
 

  



 

 
 

 
Leadership Roles and Responsibilities 

 
Objective: To inform staff of the roles of WHE leaders. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
 
 
 
 

 

• Coaching / Mentoring • Curricular Experts 
• Content-Area Mentor 
• Department Advocate 
• Professional Development 

 

 • Instructional leadership & 
vision 

• Discipline & Operations 
• Community Relations 

Principals Instructional Coach 

Department Chairs Lead Teachers 

Committee Chairs 

Schoolwide governance in the following categories: 
• PBIS (Positive Behavior Intervention Supports 
• Family Engagement 
• Leadership Team 
• Hospitality 
•  

 
 



 

 

 
 
 
 

Who Does What? 
Secretary Lee Berry  
Bookkeeper Lauren Moroz  
Copiers/Ink Lee Berry  
Maintenance/Facility Use Suzanne Hammonds  
RTI Melanie Shultz  
PBIS Blair Harrison  
Behavior  Administration  
Curriculum/Textbook Maria Collier  
Nurse Stefanie Mathews  
Guidance Counselor Falon Sullivan  
Social Worker Taylor Smith  
SRO Officer   
TNCompass Kristen Jackson  
Attendance  Lee Berry/Lauren Moroz  
Aspen/Gradebook Lee Berry   
S-Team Suzanne Hammonds  
Bus Time Sheets/TA Time 
Sheets  

Jackson  

   

 
 
 
 
 
 
 
 
 
 



 

 

 
 
 
 

Professional Expectations 
Objective: To communicate the expectations of a professional work environment. 

 
 Student Success 

o Every day is a fresh start.  
o Students should not be left unattended at any time. 
o Create positive relationships with parents. 
o Solid and consistent classroom routines and expectations. 
o Look though students CRs  
o PAC times goes through administration. 
o Students are expected to be at a level 0 in the hallway.  
o Classroom Communities/Constitutions 
o PBIS/Circles Daily 

 
 Curriculum 

o Lesson Plans should be completed on the drive by Monday morning. 
o Contact parent at 3 missing assignments. 
o Take advantage of uninterrupted instructional blocks 
o Making learning engaging  
o 2 grades per week per content area (1 for SC/1 for SC) 
o Communicate with ELL and SPED teachers regarding students.  

 
 Dress Code 

o Faculty is expected to dress professionally setting a positive 
example for students.  

o Professional dress also fosters respect from students and peers.  
 

 Teacher Absences 
o Use Frontline to log in and register absences as soon as possible. 
o Let an administrator know if you will be out sick.  
o Personal leave must be submitted no fewer than three days prior to 

the requested date in Frontline. 
o Be sure to leave detailed sub plans, including the daily schedule and 

class lists for substitute. 



 

 

o Administrative prerogative time is limited to one hour.  If you need 
to be absent for more than one hour, please request one-half day 
of leave (sick, personal or leave without pay).   

o If you must leave during school hours, your students must be 
properly supervised during your absence. 

o Requests for Administrative Prerogative must be made in person to 
an administrator prior to leaving. (Secretaries do not have the 
authority to approve.)        

o You must sign in and out in the Administrative Prerogative notebook.  
The secretary has the book in the office. 

o Review the guidelines from Knox County included in the faculty 
handbook. 
 

 
 
 

 Professional Development Hours  
o Each staff member must complete 12 hours of professional 

development outside of school hours and 6 hours of parent contact. 
(see attached document for guidelines) 
 

 Individual Education Plans (IEPs) 
o You should receive an at a glance on any student with an IEP at 

the beginning of the year. Reach out to the students’ case manager 
if you do not receive within the first week of school.  
 

 Evaluations 
o Each teacher is evaluated according to his/her prior effect data. 

Stage I teachers will have two observations (one announced and one 
unannounced) and four walkthroughs. Stage II teachers will have 
four unannounced walkthroughs.  

o Lead teachers will work with Stage I teachers and complete the 
four walkthroughs. Administration will complete formal evaluation 
announced and unannounced.  

 
 

 Professional Relationships 
o All staff are expected to maintain a positive working relationship 

with all staff members. Develop a positive attitude. Avoid gossip and 
negativity.  

o Be aware of student presence when communicating with other staff 
members.  



 

 

o If conflict arises respond early in a proactive manner instead of 
reacting hastily 

o If a resolution cannot be reached, bring areas of concern to 
administration. 

o Remember we are all working together for the good of our 
students! 
 

