearing screening for 5th GR, BMI data gathering, and scoliosis 
screening for 5th GR girls. Note:  No cough drops or peppermints will be dispen sed 
from the office. 
 
Crisis Intervention  -  Remember, if you push the intercom button in any ro om four 
times in  succession, the room number  will be broa dcast school-wide. This will alert 
the office staff to come immediately to that room.  
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Also, regular duty teachers  must take the walkie-t alkies to the duty sites and 
use these to call for support as needed. This instant communication with the of-
fice can also provide for additional help to calm an aggressive student, control the 
other students who are encouraging the misbehavior and regain needed order. 
Early duty, lunch duty, and late duty teachers - get in the habit of picking up a radio 
as you  go to your duty site. You will learn to appreciate this support if you will use 
the radio when you are on duty! 
 See disaster procedures at the end of this handbook for a school-wide crisis 
plan that will be implemented in the event of a major, school-wide crisis. 
 
Character Education - Character Education will be developed in a cooperative ef-
fort with the counselor and classroom teachers.  The Arkansas General Assembly 
has passed an "Anti-Bullying Law" that requires that we teach children not to bully 
and be aware of instances where bullying is happening.  When you become aware 
of bullying situation, please let Mrs. Molloy or Ms. Reginelli, and the counselor know 
so that we may follow up with these students.  
 
Computer Lab – The computer lab will serve all of our students and using the              
computer will provide our students with another means for practicing skills taught in 
the classroom and computer skills necessary for today’s world.  Mrs. Sorrells,   
curriculum technologist, will work with the teacher to integrate the technology    
lesson with relevant classroom curriculum.  Mrs. Sorrells and the classroom teacher 
will work with the students during this time.            
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Student Activities 
 

Student activities at MIS evolve each year based on student interest and adult support. 
The following is a list of the activities from past years. We up-date this list as students 
and teachers have ideas and as sponsors volunteer. 
 
Jump Rope for Heart is conducted annually by Mrs. McNeely and Coach Shumate as 
a part of the PE program. Students learn about ways to stay healthy and avoid heart 
disease, raise money for the American Heart Association and enjoy jumping rope.  Our 
school is recognized as one of the top ten participating schools in Arkansas by the Ar-
kansas Chapter of the American Heart Association. 
 
 
Benchmark Booster Club  is an after-school program designed to provide practice in 
writing, problem solving and higher level thinking skills needed for proficiency on the 
Benchmark Exam.  
 
Honor Choir is sponsored by Mr. Bates. Students who are chosen for this will need to 
earn good conduct grades and will be able to stay after school as needed.  Mr. Bates  
will be responsible for the students when they have practice after school.   
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Computers/Grade Quick  
  
 Be on the look out for opportunities to learn more about using technology to 
help your students learn. These opportunities may be classes taught by Janice Cook, 
MSD Trainer, on internet use, digital cameras, power point presentation software, or 
other topics she is  planning. Classroom Connect, Crinkles, Instructor and other maga-
zines contain many ideas for technology use.   We now have a school site-license for 
brainpop.com, education city  and edhelper.com 
 
 Several teachers are now trained to download streaming video. Let's continue to build 
science and social studies video libraries to enrich our instruction! 
 
 Remember  the state of Arkansas requires that six hours of ou r staff devel-
opment be in technology. Sign up for Mrs. Cook's cl asses and then practice 
what you learn. Try to do one thing that you have n ot done before: building a 
web-site,  using a new software program, incorporat ing digital camera  or the 
Internet!  
 
 We will use Grade Quick to record grades and to print progress reports.  Mrs. 
Brown  will schedule your students in the correct classes. Check your class rosters af-
ter she has entered the names and let her know the errors. Other than entering 
grades, conduct and comments, teachers will use Grade Quick  to create a  spread 
sheet at each 41/2 and nine weeks and the office will print progress reports for each 
student in each subject area at each 41/2 weeks. Mrs. Brown will print each student a 
one page report card. You must check your  report cards against your spread sheet to 
be sure that they are correct.  
 You may  view information about your students in Grade Quick including ad-
dress, phone numbers, etc. We will put in as much information as possible about each 
student. If you know of changes in student information, please write these down and 
get them to Mrs. Brown. This is very important to our keeping an accurate data base. 
 Attendance will be kept in the office. Teachers will send a list of absentees to 
the office during homeroom and  Mrs. Haley  will enter this information. Do not let a 
student take roll to make sure this is accurate.  This is even more important as we  
continue to tighten our absence policy! 
 All teacher workstations should have Internet  and First Class e-mail access. 
The office will use e-mail to send notes and memos so read your email daily.  Also, 
send administrators  an e-mail when you have a question and can't get to us. We will 
respond! Mrs. Brown or Mrs. Sorrells will help you with your technology questions and 
emergencies. 
 
 Use the Smart Notebook 10 to enhance your use of th e Smartboard to im-
prove student achievement. 
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Ms. Reginelli’s Duties as Assistant Principal  
 

                                  Marion Intermedia te School     
  

1. Assist students in the halls, at assemblies, and in front of the building at 3:00 as 
they leave and anywhere else as needed. 

 
2.  Share handling of discipline problems.  Communicate with parents by phone or mail 
concerning discipline incidents. 
 
3. Handle bus reports, misbehavior conferences and documentation following proce-
dure in handbook. 
 
 
4. Visit the classrooms regularly. 
 
5. Conduct regular fire/tornado drills following procedures in handbook. Keep record of 
dates for central office. 
 
6. Organize two bus safety drills. One should be held as soon after school starts as 
possible. The second should be in early spring. Send memo to Doyle Jones document-
ing these drills. 
 
7. Act as principal when the principal is away from the building. 
 
8. Facilitate office traffic during peak periods. 
 
As time permits: 
 
Be involved in the on-going implementation of the curriculum content standards and 
preparation for standardized testing. 
 
Work on special projects as needed during the year.    
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 Counselor's Duties 
                                               Marion Intermediate School     
  
1. Plan and conduct classroom guidance activities as needed.   
 
2. Conduct small group counseling sessions as needed. 
 
3. Conduct  one on one counseling sessions with students or parents as needed.  
 
4. Prepare testing materials for all group testing including Augmented Benchmark 
Exam. Communicate instructions to teachers in advance of test dates. Send testing 
materials to be scored after completion of testing. Explain scores to students, parents 
and teachers. 
 
5. Create Character Education curriculum with the teachers with emphasis on anti-

bullying and target other social behaviors as needed. 
 
6. Register new students and give them an orientation to MIS. Send for their records. 
 
7. Be aware of students who might qualify for 504 designation. See that all 504 refer-
rals, paperwork and conferences are completed. 
 
8. Serve as special education designee; facilitate referrals for evaluation. 
 
9. Do occasional individual testing for placement considerations other than GT or Sp 
Ed.  This testing includes testing for ESL students. 
 
10. Take an active role in the NCA/ ACSIP  self-study including data gathering, com-
mittee work which includes alignment of curriculum with standardized testing. 
 
11. Work with teachers to complete paperwork for G/T referrals by March 1. 
 
12. Update student records at the end of each semester. Prepare records for MMS. 
May. 
 
13.  Assist with Parental Involvement activities as needed. 
 
14. Work on special projects as needed during the year. 
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Cafeteria 
 

 Each student may complete a free/reduced meal application at the beginning of the 
school year. However, we may no longer require an application. The eligibility list will be 
updated daily for the first days of school until the enrollment stabilizes. Students who were 
approved for free/reduced lunch last year will continue in that status for thirty days. 
 Students should place meal money in an envelope with their name, cafeteria num-
ber, date, and  amount enclosed written on the outside.  Teachers will send these enve-
lopes to the cafeteria in a bag. The cafeteria will send the bag back to the teacher with re-
ceipts to send home.  Please encourage your students to bring meal money on Monday for  
all of the meals they choose to eat during the week.   This year we will move to using ID 
cards as lunch cards.  ID cards will only be distributed to students prior to lunch for this pur-
pose.  A student will be charged $5.00 to replace lost or mutilated cards.   
 A meal account summary for each student will be delivered to you weekly. Cut these 
apart and send them home in Tuesday papers .    
 Each homeroom teacher  must complete a lunch count form  to turn in to the office 
at the beginning of the day. Students must have their ticket in hand when they go through 
the meal line. Students who do not have their lunch ticket should go to the end of the grade 
level line. Lunch tickets will be returned to the homeroom teacher after lunch.  
 The cost of a full price lunch is $1.55; reduced lunch is $.40 and teacher or visitor’s 
lunch  is $3.00. A full price breakfast is $.75; reduced breakfast is $.30; visitor's breakfast is 
$1.00; and extra milk is $.35. 
 Teachers will bring classes to the cafeteria and pick them up on time. Students will 
sit with their homeroom.   
Breakfast at MIS will begin on the first day of school. Breakfast will be served from 7:30 to 
7:55. Students who arrive on late buses will be allowed to eat breakfast; however, students 
who walk or ride in private vehicles will not be served breakfast after 7:55.   
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FACULTY MEETINGS/BULLETINS  
 Faculty  meetings will be held the 1st Wednesday of each month.  Other communi-
cation will be  by e-mail.  Check it daily.  Ms. Reginelli will also publish a monthly calendar. 
 Communication within our faculty is important  to strengthening our Marion Interme-
diate School team. Please take time to read communications from the of fice. Also, 
please let me know when you or your class plans an activity you would like publicized. We 
are always looking for ways to improve communications.  
 

Field Trips  
 Field trips are an important part of the  school curriculum.  Trips are planned to pro-
vide real-life experiences related to units of study at each grade level.  Fourth  grade and 
fifth grade students' field trips will be planned  to coordinate with curriculum and current 
opportunities. All students will attend field trips regardless of conduct grades.   (per 
school lawyer) We can encourage disruptive students ’ parents to go but we can not 
require it.  
Field Trips may be with your class or several classes. When you find a field trip you like, 
please check with office on a date/nature of trip.  Make phone calls to schedule your trip 
and send home information to students. If sack lunches will be needed, check with the 
cafeteria. If dining while out, you will need to research this as well.  Fill out the transporta-
tion request and we will turn it in for  Central Office approval. 
All parents must be notified of the field trip plans and must sign a field trip permission form 
for each trip.  Be sure to take money for the bus drivers' meals if the field trip includes a 
lunch time. Also, be sure that you know specific directions to the field trip site. Do not de-
pend on the driver this information! Note: One field trip per class 
 

Hospitality Committee 
 The hospitality committee will provide official recognition of celebrations and condo-
lences in our lives.  Some of this money is designated for gifts for special occasions for 
specific staff members. In addition, we may all continue to honor these events individually 
as we choose.  
 The committee will collect $25.00 from certified and $15.00 from classified staff at 
the beginning of the  school year. This amount may be given out of your August or Sep-
tember check. Ms. Reginelli is in charge of this money and will carry over left over funds 
each year. However, if the funds are depleted before the end of the year, a second collec-
tion will be made. If you wish to see a break down of how these funds are distributed, see 
Ms. Reginelli. 
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Maintenance and Care of Rooms 
 The custodians will vacuum and empty the trash daily.  However, their efforts 
alone will not result in clean, neat classrooms. We must encourage our students to 
have a strong sense of pride in our school and we must teach the students to respect 
school property and to  help take care of our school.  Since most classrooms are vac-
uumed during the lunch break, teachers should take a few moments at the end of the 
day and have students do some housekeeping before they leave. We have a real op-
portunity to develop a sense of pride and ownership in  MIS  that  will  encourage  stu-
dents to take care of our building.   
 One of the biggest problem areas for maintenance at MIS are the restrooms.  
Monitor restroom behavior.  If you are not watching , there will be problems! 
 Marion School District has a policy regarding the care of interior doors.  Materi-
als such as Scotch Tape, masking tape, Plasti-Tak, etc. contain compounds that can 
cause damage to the finish.  Staples are also not allowed.   
 Teachers are responsible for locking classroom windows, closing the blinds and   
turning off lights at the end of the day. Please see that blinds are closed before you 
leave each day.  See Mrs. Molloy for a work order if you want to ha ng anything 
with nails or screws. Let the custodians know about  spills on carpet IMMEDI-
ATELY and let the office know by the end of the day  if the spill has not been 
cleaned or if your room is not cleaned!!!  

 
MIS Volunteer Program  

                Parent involvement will again be a focus for our school district this year. Vol-
unteer parents and friends who spend time at MIS consistently share positive views of 
your efforts to give all children a good learning opportunity. Volunteers have also  
spent  time  reading  to  classes, sharing information about occupations or other  ex-
periences,  tutoring, assisting during testing, and in other ways. We want to expand 
this volunteer effort  to  include  any other areas of need that the teachers identify.  
Please get to know your parents, and let's put these parents to work helping all of our 
children! 

 
Parent Involvement 

 Hannah Martin is responsible for planning  activities that involve parents.  There 
will be several of these conducted during the year.  More information to follow. 

 
Paper/Copier/Laminator  

  We MUST conserve copies. Copy on front and back when possible. Let the of-
fice know if you run out of available copies. Be sure to let the office know if the copier 
does not work as it should so that we may call for service. When possible, the repair-
man likes to see an example of the problem so leave a sample copy in the office. Be 
sure that copies made at school are for school use. No other use of the copier is al-
lowed without permission of the principal. 
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Signing In  
 The daily sign in sheet for teachers is on the counter in the office.  Please be sure 
that you sign this as you come in at 7:45  or before.  This sheet is part of the documentation 
for teacher attendance used by central office.  Classified employees will clock in and out on 
the time clock in the office or in the teacher center. Ms. Reginelli is the time clock manager 
and will make adjustments for errors with the time clock.  If a classified employee needs a 
time clock correction, Kim Haley has request forms.  Return them to her.    
 

Teacher Absences/Tardies 
Marion School District Teacher Absence Policy: 
1. In case of absence from duty, the teacher is to telephone the principal at the earliest pos-
sible time, preferably the day before the expected absence. The principal of the school shall 
be informed daily relative to continued absence by the teacher. 
a. Selection of substitutes for temporary replacement of an absent teacher will be made by 
the principal. 
b. The teacher should leave the class roll, duty schedule, and complete lesson plans for the 
substitute. 
2. When a teacher returns to work following an absence, he/she is to complete the Request 

for Leave of Absence form on which the teacher will classify his/her absence. This will 
greatly assist in the reconciliation of sick days submitted by the school and the needs of 
the payroll department.  This will also need to be done when out for school business. 

3. School business absences will require an additional form. (Kim will have the forms)  
4. Administrators will complete a monthly report of teacher absences and transmit it to the 

superintendent's office. 
 
Teachers, if you know about your absence in advance, tell Mrs. Haley so that she may find 
the best possible substitute. If you must call early in the morning or in the evening, call Mrs. 
Molloy at 901-734-9440. The district will be using Sub Teach USA. 
No substitute teacher can do the job you do in the classroom! Please be there for your chil-
dren! 
 Teachers should be at school by 7:45 and in the classrooms by 7:55 AM. Duty teach-
ers watch the halls from 7:30 to 8:00.  At 8 AM, the students are the responsibility of the 
homeroom teacher.  They must not be left unsupervised.      
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VIDEOS 
 Videos can be a useful teaching tool when planned to enrich a topic being 
studied.  Videos are  also  good  motivators  and  whole  group  rewards  for positive  
reinforcement.   
 However, videos  should  not  be  over-used.   Watching a video  every  Fri-
day afternoon  may appear to be more for baby-sitting than for learning. Please use 
the television as an appropriate learning tool!  
 We continue to build a video library that enriches our curriculum.  Please let 
the librarian know of videos you would like to use. Also, remember any video that is 
not from our library must be approved by the classroom teacher and the principal be-
fore being shown.                                    
      

WORK ORDERS 
 Teachers are  responsible for reporting needed  maintenance  in  their  class-
rooms.  These requests are done on-line through School Dude.  The custodians may 
be able to do minor maintenance such as changing light bulbs,  etc.  Please let the 
office know if repairs are not completed in a timel y manner. 
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 Plan Book  
 Lesson plans are a  vital part of the organization of the school day.  These plans are 
also essential to the smooth flow of the classroom when the teacher must be out.  All teach-
ers are required to keep a plan book. It should include a daily schedule of class activities, 
daily plans for instruction,  and  schedules of support services. The plan book is the major 
source of  documentation of teaching done in the classroom.  This year, we will be begin 
implementing the use of computer based Standards Builder Lesson Planning.  In compli-
ance with Arkansas Law A.C.A. 6-15-1505 and Departm ent of Education standards, 
the framework number and lesson objective must be w ritten with the lesson.  
 Be sure to document when you teach rules at the  beginning of school and to periodi-
cally note when you  review rules. The duplicate pages of the plan book are to be turned in 
to the office on Thursday afternoon for review by the principal or assistant principal. 
 

Content Planning  
Content teachers must meet regularly to collaborate for content planning.  After in-

terim testing, teachers must meet to disseminate testing results and discuss possible reme-
diation efforts, changes to instruction, and consider other information gleaned from data pro-
vided.  Contents leaders and instructional interventionists, Mrs. Robinson and/or Mrs. 
Fortner, will organized  these meetings as their small group instruction is based on these 
results. Students who need more intense help can be identified at these meetings. These 
planning sessions should be held to plan future instruction so that highly effective teaching 
strategies are being implemented on a regular basis.  Content leaders should keep docu-
mentation of meeting outcomes. 

Cluster Planning  
 Cluster teachers , those who share the same students, have common prep periods 
and should work together to best meet the needs of the students they teach.  Include       
Instructional Interventionists in these meetings if their services might be needed for a stu-
dent “on the agenda”.  Keep documentation of meeting dates, topics, and decisions. 

Substitute Plans  
 Each  teacher should complete a substitute plan listing instructions  to  be followed 
on the days that she is absent.  Any information that will contribute to the  smooth flow of 
the day should be included in the plan.  Be sure to make a note on your plan book telling the 
substitute where you to find any other  important information. Be sure that you have left 
plans that will provide your substitute with the information needed to allow your students to 
have positive learning experiences in your absence. There is no excuse for leaving poor 
plans or no plans except in the case of extreme emergencies.  
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Grade Book 
 Each teacher is responsible for maintaining a grade book. This grade book 
must be kept in Grade quick and may be backed up wi th paper grade book.  
Grades, attendance, discipline documentation, and other important information should 
be kept up-to-date. Discipline must be documented including failure to complete class 
work or homework. This grade book becomes a part of the official school records that 
are turned in at the end of the school year. We can not stress enough the value of 
good documentation when our professional integrity is questioned!!! 

 
Ed-line  

 Teachers should upload grades from Grade quick to Ed -line by Tuesday. We 
have told parents we will post grades weekly so that reports are current. Mrs. Sorrells 
is responsible for assigning passwords for parents who sign up for Ed -line. 
 