 
 

 Social Media 
o Employees may have corrective action for online conduct and/or 

speech which the district reasonably believes will cause corruption 
throughout the day. 

o No postings should negatively allude to school (students, teachers, 
or parents). 
 

 General House Keeping Guidelines 
 

o All staff are expected to read the PAC NEWS daily. 
o Personal use of cell phones should only be used during the school 

day in the event of an emergency.  
o All staff members must sign an Electronic Media Agreement and be 

aware of the guidelines set forth in School Board Policy IFABA.  All 
staff members must read and abide by the Guidelines for 
Acceptable Use of Electronic Media established by Knox County 
Schools.  The librarian will give you the proper form.   

o Please be careful with the use of Face Book and other social 
networks.  You should not post anything on any social media during 
work hours, or while on school premises. Your image and reputation 
can be damaged by careless postings that the entire world can see.  
You are expected to always have professional behavior.  Remember 
DO NOT post pictures of students to your social network accounts.   

o All teachers must always wear nametags.  Staff should stop any 
adult who is without a nametag and send him/her to the office to 
sign in and get a nametag.  All visitors will be required to sign in 
and out on a visitors’ log and to wear a visitor’s badge.  

 
 

 Teacher Committees 
 

o All Teachers are expected to serve on one committee.  
 
 



 

 

 
 
 
 

School Day Expectations 
 
OBJECTIVE: To establish written norms for teachers regarding school day 
procedures. 
 

 Contract time 7:30-3:15 
o Teachers are expected to arrive by 7:30 and stay until 3:15, any 

exceptions must be approved by an administrator. 
 Class Presence 

o Please do not leave your class unattended, as you are responsible for 
those students. 

o Expectations of learning and behavior should be in place and used 
consistently. 

o Instructional blocks need to start and end on time to enhance student 
learning. 

 Attendance 
o Daily attendance is required and needs to be completed prior to 

8:00am.  
 Hallway Duty 

o All teachers are expected to be outside their doors during dismissal. 
o If you have afternoon or morning duty, please be sure you are showing 

up on time and have asked someone to cover if you are unable to be 
available. 

 Lunch 
o Please be on time to pick up your class. The lunch schedule is very 

tight and we need to move students in and out on time. 
 Morning/Afternoon Duties 

o If you are scheduled for morning duties, you are expected to be at 
your post no later than 7:10am and stay until 7:30.  

o Afternoon duties need to be in their assigned areas as soon as the 
group you are watching is dismissed.  

o Please get coverage if you are unable to be at school on your assigned 
day.  

 Emergencies 
o You are responsible for being familiar with the emergency procedures 

and following them if the need arises. 



 

 

o Ensure that your blue bag contains all the necessary materials and 
accompanies you during all scheduled and unscheduled evacuation/drills.  

 
 
 

 Substitute Plans 
o Please have visible sub plans accessible in the event you may be out of 

the building.  
o Please make sure you have your class split between your teammates 

rooms on days we do not have a substitute for your class. 

 
 

Student Management 
 

 Each classroom teacher will send a letter explaining classroom and school-
wide expectations during the first month that school is in session.  The 
purpose of this letter is to provide information regarding classroom 
expectations, procedures, and policies.  Please read it and discuss it with your 
child. Classroom teachers will facilitate the following Key Concepts of PBIS: 

o Expectations for everyone in all settings 
o Show students how to achieve these expectations. 
o Explicitly teach behavior expectations 
o Acknowledges students displaying positive behaviors. 
o Work closer with students in need of greater interventions. 
o Everyone works together proactively. 

 
 Whenever possible, handle discipline problems through your standard 
classroom procedures.  When numerous referrals to the office occur, students 
may perceive the teacher as an ineffective disciplinarian.  When a child is 
brought to the office, the principal assumes decision-making authority. Be 
sure you complete a discipline referral for any student who is brought to the 
office.   If you, as a teacher, want to be involved in the procedure with a 
particular child who may experience chronic problems, you must have had a 
prior discussion with the principal about discipline for that child.   
 

 The administration of West Hills Elementary is committed to supporting 
teachers; however, no staff member may physically or verbally mishandle any 
student.  No staff member may use profane or abusive language in the 
presence of any child.  Avoid punishments, including verbal ones, which are 
excessively harsh.  Please do not yell at the children.   



 

 

 
 
 

Student Management 
 

 Use a systematic disciplinary model that is consistent with our school wide 
PBIS framework.  Reinforce written guidelines by informing parents of your 
expectations and practices in conferences.  Examine your own practices to 
ensure that there is not a “double standard” by race, gender, or any other 
“category” over which the child has no control. 
 