Weekly Paper Packets 
 In addition to the on-line information, weekly paper packets should be sent 
home every Tuesday. With paper packets parents can see the actual work done by 
their child. 
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Progress Reports  
 Progress reports will go home mid-way through each nine weeks.  These  reports 
will be created in Grade Quick as individual student reports and will be sent home on the 
following days: 
     Tuesday, September 20 
                                         Monday, November 21 
                                   Tuesday February 14 
                                   Tuesday, May 1 
 
 We will use the custom report  in  Grade Quick . Mrs. Brown  will print these in the 
office.  Teachers should complete a spreadsheet and turn in to the principal before pro-
gress reports are printed. 
 The progress report cover letter must be signed and returned to school. The cover 
letters that you will be required to use will be e-mailed to you each progress report period.  
These should be filed as documentation of communication with parents.   
                                

Report Cards 
 The report card is issued each nine weeks.  We will continue to use computerized 
report cards this year. The teacher's responsibility will be to enter grades, conduct and 
comments in Grade Quick. The office will export  this information and print report cards for 
the teacher to review and distribute. The dates that report cards are to go home are: 
 
                            Thursday, October 20 (conference night) 
                                Tuesday,  January 10 
                          Thursday, March 15 (conference night) 
                         Tuesday, May 29  (mailed) 
 
Either the conference note or the report card must be signed and returned to school. Again, 
the signed and returned conference note/ report card is important documentation of com-
munication with parents. Monitor to see that these are returned and keep them as part of 
your documentation. At the end of the school year, report cards will not be mailed to stu-
dents who owe book charges, meal charges, etc. These report cards will be held in the of-
fice until the charges are cleared. 
 
     Honor Roll  
 Marion Intermediate School Honor Roll requirements are A’s or  B’s  in  all academic 
areas, satisfactory in all support services, and satisfactory  in conduct in all classes.  
 We will recognize Honor Roll award winners each nine weeks. We award Perfect 
Attendance and Subject Area awards at the end of the school year.   We will plan a special 
activity for all students with good behavior at each nine weeks assembly as a motivational 
tool.  Only students who have satisfactory conduct in all classes may be recognized 
at the 9 weeks Honor Roll assemblies.   
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Attendance Records 
 Each teacher should send a list of absent students along with the lunch count to the 
office each morning.  Please do not allow students to complete the absentee report! Be sure 
to keep an accurate record  also in the grade/record book.  This record will provide back-up 
to records kept in the office.  Send notes from parents concerning absences to the office.  Be 
sure that these notes  include the student's first and last name, the date and the homeroom 
teacher's name. Mrs. Haley will enter attendance in the computer. If students are absent for 
several consecutive days, please call and check on it. 
 The attendance register in APSCN and is the official record of student attendance and 
reports  taken from this record are the source of our funding from the state.  It is essential 
that attendance  records be kept accurately.  It is necessary that each teacher communicate 
with the  office to be sure that all reports of absentees, tardies, and drops are accurate.  
Days absent will be totaled in the office, and  reports will be completed by the school secre-
tary.  

Receipt Books 
 Each teacher must receipt all money that is taken up in the classroom unless told oth-
erwise by the office.  All money collected during a day’s time must be receipted and turned in 
to Donna Brown that day.  No money can be left in your room.  This includes picture money, 
party money, field trip money, etc.  The receipt book will be turned in as a part of school re-
cords at the end of the year.  When money and receipt books are turned in to Mrs. Brown, 
she will receipt all money and staple a copy of the receipt in your receipt book.  This action 
cannot be done until both you and Mrs. Brown initia l her copy of the receipt in her re-
ceipt book.  Only then will your receipt book be re turned to you. 
 

 Professional Development  
         Each certified staff member is responsible for participating in and reporting a total of 
60 hours of staff development activities including six hours of technology training  during 
the  school year.  These activities must be related to academic content standards.  Teachers 
must enter staff development in the Shoebox Account through  the coop.  This shoebox tran-
script is the official record of staff development for each teacher. All professional growth ac-
tivities  should be recorded and evaluated on the staff development  forms.  These  forms 
should be kept  up-to-date by each teacher. The forms will be kept  in the blue staff develop-
ment  folder in the classroom and must be available for audit. 
 Also, two hours of parent involvement training are required as mandated by the Ar-
kansas Legislature, 2003.  Parent involvement training will be a part of staff development  in 
August. 
 The 2005 Arkansas legislature also mandated  that each social studies teacher must 
document two hours of  Arkansas History annually.  Be sure to document your hours 
throughout the year in the blue folder provided by the office! More extensive docu-
mentation of the staff development activity and how  it improves instruction must now 
be available at the time a teacher renews certifica tion.  Teachers are encouraged to 
keep a copy of staff development documentation as a  back up to the copy kept in the 
office. 
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Teacher Appraisal System 
 

 The Marion School District has adopted the Teacher Appraisal System  plan for 
teacher observations and evaluations.  These observations are a must of the evalua-
tion process outlined in the Marion School District Policy Book.  TAS observations are 
brief, unannounced visits meant to be observations of the daily teaching experiences.  
The observers will be looking for evidence of the thirteen performance indicators . 
These indicators are listed in the TAS Handbook on the professional shelf in the library 
or see Mrs. Molloy or Ms. Reginelli for a copy of the indicators. 
 The number of observations may vary based on the indicators observed.  Pro-
bationary teachers will have three observations by November and another three by 
February.  Any teacher  who has taught in the Marion School District for three years or 
less is a probationary teacher. 
 Following these observations, all personnel will be evaluated by the principal or 
assistant principal. This  summative  evaluation is done using the form printed in the 
MSD policy book.   
 A  conference to discuss this evaluation will be held before these are turned in 
for central office and school board review.  Probationary teachers will have summative 
evaluations in November following the first three observations and in February. Career 
teachers will have one summative evaluation in the spring. Copies of all observations 
and evaluations will be  given  to  the  teacher and filed at the central office. 
 
 Classroom Walk Throughs will also be conducted by Mrs. Molloy, Ms. Reginelli 
or other staff members.  
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Honor Assemblies 
 Honor assemblies will be the Friday after Report Cards have gone home.  Stu-
dents will be recognized for their cumulative report card for each nine weeks (not se-
mester) for having all  A’s, all A’s and B’s. . 
 
 In addition to the awards above, there will be a year-end honor assembly.  In 
addition to the above, subject awards will be given to the student with the highest aver-
age in each subject.  All teachers will give these awards for every class they teach.   
 

Good Behavior Parties/AR Parties 
 Students will be rewarded for Good Behavior this year.  If a student has earned 
an E, S, and does not have more than two written referrals per nine weeks, the student 
may attend the Good Behavior Reward Party. (Does not have to have honor roll)  The 
Good Behavior/AR party will be the Friday at the end of the nine weeks.  (This is be-
fore report cards go home but you will know who has an E or S in conduct by then) 
If the weather is good, the students will go outside and play. If the weather is not good, 
the students will watch a movie in your classroom, play board games, etc.  We will all 
work in groups to supervise these students. The movie will be selected from Mrs. Mar-
tin with approval from the office.  NO movie may be shown at MIS without the approval 
from the office if it is not in the media center.  We will sell limited candy!!!! 
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Academic Grading Scale 
 

   A    90 - 100   (Advanced)  
    
   B   80 - 89     (Proficient) 

 
   C   70 - 79     (Basic) 

 
   D   60 - 69    (Below Basic) 

 
   F   59 and Below 
 

Students’ work is graded according to the scale abo ve, which is in 
compliance with Arkansas Act 576 of 1993 and has be en adopted as 
Marion School District policy. Pluses and minuses w ill not be used on 
progress reports and report cards 
 
Grades assigned to students for performance in a co urse shall reflect 
only the extent to which a student has achieved the   
expressed academic objectives of the course. 

Nine weeks conduct grades will be assigned according to the following 
scale: 

E- Excellent   0 - 3 misbehaviors recorded 
S - Satisfactory   4 - 11 misbehaviors recorded 
N - Needs Improvement 12 - 19 misbehaviors recorded 
U - Unsatisfactory  20 or more misbehaviors recorded 

Out of school suspension will mean U in conduct not  ISS  
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Art Supplies 
 

 Art supplies such as construction paper, art paper and poster board are kept in 
the bookroom. Teachers should let Mrs. Brown know when supplies are low or when 
other  supplies  are  needed.  
 

Classroom Parties 
 

         Marion  Intermediate  School students will have class parties at  Christmas and 
at the end of school. Students will be asked to bring $4.00 to help pay the cost of par-
ties.  Any  money  remaining  in  the class account will be available at the end of the 
year for the final class party. School district policy  and  state  health  regulations re-
quire that no home prepared foods be served in the classroom at any time. 
         