 Children may not be placed in the hallway for “time away”.  Please refer to 
our PBIS protocols, such as the use of the “Chill Area” to give students an 
opportunity to reset or take a break. Do not limit or delay lunch as a 
punishment.  Isolated lunch, however, is one of your disciplinary options.   
 

 Only the administrators may assign PAC, In-school, or Out of School 
Suspension.   
 

 Teachers are requested to reinforce the supervisory authority of Educational 
Assistants and Special Area Teachers in the cafeteria, classrooms, and 
playground. 
 

 Whenever possible, verbal reprimands to students should be given in private, 
not in the presence of a group.  Avoid large-group punishments. 
 

 Students are expected to walk quietly in the hallways and should be in good 
control while waiting at the bathroom.  Teachers should monitor the students’ 
behavior closely.  Misbehavior is a disruption and interruption to other 
students’ instruction. 
 

 If you want a child to call a parent from the office to describe misconduct, 
accompany the child to the office.  Do not use the office staff for this 
purpose. 
 

 West Hills will not use corporal punishment as a component of the discipline 
plan. We believe the other disciplinary measures result in more positive 
behaviors and support an atmosphere conducive to learning. 
 
 
 



 

 

 Students will be expected to show their PACK PRIDE: 
o P-Purposeful 
o R-Respectful 
o I-Inclusive 
o D-Dependable 
o E-Empathetic  

 

Student Management 
 

 Teachers will: 
o Respectfully speak & interact with students. 
o Keep documentation on their response to bullying/harassment. 
o Update administration on issues of concern. 
o Expect & receive support from administration. 
o Use PAC referral process. 

 
 STUDENT RESPONSIBILITY 

o It is our goal to prepare students to be productive, contributing, 
responsible citizens. We will help them learn to take responsibility for 
their decisions and their actions.  

 
 West Hills will follow disciplinary procedures as noted in KCS Board policy J-
191. See Board policies section. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

Online Purchase Order Process 
 

 Please refer to the PowerPoint Lauren has created to follow the correct 
ordering procedures.  
 

 All money collected (school fees, field trips, device insurance, etc..) must be 
paid through school cash online system. In the event children bring money to 
school for fees, filed trips, etc. Turn the money in daily - NO money can be 
left in your classroom overnight. 
 

 No employee can spend any money without prior approval from the 
principal/bookkeeper.  Bookkeeper and admin must provide written 
authorization for all purchases. You must fill out the proper online form 
BEFORE you spend money if you wish to be reimbursed.  Purchases for $100 
or over MUST have a purchase order in order for you to be reimbursed.  
After you receive authorization from the bookkeeper to purchase your items, 
you have 3 days in which you need to do so and turn in the receipt to the 
bookkeeper. 
 

 Receipt of Items Ordered - if you receive an order/item that includes a 
packing slip, you will need to do the following things:   

o Check your order for accuracy  
o Sign and date the packing slip 
o “OK to Pay” and turn in to the Lauren Moroz, our bookkeeper.   

We will make a copy of the packing slip for you to take with your order. 
If you receive an order without the packing slip, please check the order for 
accuracy and then send the bookkeeper an email as to whether it is correct.  
She cannot pay for the item until she has that notification from you.   

 
To all Teachers and Staff Members: 
 
Truly appreciate your consistent, cooperative, and professional compliance with 
all policies and procedures outlined in this Staff Handbook.  You will be asked 
to sign-off that you have read all policies and procedures at a later time.  
Thank you!  Kristen Jackson 
 
 
 

 
 



 

 

 
 

Where to find an accident report 

 
 

 
 
 



 

 

 

 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 



 

 

Teacher Code of Ethics 
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QUALIFICATIONS 
 
All teachers shall be licensed in accordance with state law and the regulations of the Tennessee State 
Department of Education. Such license shall be on file in the office of the Director of Schools prior to 
beginning employment.1 
 
It is the responsibility of the employee to secure a certificate and to maintain its validity.2 When a teacher’s 
contract must be terminated because the teachers’ certificate has lapsed or otherwise become invalid, the 
Director of Schools shall immediately suspend the teacher without pay pending disposition of the matter. 
The teacher shall be notified of the reason for the suspension and given an opportunity for a hearing 
before the Board. 
 
All teachers shall demonstrate competency based on the current job assignment and performance 
standards as outlined in the appropriate state model for local evaluation. 
 
DUTIES 
 
In addition to duties specified in other policies and applicable law, teachers shall be responsible for the 
following duties: 
 

1. To give full, willing and helpful cooperation in carrying out all reasonable instructions or extra 
assignments which are given by the principal before, after and during the school day. 
 