 COMMITTEE ASSIGNMENTS 
 
ACSIP Steering Committee:  Certified Personnel Poli cy Committee:
  
Kathy Pirani, Co-Chair   Barbara Vest 
Dianna Hanks, Co-Chair    
Hannah Martin, Secretary 
Lovell Howard    Classified Personnel Policy Committee:  
Julie Molloy     Carol Witt 
       
           
District Technology Committee: District Parent Invo lvement Committee:  
Heather Sorrells    Hannah Martin 
Angela Donner    Pam Parkman 
Barbara Vest  
          
Crisis Team:             
Julie Molloy      
Debbie Reginelli       
Pam Parkman 
Leslie Brick 
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Communication  
 Communication is a key to  success  with  parents.  A  good  relationship  with  par-
ents at the beginning of school creates a rapport and sense of teamwork that will make 
the whole year easier. Teachers will receive phone numbers of students as a part of the 
class rolls. A five minute Welcome to My Class  phone call is a great way to begin a posi-
tive relationship with your new students and their families. We  need to do all we can to 
build a sense of respect for our positions as professional educators and respect  for the 
parents’ love and concern for their child.  At times this relationship can not be achieved, 
but we are responsible for doing our part to build this team effort.  Keeping parents in-
formed is one way that we can  build a  sense of teamwork. 
        Teachers are encouraged to use the phones in the teacher work area or in the media 
center meeting room.   Papers should be sent home on Tuesday each week for  par-
ent’s signature. This  should also be a time to provide a weekly  behavior  report. The pa-
per packet cover sheet with the parent's signature should be kept as documentation of 
communication with parents.   
 Remember too that electronic communication is another great tool for communica-
tion.  Emails and Ed-line are both great tools for communication.   Creating your own web-
page is another good way for parents to know what is going on.  Webpages should be 
kept up to date.  
 Please keep records of any parent communications. Document issues discussed 
and make notes for referral later if needed. 
 
     Agenda Planners 
 MIS students will use the Agenda planners again this year.  Remember our goals in 
using these are to increase communication between home and school and to teach our 
students to organize themselves. This tool will work only if the teacher consistently re-
quires students to write down assignments and if the parents consistently demand that 
their children bring the Agenda home each night. Of course, we will not have 100% suc-
cess. However, we will make a difference with many of our children! The Agendas are on 
sale in the office for $8.00. Be sure that your students write their names on the outside of 
the book with a permanent marker.  Students who lose Agendas will pay $8.00 for a new 
one. Be sure that you are consistently monitoring studen ts as they fill out their 
Agendas! 

 Two Parent/teacher conference times are scheduled each year. The first conference 
is set for Thursday, October 20 and the second for Thursday, March 15. Other conferences 
may be held as needed. Be sure to document any time that you meet with parents on the 
forms that are available in the office. Parent/teacher conferences should be held individu-
ally to allow the parents opportunities for privacy.  
 
 Any time that you would like Ms. Reginelli, Mrs Molloy or the counselor to sit in on a 
conference, we will be happy to do so. If a conference becomes unpleasant or non-
productive, feel free to direct that parent to one of us. Home visits may sometimes be nec-
essary to make contact with parents. These visits are often very helpful in understanding a 
student. Ms. Reginelli, Mrs. Molloy or the counselor will be glad to make a home visit with 
you at any time that you feel this would be helpful. 
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Attendance Policy 
 
 Education is more than the grades students receive in their courses. Important as 
that is, students’ regular attendance at school is essential to their social and cultural devel-
opment and helps prepare them to accept responsibilities they will face as an adult. Inter-
actions with other students and participation in the instruction within the classroom enrich 
the learning environment and promote a continuity of instruction which results in higher stu-
dent achievement. In recognition of the need for students to regularly attend school, the 
district’s policy governing student absences is as follows. 
 
 Students shall not be absent, as defined in this policy more than 12 days in a se-
mester. When a student has 6 absences, his/her parent, guardian, or person in loco par-
entis shall be notified that the student has missed half the allowable days for the semester. 
Notification shall be by telephone by the end of the school day in which such absence oc-
curred or by regular mail with a return address sent no later than the following school day. 
 
 Whenever a student exceeds 12 absences in a semester, the District shall notify the 
prosecuting authority and the parent, guardian, or person in loco parentis shall be subject 
to a civil penalty as prescribed by law. 

 
 Students with 13 absences in a course in a semester shall not receive credit for that 
course. If the student fails to receive credit for a sufficient number of courses and at the 
discretion of the principal after consultation with persons having knowledge of the circum-
stances of the absences, the student may be denied promotion or graduation. Excessive 
absences, however, shall not be a reason for expulsion or dismissal of a student. 
 
 At any time prior to when a student exceeds the number of allowable absences 
(unless unable to do so due to unforeseen circumstances), the student, or his/her parent, 
guardian, or person in loco parentis may petition the school or district’s administration for 
special arrangements to address the student’s absences. If formal arrangements are 
granted, they shall be formalized into a written agreement which will include the conditions 
of the agreement and the consequences for failing to fulfill the agreement’s requirements. 
The agreement shall be signed by the student, the student’s parent, guardian, or person in 
loco parentis, and the school or district administrator or designee. Unless a student’s ex-
cessive absence is due to an unforeseen circumstance, the District will not accept a doc-
tor’s note for a student’s excessive absence.  
 
 Days missed due to in-school or out-of-school suspension shall not count toward the 
allowable number of days absent. 
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 Additional Absences - Additional absences that are not charged against the allow-
able number of absences are those where the student was on official school business 
or when the absence was due to one of the following reasons and the student brings a 
written statement upon his/her return to school from the parent, guardian, person in 
loco parentis, or appropriate government agency stating such reason: 
 
To participate in an FFA, FHA, or 4-H sanctioned activity; 
To participate in the election poll workers program for high school students; 
To serve as a page for a member of the General Assembly; 
To visit his/her parent or legal guardian who is a member of the military and been 

called to active duty, is on leave from active duty, or has returned from deployment 
to a combat zone or combat support posting; and 

For purposes pre-approved by the school administration such as visiting prospective 
colleges, to obey a subpoena, or to attend at an appointment with a government 
agency; 

 
The District shall notify the Department of Finance and Administration whenever a stu-
dent fourteen (14) years of age or older is no longer in school. The Department of Fi-
nance and Administration is required to suspend the former student’s operator’s li-
cense unless he/she meets certain requirements specified in the code. 
 
Applicants for an instruction permit or for a driver's license by persons less than eight-
een (18) years old on October 1 of any year are required to provide proof of a high 
school diploma or enrollment and regular attendance in an adult education program or 
a public, private, or parochial school prior to receiving an instruction permit. To be is-
sued a driver's license, a student enrolled in school shall present proof of a “C” aver-
age for the previous semester or similar equivalent grading period for which grades are 
reported as part of the student’s permanent record. 
 
Make-up Work - Students who miss school shall be allowed to make-up the work they 
missed in accordance with the regulations approved by the building principal.   

Half Day Absence - Students who miss three hours or less in one day will be charged 
with a half day absence. The same excused/unexcused absence policy will apply for 
these absences. 
 
Tardies - Students should arrive at school by 8:00 If a student arrives at school after 
8:05, he must stop in the office for a tardy slip.  If Tardies become excessive, Mrs. 
Molloy or the counselor will contact the parent. 
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Rules should be taught daily and documented in plan  book at beginning of school. 
Rules should be reviewed periodically and this re-t eaching documented.  

Marion Intermediate School Rules 
1. Follow directions of all teachers. 
2. Be in assigned seat, ready to work when the bell rings. 
3. Have paper, pencils, books, completed assignments necessary for class activities. 
4. Keep hands, feet, books, and other objects to self 
5.  Do not talk out of order, tease, swear, make rude gestures, or make other put-downs. 
 
Hall Rules  
1. Walk on the blue line in the halls and talk quietly. 
2. Keep hands, feet and other objects to yourself.  Keep hands off walls and  door closers. 
3. Follow the leader when walking in line. 
4. Come to the office only with a pass or emergency form from the teacher. 
 
Restroom Rules  
1. Walk in the restroom. 
2. No climbing in the restroom. 
3. Keep hands, feet and other objects to yourself.   
4. Use bathroom facilities properly. 
5. Dispose of paper towels in the trash can. 
6. Socializing, playing, etc. are not allowed in restrooms. 
 
Water Fountain Rules  
1. Keep hands, feet and other objects to yourself while in 
line. 
2. Let your mouth touch the water only.  Do not touch the 
metal with your mouth. 
 
Cafeteria Rules  
1. Walk in the cafeteria. 
2,  Stand on blue line facing front with hands at side. Stop and go as taught at yellow lines. 
3. Talk to the people sitting beside you or across from you at the table. Do not yell to other ta-
bles. Clean up your mess. 
4. Keep your hands, feet and other objects to yourself. 
5. Stay seated until the teacher dismisses you. 
6. Raise your hand if you need assistance; get up only with teacher's permission. 
 
Bus Rules  
1. Sit with back against seat of the bus. 
2. Keep hands, feet and other objects to yourself 
3. Talk quietly to the person next to you. 
4. Follow the bus driver’s directions                                                 
 


��
����
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Playground Equipment Rules  
 
Swings  
1. Only one person at a time may sit in a swing. 
2. No standing in swings. 
3. Stay away from the swing when not swinging. 
4. Do not jump out when the swing is in motion. 
5. Do not wrap swings over the bars to make them higher.  
          
Horizontal Bars  
1. Do not stand or sit on the bars 
2. Stay clear of the bars when waiting in line for turn. 
3. Do not walk under bars. 
4. Stop crossing the bars before  you rub blisters on your hands. 
5. When a line is waiting to cross, everyone should cross going in  
the same direction rather than meeting each other coming from each end. 
      
Tether Ball /Volleyball, Basketball, Soccer     
1. Play according to rules taught in P.E. 
2. Take turns. 
 
No tackle ball will be allowed. Rough play will res ult in balls being put away. 
No footballs or other balls may be brought from hom e for use during PE.  
We will provide needed balls in the activity equipm ent bags. 
 
The PE teachers will oversee the equipment includin g stocking bags, setting up be-
fore PE and taking in at the end of PE. 
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Teach and reteach: 
 MIS Students are expected to be good citizens. Goo d citizenship  
 includes treating teachers, other students and our  school with respect.  
 

 
Marion Intermediate School 
Assertive Discipline Policy 

 
RULES 
1. Follow directions of all teachers. 
2. Be in assigned seat, ready to work when the bell rings. 
3. Have paper, pencils, books, completed assignments necessary for class activities. 
4. Keep hands, feet and other objects to yourself. 
5. Do not talk out of order, tease, swear, make rude gestures, or make other put-
downs. 
 
 
 
POSITIVE CONSEQUENCES 
1. Verbal praise 
2. Phone call to parents      
3. Notes sent home with students 
4. Rewards - privileges, free time, etc. 
5. Class wide rewards - movie party, extra outside time, etc. 
6. Grade level reward parties at each nine weeks 
                                                                
 
 
NEGATIVE CONSEQUENCES 
       Each teacher is responsible for designing  negative consequences to be used in 
the classroom when a student chooses to misbehave. (Use the form on the following 
page) This plan will be reviewed with the principal and kept on file in the office. 
 
 
IMPORTANT: Document student behavior and negative c onsequences that are 
provided daily in the grade/record book, plan book,  or the Lee Canter documen-
tation log. The conduct grade each nine weeks is ea rned based on  an accumu-
lated record of misbehaviors . 
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Marion Intermediate School 
        100 L. H. Polk 
          Marion, Arkansas  72364 
 
Dear Parents, 
 I am pleased that your child is in my class this ye ar.  I have developed a 
class discipline plan which gives every student guidance in making good decisions 
about his or her behavior and thus an opportunity to learn in a positive classroom envi-
ronment.  Your child deserves the most positive educational climate possible for his or 
her growth, and I know that together we will make a difference in this process. The 
plan below outlines our classroom rules, positive rewards and consequences for ap-
propriate and inappropriate behavior.      
 Rules:  
        1. Follow directions of all teachers. 
          2. Be in assigned seat, ready to work when bell rings. 
 3. Have pencils, paper, books, completed assignments necessary  for class  
 activities. 
        4. Keep hands, feet, and other objects to yourself 
          5. Do not talk out of order, tease, swear, make rude gestures, or make other 
 put-downs. 
To encourage a student to follow our rules, I will recognize appropriate behavior 
with _________________________________________________________________. 
 
____________________________________________________________________. 
However, if a student chooses to break a rule, the following steps will be taken:  
                 First time a student breaks a rule: warning 
                 Second time:_________________________ 
                 Third time:___________________________ 
                 Fourth time:__________________________ 
                  Severe Disruption: Examples - fighting, lying, stealing, or open defiance 
                 Consequence:  sent to principal 
       It is in your child’s best interest that we work together . I will keep you informed 
about your child’s progress in my class through the Agenda, Tuesday paper packets, 
Ed-line, or  phone calls.  I will maintain a record of each time your child’s name is 
taken for misbehavior. His conduct grade will be based on these incidents. 
Please keep the top portion of this letter so you will have a list of the  rules and 
know which ones your child is having trouble with. I have already discussed this plan 
with your child but would appreciate it if you would review it with him or her before sign-
ing and returning the form below. 
Thank you for your support!!   I look forward to a good year with your child and with 
you. 
Sincerely, 
 
Teacher 
------------------------------------------------------------------------------------------------------------------- 
I have received the assertive discipline plan for m y child’s classroom .  
Child’ Name_____________________________________Teacher_____________________  
 
ParentSignature____________________________________ 
 
Comments: ________________________________________________________________ 
___________________________________________________________________________ 
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Disciplinary Report Procedure  
 
Document students sent for office discipline on the  form titled  Student's  
Behavior Disciplinary Action Report.  Teachers complete this form.  
 
This form is the documentation that we send home to  
parents to let them know their child's behavior.   
 
This becomes very important if we begin to see a ch ronic pattern of  
misbehavior!!  
Guidelines for using the forms:  
 
 1. Complete a form when reporting any act of violence, disrespect, disruption of 
class, or failure to follow directions resulting in need for disciplinary action from the of-
fice.  
 2. Complete a form when a student accumulates enough offenses in a day to 
require isolation, or other disciplinary action.  
 
 3.  The law requires that any student who has 2 office referrals in a 9 week pe-
riod a parent conference is required. An individualized behavior plan may be neces-
sary. 
 It may be necessary to send a student to the office without a discipline form if 
you are in the middle of a lesson. However, please send the form at the first opportu-
nity so that the documentation can be completed.  A copy of the disciplinary report and 
the resulting action becomes a part of the student's discipline documentation. A copy is 
mailed home with the letter from the office that documents the incident in APSCN. A 
copy will be put in your box for your records. 
 
This documentation gives the detail necessary when compiling the discipline history 
that results in suspension or expulsion as well as meeting Arkansas law (see p. 43 in 
Student Handbook). 
 
Additionally, a Discipline Record page for each child must be maintained by the home-
room teacher.   
 
The law states that students who are referred to the office more than twice in a 9 week period 
require a face to face conference with parents.  An individualized behavior plan may be neces-
sary. 
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Disciplinary Referral Form 
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The Learning Institute  
               MIS Interim Assessments Dates                                                       

  
The Marion School District is a member of the Learning Institute, a group of Arkansas 
school districts whose common goal is the improvement of student achievement.  The 
Learning Institute has developed a series of literacy, science and math modules that 
assess achievement of Student Learner Expectations based on the Arkansas Frame-
works. The data gained from these tests will assist the MIS faculty in determining indi-
vidual student's skill strengths and weaknesses using the data from the chunk tests.  
The Learning Institute staff will also assist us in planning remediation and preparing for 
the spring state tests. 
 
 
4th GR Math        5th GR Math  

 
 
 
 
 
 
 
 
 
 

 
4th & 5th Reading     4th & 5th Writing  

 
 
 
 

Science4th & 5th Science       
 
 
 
 
 
 
 

 
 
 
 

Module1 September 23  September 23 

Module 2 October 28  November 7 

Module 3       December 7  January 10 

Module 4       February 9  February 22 

Module 5       March 13 May 4 

Module 6 May 15  

Module 1     September 28  

Module 2 October 5 

Module 3     November 10  

Module 4 November 16 

Module 5     January 19  

Module 6 February 1 

Module 7     February 29  

Module 8 March 1 

Module 1 October 27   

Module 2 January 12   

Module 3 March 28  

Module 4 May 9   
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Auxiliary Class Schedules 
 

 Students are scheduled for  library, music, computer lab, and art once a week 
and physical education twice a week.  It is the classroom teacher’s responsibility to 
accompany his/her students to and from auxiliary cl asses. 
 If, for reasons beyond our control, such  as  school-wide  testing  or  assem-
blies, your class may need to be rescheduled for an auxiliary activity. Rescheduling of 
auxiliary classes will depend on the limited flexibility in these schedules.  This does not 
include snow days, holidays or assemblies. 
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Duty Plans 
 The duty teachers will provide the office with a copy of any changes in the as-
sertive discipline plans for each duty time.  Teachers, please teach your students these 
expected behaviors during the first days of school and periodically review throughout 
the year. 

Breakfast Duty 
 Mrs. Martin, Mrs. Fortner, Mrs. Altemus and Mrs Shirley will supervise breakfast  
each  morning.  Students who choose to eat breakfast should go straight to the cafete-
ria upon arriving at school when called by a duty teacher from the front of the building 
or when getting off the bus. Each student will follow procedures according to the duty 
teacher. It is the responsibility of the breakfast duty teac hers to call the students 
from the front of the building at 7:30.  
 Breakfast will not be served for walkers, bike riders and car riders who arrive at 
school after 7:55. However, if a bus is late, those students will be allowed to bo to the 
cafeteria for breakfast. 
 
 
Bookstore 
Carol Witt 
Brandy King 
Cheryl Conrad 
 
Tardies 
Clara Snow 
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Early Duty Plan 
 

 Bus students enter the west end of the building and either go to breakfast or 
their homerooms. Walkers and car riders gather in front of the building and at 7:30 duty 
teachers will call students to go to breakfast or the their homerooms. 
 
Procedure in classroom from 7:30 -  8:00 : 
 
 Students are to remain seated before 8:00 until the homeroom teacher is in the 
room to supervise. Teachers, teach your students these procedures. 
 

Early Duty  
 Mrs. Robinson, Mrs. Linsky and Mrs. Sparks are responsible for early duty each 
morning from 7:30 to 8:00 and along with 3 classroom teachers.( see duty schedule 
page) Mrs. Robinson and a teacher will supervise the east hall, Mrs. Linsky and a 
teacher will supervise the south hall, and Mrs. Sparks and a teacher will supervise the 
west hall until 8:00. Classroom teachers are responsible for their classr oom be-
ginning at 8:00.  
 

LUNCH  
Lunch rotation will follow the  schedule listed below.  Teachers will walk  classes  t o  
the cafeteria and pick their students up in the caf eteria. Being on time is very im-
portant to keeping lunch on schedule.   
 Duty teachers are to be on duty at the beginning of the lunch  period and are to 
remain  on  duty until all teachers have picked up their classes. The  duty  teachers  
are  responsible  for  monitoring  student behavior  in the cafeteria. Duty teachers 
must walk  among the students to monitor behavior a nd maintain a quiet atmos-
phere. Please radio the office when a class has not  been picked up on time. 
 Classes will sit at homeroom tables facing the stage. Classes should enter the 
cafeteria from the door nearest the library and leave the cafeteria on the opposite side. 
  
Classroom teachers, please teach your students expected behaviors at the beginning 
of the school year and reinforce these rules periodically. 
 