2. To give instruction to the students in the areas assigned by the Board, Director of Schools and 
principal. Teachers must spend fifty percent (50%) or more time on instructing students in class.3 
 

3. To record accurately the number of students present and absent each day in the manner prescribed 
by the Board, Director of Schools and principal. 
 

4. To follow state and local course of study, to follow rules and regulations of the state and policies 
of the local Board, and to follow school rules and policies established by the principal. 
 

5. To maintain cordial relationships with the home, parent(s) and community. 
 

6. To keep parent(s) duly informed of the child’s progress and hold conferences with parent(s) when 
necessary. 
 

7. To report immediately to the Tennessee Department of Children’s Services when one knows or 
reasonably suspects that a child’s health or welfare has been or appears to have been harmed as a 
result of abuse or neglect.4  After the Department of Children’s Services referral has been made, 
the school principal or other school administrator(s) should be notified of the referral. 



 

 

 

 
 
 
 



 

 

 
 
 

 
Section J: 
 
 

Students 
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GENERAL 
 
Knox County Schools prohibits acts of harassment, intimidation, bullying and cyber-bullying.1, 2 A safe 
and courteous environment in school is necessary for students to learn and achieve.  Harassment, 
intimidation or bullying, like other disruptive or violent behaviors, is conduct that disrupts both a 
student’s ability to learn and a school’s ability to educate students in a safe and orderly environment; and 
since students learn by example, administrators, faculty, staff and volunteers should be positive role 
models in demonstrating appropriate behavior, treating others with civility and respect, and refusing to 
tolerate harassment, intimidation or bullying.  All Knox County Schools teachers and administrative 
personnel are responsible for ensuring this policy is faithfully implemented in all areas under their 
purview or direct supervision. 
 
“Cyber-bullying” means bullying undertaken through the use of electronic devices; 
 
“Electronic devices” include, but are not limited to, telephones, cellular phones or other wireless 
telecommunication devices, personal digital assistants (PDAs), computers, electronic mail, instant 
messaging, text messaging, and web sites; 
 
“Harassment, intimidation or bullying” means any act that substantially interferes with a student’s 
educational benefits, opportunities or performance; and: 
 

(A)  If the act takes place on school grounds, at any school-sponsored activity, on school-provided 
equipment or transportation or at any official school bus stop, the act has the effect of: 

 
(i) Physically harming a student or damaging a student’s property: 

 
(ii) Knowingly placing a student or students in reasonable fear of physical harm to the student or 

damage to the student’s property; 
 

(iii) Causing emotional distress to a student or students; or 
 
(iv) Creating a hostile educational environment; or 

 
(B)  If the act takes place off school property or outside of a school-sponsored activity, it is directed 

specifically at a student or students and has the effect of creating a hostile educational environment 
or otherwise creating a substantial disruption to the education environment or learning process. 

 
All students are expected to refrain from acts of harassment, intimidation and bullying or cyber-bullying 
in any form and to be aware that such disciplinary measures as are appropriately assigned in Board policy 
J-191 will be utilized for the unacceptable behavior described above. 
 



 

 

 

 
 
 



 

 

 

 
 



 

 

 
West Hills Elementary 

Audio-Visual Request for Classroom Instruction 
 

Grade: _________   Teacher: ____________________________________ 
 
Materials to be used during the week of: ___________________________________________ 
Unit of Study: _________________________________________________________________ 
Audio-Visual Title:  _____________________________________________________________ 
This Audio-Visual: 
________ Is included in educational programs which have been adopted by the Knox County Board of     
Education… i.e. Character Education and Drug and Violence Prevention 
 
________ Purchased specifically for use by guidance counselors 
 
________ Supplied as ancillary material by publishers of Board approved and adopted textbooks 
 
 
 
(If boxes above are checked, it is NOT necessary to complete this section of the form.) 
Objective (s): 
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________ 
 
Rating: _______ Will this lesson be included in the teacher lesson plan? _____Yes ____No 
 
____ Approved 
 
____ Not Approved 
 
 
Principal: _________________________________ Date: _______________________ 
 
 
Reminder: Parents should be notified prior to showing the AV work unless it is not required according to 
the KCS guidelines. AV works may be grouped in the lists and sent home weekly, monthly, each six 
weeks, or annually.  
 