Times your students will go to lunch  
 
10:40 – 11:20 Kim Shirley’s class 

10:50 – 11:20 Burditt, Morris, Walker, Malloy, Meye rs, Barnes, Cole 

11:20 – 11:50 Todd, Currie, Hanks, Acuff, Vest, and  R. Shirley   

12:00 – 12:00 Austin, D2, Watson, E. Pirani, K. Pir ani, Donner, L. Dillahunty 

12:30 – 1:00  Hallmark, Miller, Patrick, Nassar, Gu rley, Curry, Bronson 
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 Lunch Duty Schedule  
2012 

 
 

  10:50 – 11:20 11:20 – 11:50 12:00 – 12:30 12:30 – 1:00 
Monday  King   Taylor   Taylor   McNeely 
  Simison  McNeely  Coach Shumate Witt 
  Tennyson  King   Witt   Snow 
  Snow   Simison  Snow   Tennyson 
 
Tuesday  Coach Shumate Coach Shumate Taylor   McNeely 
  King   McNeely  Bates   Witt 
  Tennyson  King   Coach Shumate Simison 
  Simison  Tennyson  Witt   Snow 
 
Wednesday  King   Coach Shumate Taylor   McNeely 
  Simison  King   Bates   Bates 
  Tennyson  Tennyson  Witt   Witt 
  Snow   Snow   Coach Shumate Simison 
 
Thursday:  King   Taylor   Snow   McNeely 
  Simison  Bates   Coach Shumate Coach Shumate 
  Tennyson  King   Bates   Witt 
  Snow   Simison  Witt   Tennyson 
 
Friday:  King   Bates   Taylor   McNeely 
  Simison  King   Bates   Witt 
  Snow   Simison  Witt   Tennyson 
  Tennyson  Snow   Tennyson  Snow 
 
 
Staff that will have lunch duty every day are King, Simison, Tennyson, Snow, Taylor, McNeely, 
Coach Shumate, Witt and Bates.  



                                                                                                                              

 52 

Burditt 
K. Shirley 
 

Barnes 
 

Cole 
 

Malloy 
 

Meyers 

Vest 

TABLE 1 

TABLE 2 

TABLE 3 

TABLE 4 

TABLE 6 

E
m

pt
y 

T
ra

ys
 

S
er

vi
ng

 L
in

e 
S

er
vi

ng
 L

in
e 

1 

STAGE 

DOOR DOOR                            

Acuff 

Baker 

  Currie 

Hanks 

Todd 

Morris 
Walker 

 
 
 
 
 

 
 

 
 
 
 
 

 
 

 
 
 
 
 

 
 

 
 
 
 
 

 
 

 

 
 

 
 
 
 
 

TABLE 5 

1st Lunch 2nd Lunch 



                                                                                                                              

 53 

Austin 
Watson 
 

D. Dillahunty 
 

L. Dillahunty 
 

Donner 
 

E. Pirani 
                     

Nassar 

TABLE 1 

TABLE 2 

TABLE 3 

TABLE 4 

TABLE 6 

E
m

pt
y 

T
ra

ys
 

S
er

vi
ng

 L
in

e 
S

er
vi

ng
 L

in
e 

1 

STAGE 

DOOR DOOR                            

Bronson 

Curry 

Gurley 

Hallmark 

Miller 
Patrick 

K. Pirani 

 
 
 
 
 

 
 

 
 
 
 
 

 
 

 
 
 
 
 

 
 

 
 
 
 
 

 
 

 

 
 

 
 
 
 
 

TABLE 5 

1st Lunch 2nd Lunch 



                                                                                                                              

 54 

Fourth and Fifth Grade Lunchtime Plan 
 

RULES: 
 
1.  Follow the directions of the teacher. 
2.  Stand quietly in line with hands to self. 
3. Talk quietly to the students sitting near by at the table. 
4.   Do not leave seat without permission. 
5.   Raise your hand and wait for duty teacher. 
6.   Do not throw food or other objects. 
7.   Leave the area neat; discard all food, utensil s, and trash in the appropriate                
 places. 
8.   Walk; do not run in the cafeteria. 
 
 
NEGATIVE CONSEQUENCES 
 
1.  Warning 
2.  Isolation for the remainder of the lunchtime 
 
Severe Clause:  Conference with the principal or as sistant principal 
 
Student must have lunch card and hand it to the cle rk at the beginning of the 
serving line. 
If a student does not have a lunch card, he must go  to the end of the grade level 
line.  
Students may not charge meals. 
 



                                                                                                                              

 55 

LATE DUTY 
 
 Mr. Howard, Mr. Bates (except on Tuesdays), Mrs. McNeely plus 2-3 classroom 
teachers (listed on Teacher Duty page) are responsible for late bus duty each day be-
ginning at 3:00. These staff members are responsible for monitoring behavior of stu-
dents who wait for late buses or may need to be in the hallways while bus dismissals 
are called. The duty teachers have developed an assertive discipline plan for this time. 
Teachers, please teach these rules during the first day of school and reinforce periodi-
cally. The students will wait on the cafetorium driveway for the buses. In case of bad 
weather, the students will wait in the  classrooms. We will call them ASAP. 
 
 Mr. Howard will be responsible for taking a radio to late duty. Mrs. Taylor will monitor 
students at the east end of the building. 
 
All bus students will exit the building using the  west doors.  
 
Students who  walk,  ride bicycles or cars will be dismissed from their classrooms at 
3:00. Bicycles riders should leave campus immediately.  
 
Students who ride buses will be dismissed from their classrooms beginning at 3:05.  If 
weather forces late buses to be called from the rooms, we will try to move students out 
of the classrooms as quickly as possible. 
 
Walkers and car riders are to exit the building from the front doors. Students are not to 
wait for rides at the east end of the building near the gym.  This area  is a source of af-
ter school problems with students from other buildings so please discourage students 
from meeting rides at the east end of the building! 
 
Ms. Reginelli or Mrs. Molloy, Mrs. Sorrells, Mrs. Ray and Mrs. Tennyson will monitor 
car riders in front of the building each afternoon. Mrs. Simison will supervise students 
in the hallway at lounge door. 
 
All teachers are responsible for monitoring student s as they exit the building in 
the afternoon. Teachers must be in the halls.  Fifth grade teachers are responsi-
ble for stopping students from using the east end d oors. Everyone must super-
vise an orderly dismissal from the building. This i s especially important as the 
bus students move down the 
west hall to the buses. 
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Every Day Duty Schedule  
 

Breakfast 7:30 – 8:00 
Every Day:  Marci Altemus, Avis Fortner and Hannah Martin & Kim Shirley 

 

Hall Duty 7:30 – 8:00 
Every Day:  Nancy Sparks, Rhonda Linksy, and Temple Robinson plus 3 classroom                                                  
 teachers  

(If you have 7:30 duty you may not leave until 3:30) 
 

Lunch Duty Every Day 
Every Day:  Brandy King, Simison, Beth Tennyson 

Clara Snow, Mona Taylor, Natalie McNeely 
Coach Shumate, Carol Witt, Barry Bates 

 

Bus Duty 3:00 – when the last bus leaves 
Every Day:  Natalie McNeely, Lovell Howard, Barry Bates plus 2 -3 classroom teachers  
 

Hall Duty by the office 3:00 – last bus called 
Every Day:  Julie Molloy 

 
 

Hall Duty by the Lounge 
Every Day:  Simison 

 

 Car Duty in the front of building 3:00 – 3:30 
Every Day: Debbie Reginelli, Michelle Ray, Beth Tennyson, Heather Heather Sorrells 
 
 

East End of Building 3:00 
Every Day:  Mona Taylor 

 
 

Office Duty   
Every Day:  Clara Snow 8:00 - 9:00  

     Cheryl Conrad 10:30 - 1:20 
 

When you are absent please make sure you have your duty covere d. 
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Teacher Duty Schedule 

         
Hall Duty 7:30 – 8:00   

 
 
 
 

 
 
    

Bus Duty 3:00 – Last Bus  
 
 

 
 
 
 
 
 

 

 

 

Teachers will be on duty with the everyday staff me mbers.  Everyone is respon-

sible for knowing the procedures of the duty positi ons.  If you are on bus duty, 

please ask a buddy to watch your class at the end o f the day.  If you are absent, 

please switch your duty days with someone.  Please make sure you are on time!! 

 

 West Hall East Hall South Hall 

Monday Vest Watson Miller 

Tuesday Acuff Donner Malloy 

Wednesday Morris Patrick Cole 

Thursday Burditt Austin Meyers 

Friday Gurly K. Pirani Walker 

Monday Hallmark & Nassar 

Tuesday Bronson, E. Pirani, Todd 

Wednesday Barnes & Curry 

Thursday Currie & D. Dillahunty 

Friday Hanks, L. Dillahunty, Baker 
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Shuttle Bus 
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CRISIS PLAN  
 
LOCKDOWN:  "CODE RED"  The Marion School District will use "CODE RED" to 
announce that the building level lockdown procedure is being initiated.  The adminis-
trator initiating the lockdown will announce "Code Red”. This announcement will be re-
peated. At this time, the lockdown procedure  will necessitate the teacher's securing  
their classrooms for the maximum safety of students. Teachers should immediately 
take  roll and  make a list of students that are absent from the room with any notes 
about their  whereabouts.  Teachers and staff not directly involved in a classroom will 
come to the office for assignments.  
 
EVACUATION:  "CODE GREEN"  The Marion School District will use "CODE 
GREEN" to announce that the building is being evacuated.  The evacuation will follow 
the fire evacuation plan, unless the building staff members are directed to do other-
wise. 
 
Other emergency situations will be communicated using either the bell, the intercom or 
the bullhorn,  for fire, tornado, hostage incident, bomb, earthquake, suicide, nuclear, 
abduction or shooting. 
 
DO NOT LEAVE   YOUR STUDENTS UNATTENDED AT ANY TIME  .  
DO NOT LET STUDENTS COME TO THE OFFICE TO MAKE PHON E CALLS. 
 
It is essential that teachers know where their stud ents are and be able to ac-
count for them!  This is always good supervision bu t becomes absolutely vital in 
an emergency. 
 
Teachers must keep a class roll, sign out sheet, contact names and phone numbers 
and the classroom first-aid kit readily available. Teachers will call roll and account for 
all students. Teachers may sign out students using the sign-out sheet that is a part of 
the crisis plan. 
 
All staff that is not supervising students will report to the office, for instructions. Mrs. 
Molloy or Ms. Reginelli will be responsible for calling the police and central office.  The 
custodians will turn off electricity and gas in case of natural disaster. 
 
The nurse will determine what emergency medical services are needed and call 911 if 
necessary. Other first-aid/ CPR trained personnel will assist the nurse. We will call 
nurses from the other campuses if the nurse  feels that they are needed. 
 
All staff not involved in supervising children and taking care of the injured must be 
ready to help with checking out students as parents come to pick them up. Four clip-
boards are ready in the office to provide homeroom teachers’ names and to give par-
ents a place to sign students out.  We must do our  best to know who checks out 
each student and when so that we can account for al l students.    
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It  will be absolutely necessary that we stay calm and keep the children calm during 
any emergency. All staff must stay on duty until dismissed by the principal or assistant. 
 
If media calls or comes on campus, principal or assistant will act as spokesman or di-
rect the media to Mr. Johnston who will act as spokesman. We will not speak to the 
media. We will not allow media to come in building or set up outside on school prop-
erty. We will not allow media to interview children. Staff members will not speak to 
the media. 
 
Immediately following the emergency, principal, counselor, and teachers will assess 
need for crisis counseling services for students. The counselor will be responsible for 
calling all school district counselors, Counseling Consultants counselors, Counseling 
Services of Eastern Arkansas counselors, St. Francis Outreach Counselors and local 
ministers to provide services as needed. 
 
 

Responsibility of Staff Members 
 

All teachers  are responsible for the students in t heir room at the time of the emergency.  
 
The other responsibilities of staff members are: 
 
  School Nurse   CPR 
  Mrs. K Shirley   CPR 
  Mr. Howard    Radio/West Hall/Front of Building 
  Counselor    Traumatized adults/students 
  Mrs. Crosby    Gas and Electricity 
  Mrs. Selvy    Gas and Electricity 
  Ms. Witt    Keep Mr. Howard's Class 
  Mrs. Brown    Phone 
  Mrs. Haley    Phone 
  Mrs. Barrow    Keep Mrs. Shirley's Class 
  Mrs. Sorrells    Lobby helping with parents  
  
      
 
 
Any staff member who is not supervising students at  the time  
of the emergency should report to the office immedi ately for an as-
signment. 
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Avondale Elementary Rachelle Mize 

Marion Elementary Gail Fogleman 

Marion Intermediate Temple Robinson 

Marion Middle Nancy Hardy 

Marion Junior High Dana Jones 

Marion High School Melissa Kohl 

Marion School District 
2011-2012 

 
 

Teacher/Staff Child Care by Building 
 
 

In the event of an emergency at one or more of our schools, the teacher/staff listed below 
have been assigned to care for staff children at their campus. 
 
You may elect to contact the person listed below to share specific information about your 
child including who may pick them up in an emergency situation. 
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TORNADO SAFETY PROCEDURE 

MARION INTERMEDIATE SCHOOL 
 

1. A weather radio and TV will be in the principal's office for listening to weather infor-
mation. 
 
2. When tornadoes are in the area, the principal, assistant principal and support  staff  
will  be  responsible  for  keeping  a close look-out for forming tornadoes. 
 
3. If there is a warning on the radio or a tornado is sighted, all pupils will be moved to 
their assigned areas. 
 
4. Each teacher will be informed of the plan for movement  of  all  students  and be re-
sponsible  or  preparing students for this movement. 
 
5. The students will move immediately upon alert of tornado into their assigned spots. 
 
6. Pupils will be taught to take the following position: sit flat on the floor, back against  
the wall, knees to  chest, head on knees with hands over head. 
 
7. The teacher will be the last person to leave the room, checking  to  see  that  all  
windows  and  doors  have been closed.  
 
8. The teacher will be responsible for having her roll book on  hand  and  checking  the   
roll  immediately  after securing her children in place. Be sure to note any student who 
is absent and why he is not with the class. 
 
9. The support staff will be responsible for checking the bathrooms to see that all  chil-
dren  get  out  and  with their own group. 
 
10. The signal for a tornado alert will be emergency be ll tone,  or if the power is off 
by the ringing of a hand bell. 
 
11. Tornadoes usually travel from a southwesterly to a northeasterly direction. 
 
12. The custodians will be responsible for turning off gas supply to the building at the  
pipeline  valve  outside the building.  A wrench will be kept in the boiler room to  turn  
off  the  valve.  The  custodians  will also be responsible for turning off electrical cur-
rent.                                                                                                              
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13. Students will be permitted to leave school during a tornado warning ONLY when 
the parent calls for them at the school and checks them out through the office. 
 
14. If a storm is approaching at dismissal time and it is believed that the students will 
not have time to reach home before it strikes, they should be kept in the building until it 
is deemed safe to dismiss  them. 
 
15. If a tornado should strike: 
         a. The nurse will assess injuries and advise principal to secure medical assist-
 ance. 
 b. Mrs. Molloy or Ms. Reginelli will be responsible for getting word to the police  
 department and central office. 
 c. Teachers must stay with their own groups. CPR trained teachers will go to the 
 injured when someone is there to supervise their group. 
 d. Injured students should not be moved.  Teachers should move the classes to 
 dry areas - away from the injured once emergency medical help arrives for the 
 injured. 
 e. Make the injured students as comfortable as possible until medical help ar
 rives. 
 f. Release students to the parents after making record of who picked student up 
 and at what time. 
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Tornado Drill Procedures 
2011-2012 

 
5th Grade Teachers:  
Students will take cover under the desks and along the walls 
away from the cubbies and windows.  
Hallmark will remain in room  Miller will go to Ray’s room 
Ray will remain in room   Donner will go to Ray’s room 
K. Pirani will remain in room  L.Dillahunty will go to K. Pirani’s room 
D.Dillahunty will remain in room  E. Pirani will go to D.Dillahunty’s room 
Austin will remain in room   Watson will go to Austin’s room 
Patrick will go to Hallmark’s room 
 

Teachers: West Hallway  
Students will take cover under the desks and along the walls 
away from the cubbies and windows.  
Gurley will remain in room  Vest will go to Acuff’s room 
Nassar will remain in room  Baker will to go the wall between Hanks & Nassar 
Hanks will remain in room  Todd will go to Hank’s room 
Currie will remain in room  Bronson will go to Nassar’s room 
Acuff will remain in room  Curry will go to Gurley’s room 
McNeely and Coach Shumate will remain in room 
 

Teachers:  South Hallway  
Students will take cover under the desks and along the walls 
away from the cubbies and windows. 
Barnes Outside  of classroom - double rows 
Sparks Outside  of classroom - double rows 
Walker Outside  of classroom - double rows 
Howard Outside  of classroom - double rows 
Malloy  Outside  of classroom - double rows 
Meyers Outside  of classroom - double rows 
Morris  Outside  of classroom - double rows 
Burditt  Outside  of classroom - double rows 
 
Linsky, Altemus, Fortner, Bates, Taylor, and Robinson will fill in down the hall behind 
other classes . 
Multihandicapped - Girls restroom on south hall 
�
�
�
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         BOMB AND FIRE DRILL INSTRUCTIONS 
              MARION INTERMEDIATE SCHOOL 
 
Code Green: Evacuate 
 
 The signal for the fire drill will be the tone soun ded when the alarm is 
pulled.  This is a very loud continuous tone.  The all clear signal will be one long 
ring of the bell. 
 
 Each teacher will assemble her students in a group on the playground or park-
ing lot away from the building.  The teacher will take her roll book and call the roll.  
Each teacher will assign two students from her room to make sure all the windows and 
doors are closed and the lights are off.  The teacher will be the last person to leave the 
room.  The support staff will check the restrooms to see that all children are out of the 
building.  See next page for exit plan. 
 
  All bomb calls will be considered legitimate until proven otherwise.  The 
building will be evacuated immediately, using the same procedures as the fire drill.  All 
teachers are to take their roll books and call roll.  Each teacher will appoint two stu-
dents from her class to make sure that windows are open during the bomb threat.  The 
police department will be notified immediately upon receiving a bomb call.  The custo-
dians will be responsible for turning off gas valves and electric service.  If a bomb ex-
plodes, the principal will be responsible for securing medical help. 
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MARION INTERMEDIATE SCHOOL 

 
EARTHQUAKE RESPONSE PLAN  

 
 I.    Procedures for Post-Earthquake Building Evacuation 
 Use fire drill evacuation plan.  Students will quickly and orderly exit the building  
 Using the fire drill exit plan or safest route. Teachers will explain to the students  
 that it  may be hard to maneuver through the debris that may have fallen in their 
 path. 
 
       Student and Staff Safety (search and rescue, first-aid, and record keeping) 
               Teachers with CPR and first-aid training will apply first-aid to injured students. 
               Search and rescue is done by principal and support staff. 
               Records are kept by each classroom teacher. 
 