 

 
 



 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

 
Administrative Procedure 

 
Category: Procedure: 

Instructional Goals & Objectives Off Campus Trips 
Descriptor Code: Issued Date: Revised Date: 

AP-I-250 December 2021 
 

 
Parent/Guardian picking up a student from a field trip: 
 
Knox County Schools understands that parents/guardians may choose to assume responsibility of 
their students at the conclusion of a field trip as opposed to having them return to the school 
under the supervision of a Knox County Schools employee.  This practice is allowable as long as 
there is adherence to the following: 

• The parent/guardian must submit a request in writing to the school’s front office at a 
minimum of 24 hours prior to the field trip.  (This will give the school time to verify the 
request and ensure everything is in order.) 

• The KCS employee in charge of the field trip will check with the front office prior to 
leaving for the trip to verify the list of students who are approved to be picked up at the 
field trip rather than return to the school. 

• The KCS employee in charge of the field trip will verify the parent/guardian’s identity at 
the field trip site, parent is to furnish valid ID, and have him/her sign a sign-out sheet 
turning over responsibility to the parent/guardian.   

• The parent/ guardian may only assume responsibility of the student(s) for which he/she 
has legal custody.  

• A parent/guardian who is serving as a chaperone may not leave the field trip to take 
his/her personal student home, since it may compromise the adult to student ratios that 
must be maintained at the number below. 

• The Knox County School employee in charge of the field trip has discretion and reserves 
the right to deny the request of the parent/guardian if the previous steps were not 
followed or if he/she feels the student’s safety may be in jeopardy. 

 
Chaperone to student ratio for Field trips by grade-level: 
KCS values the participation of volunteer chaperones to be used for supervision on field trips.  
Adult-to-student ratios may vary but must be adequate for the field trip activity and the number 
and age of the students.  Below are the expected adult-to-student ratios for Knox County 
Schools: 
 
Elementary (Grades Pre-K -5) 
Type of Field Trip Adult: Student Ratio 
Pre- K-2 1:5 
Grades 3-5 1:10 
Overnight 1:10 
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The Knox County Schools provides access to the Internet as an instructional resource. The Board 
understands that staff and students need reasonable access to various information formats and believes it 
incumbent upon the staff and students to use this privilege in an appropriate and responsible manner.  The 
Knox County Schools Internet Safety and Acceptable Use Policy is intended to prevent unauthorized 
access and unlawful activities by users online, prevent unauthorized disclosure of or access to sensitive 
LQIRUPDWLRQ��DQG�WR�FRPSO\�ZLWK�WKH�&KLOGUHQ¶V�,QWHUQHW�3URWHFWLRQ�$FW (CIPA). This policy applies to all 
Knox County Schools (KCS) students and employees, as well as volunteers, interns and contractor 
personnel, whose access to, or use of, Internet and/or e-mail services is provided by the Knox County 
Schools.  
 
CIPA COMPLIANCE 
 
The Director of Schools will develop and maintain procedures for the appropriate use of the Internet by 
staff and students. Internet safety measures will include: 
 

A. Controls for access to inappropriate matter by minors on the Internet and the World Wide Web; 
B. Provide a safe and secure environment for minors when using electronic mail, chat rooms, and 

other forms of direct electronic communications; 
C. 3UHYHQWLRQ�RI�XQDXWKRUL]HG�DFFHVV��LQFOXGLQJ�³KDFNLQJ´�DQG�RWKHU�XQODZIXO�DFWLYLWLHV�online; 
D. Prevent the unauthorized disclosure, use and dissemination of personal information of minors; 
E. Use of technology to block or filter Internet access to material that is obscene or harmful to minors; 

and 
F. Monitor the online activities of minors. 

STUDENT INTERNET SAFETY 
 
Students will receive instruction in the safe and responsible use of the Internet as a part of any instruction 
using devices that provide access to the Internet.   Internet Safety instruction for students will include but 
not be limited to appropriate online behavior, interaction with others while using social networking 
websites or chat rooms, and awareness of the impact and consequences of cyber-bullying.  
 
Students must abide by all laws, the Acceptable Use Policy, and all district security policies when using 
the district network. 
 
EXPECTATIONS AND ACCEPTABLE USE OF INTERNET1 
 
The Guidelines for Acceptable Use of Electronic Media (KCS Publication MC-108) apply to all Knox 
County Schools students and employees as well as volunteers, interns and contractor personnel, whose 
access to, or use of, Internet and/or e-mail services is provided by or through Knox County Schools.  
 



 

 

 
  



 

 

 
  



 

 

 
  



 

 

 
 
 
  



 

 

 
  



 

 

 
  



 

 

 
  



 

 

 
 
 
 
 
 
 
 