       Building security (utilities check, damage assessment) 
               Secretary and custodians will shut-off water and gas valves and electrical power 
               switch and check for building damage. 
 
       Communication (on and off-site). 
               Battery-powered megaphone 
               Battery-powered portable radios to receive information from emergency officials. 
               Telephones if in service 
 
 II.   Staff roles and responsibilities 
               Teachers - Education of students and drill procedures. 
               Follow earthquake response guidelines. 
               Check for injuries and keep records 
 
               Resource personnel (secretary, office aide, school nurse, counselor, librarian, 
Spec.  Ed. 
               teacher, aides and custodians). 
               Check for injured students and other injured personnel. 
               Apply first-aid treatment and assist wherever help is needed. 
               Custodians do utilities check and damage assessment. 
 
III.    Earthquake education 
               Earthquake drills periodically. 
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EARTHQUAKE RESPONSE GUIDELINES  
 

IF INDOORS: 
 
 Stay inside, move away from windows, shelves, and heavy objects and furni
 ture that may fall. Take cover under a table or desk, in a corner, or in a strong 
 doorway. 
 
 In hall or other areas where no cover is available, move to the interior wall, 
 kneel with back to wall, place head close to knees, cover sides of head with el
 bows and clasp hands firmly behind neck. 
                       
 In library, immediately move away from where books and bookshelves may fall, 
 and take appropriate cover. 
 
        In cafetorium, move away from windows and take cover under a table. 
 
IF OUTDOORS: 
 
        Move to an open space, away from buildings and overhead power lines.  Lie 
 down or crouch low to the ground (legs will not be steady).  Keep looking 
 around to be aware of dangers that may demand movement. 
 
        Teachers will take the class record books and first-aid kits with them when 
 evacuating the building. 
 
        Indoors or outdoors, when an earthquake occurs: 
       TAKE ACTION AT THE FIRST INDICATION OF GROUND SHAKI NG. 
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CLASSROOM EARTHQUAKE DRILL 
 
Objective:   During an earthquake drill or at the first sign of ground shaking, students demon-
strate their ability to react immediately and appropriately. 
 
 
DROP AND COVER 
FACE AWAY FROM WINDOWS 
REMAIN UNDER SHELTER UNTIL SHAKING STOPS 
BE SILENT 
 
Following the teacher’s command, students will: 
 
      1. Immediately TAKE COVER under desks or tables, and FACE AWAY from windows. 
 
      2. Remain in sheltered position for at least 60 seconds. 
 
      3. Be silent and listen to instructions. 
 
  During the earthquake drill, teachers will: 
 
      1. Take cover. 
 
      2. Talk calmly to students. 
 
      3. Review procedure for evacuating classroom. 
 
      4. When leaving the classroom, the teacher will take her roll book and 
         first-aid kit. 
 
Students will quickly and orderly exit the building using the fire drill plan or the safest route. 
The teacher will explain to the students that it may be hard to maneuver through the debris 
that may have fallen in their path. 
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Leslie Brick 

 
Sandy Malloy 

 
Evelyn Simison 

 
Rosemary Barrow 

 
Carol Witt 

 
Michelle Ray 

 
Kim Shirley 

 
Angela Austin 

 
 

Please post in room. 

CPR TRAINED PERSONELL 
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Instructional Supply Money 
2011 - 2012 

 
 

An Act To Increase The Amount That School Districts  Must Give 
To Teachers For The Purchase Of Classroom Supplies  

 
Section 1. Arkansas Code § 6.21-303(b)( I ), concerning allowance for teacher’s to pur-
chase classroom supplies, is amended to read as follows: 
 
a. ( I XA) Each school district, according to its established reimbursement policy, 

shall provide to each prekindergarten through sixth-grade teacher in each fiscal 
year the greater of twenty dollars ($20.00) per student enrolled in the teacher’s 
class at the end of the three (3) months of the school year, or five hundred dollars 
($500), per classroom for the teacher to apply toward the purchase of related 
commodities for use by that teacher in his or her classroom or for class activities. 

b. The teacher must provide to the school district receipts documenting any pur-
chase. 

c. Each fiscal year the superintendent of each school district shall provide a state-
ment to the State Board of Education attesting to the districts compliance with this 
section and attach any supporting documents that the State Board of Education 
may require by regulation. 

 
In compliance with this new law, we must document that we have purchased $500 in 
classroom supplies and materials that you choose. One hundred dollars of the $500 is 
used for paper, copies, laminating, Scantron forms, etc.  Use the remaining $400 
throughout the year. You may purchase your own supplies using the following proce-
dures: 
 
1. You may choose to purchase your supplies and be reimbursed from your receipts.  
Turn your receipts in to Mrs.Brown in an envelope with your name and date on the out-
side. 
 
2.  You may choose to purchase supplies at Learning House or Knowledge Tree and 
charge using your purchase order # as you have in the past. 
 
3.  You may check out the Wal-Mart card from MSD central office and return it with the 
receipt for your purchases. 
 
 
4. Please have all school related purchases rung up se parately from your per-
sonal purchases.  
The auditors will reject tickets where personal items are interspersed with school pur-
chases. 
AR books, novels, and instructional materials distributed by the principal are not de-
ducted from the $500. 
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The Standards of Professional Conduct are set forth as follows: 
 
Standard I: An educator maintains a professional relationship with each 
student, both in and outside the classroom. 
 
Standard 2: An educator maintains competence regarding skills, knowledge, 
and dispositions relating to his/her organizational position, subject matter, 
and/or pedagogical practice. 
 
Standard 3: An educator honestly fulfills reporting obligations associated 
with professional practices. 
 
Standard 4: An educator entrusted with public funds and property honors 
that trust with honest, responsible stewardship. 
 
Standard 5: An educator maintains integrity regarding the acceptance of any 
gratuity, gift, compensation or favor that might impair or appear to influence 
professional decisions or actions and shall refrain from using the educator's 
position for personal gain. 
 
Standard 6: An educator keeps in confidence secure standardized test mate-
rial as well as information about students and colleagues obtained in the 
course of professional service unless disclosure serves a professional purpose 
or is allowed or required by law. 
 
Standard 7: An educator refrains from using, possessing and/or being under 
the influence of alcohol, tobacco, or unauthorized drugs while on school 
premises or at school-sponsored activities involving students. 
 
Disciplinary Action. 
 
The Professional Licensure Standards Board (Board) is authorized to recom-
mend to the State Board probation, suspension. revocation or denial of a teach-
ing license or the issuance of a reprimand or warning after an investigation is 
held after notice and an opportunity for a hearing are provided to the license 
holder. The Board is also authorized to recommend other avenues to assist the 
educator via training. coursework or rehabilitative treatment. (All costs would be 
assumed by the educator.) The State Board of Education may direct the Arkan-
sas Department of Education to monitor progress toward the completion of any 
corrective action. 
 
For complete Code of Ethics Rules go to the Arkansas Department of 
Education Website (arkansased.org) 
Under Quick Links, select State Board of Education 
Select Rules 
Select Current Rules 
Select Code of Ethics for Arkansas Educators 
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       Julie       Debbie     
  
        
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

     Laura Burditt    901-590-8280       Lacey Jones         618-841-0559 

      Donna        Kim  
 
 
 
 
 
 
 
 
 
 
  

 
 
 
 
 
  

     Marci Altemus      793-3232    
                    Pam 
     

Debbie Reginelli 732-2888 

Donna  Brown 870-636-1707 

Kim Haley 901246 

Pam Parkman 870-261-3573 

Darlene Crosby 870-514-7702 

Della Selvy 870-343-9984 

Heather Sorrells 739-2288 

Courtney Currie 901-848-5615 

Sandra Curry 739-3401 

Donna Dillahunty 870-768-5215 

Laura Dillahunty 1-870-339-3601 

Angela Austin 732-1054   870-733-5350 

Terri Barnes 901-647-0203 

Rosemary Barrow 735-3883 

Barry Bates 732-5901 

Leslie Brick 739-3224 

Ginger Bronson  732-1357 

Angela Donnr 1-870-657-2515 

Avis Fortner 733-5967 

Amy Gurley 901-489-8827 

Leslie Hallmark 739-0303 

Brandy King 870-636-0416 

Carol Acuff 739-3639 

Dianna Hanks 735-4986 

Lovell Howard 901-326-9670 

Barbara Vest 739-3096 

Sandy Malloy 739-2296 

Shelby Cole 901-277-1449 

Rae Baker 901-351-8591 

Rhonda Linsky 828-447-0008 

Hannah Martin 739-6671 

Natalie McNeely 901-647-6642 

Evelyn Simison 870-702-1652 

Christy Miller 870-514-3834 

Judy Morris 739-1979 

Mary Beth Nassar 870-733-2113 

Melinda Patrick 1-870-339-2547 

Elizabeth Pirani 870-636-0630 

Kathy Pirani 870-514-6992 

Michelle Ray 901-409-1835 

Temple Robinsom 901-674-2416 

Kim Shirley 739-6508  901-647-6508 

Ken Schumate 1-573-717-6677 

Natalie Meyers 501-844-6566 

Clara Snow 901-921-0593 

Nancy Sparks 901-212-0002 

Mona Taylor 739-2911 

KimTennyson 870-514-0241 

Tracy Todd 870-636-0216 

Cheryl Conrad 901-262-9850 

Mary Walker 739-2493 

Kim Watson 901-380-8808 

Felisia Williams 901-262-5159   739-4768 

Carol Witt 739-4671  870-636-1964 

Pam Young 735-7187 


