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Compliance with School and District Policies

It is the employee’s responsibility to follow Lee County School Board Policy.  Ignorance of
policy is never an excuse for behavior that may be inappropriate. Employees may access all
of Lee County School’s policies via the “Board of Education” link on our website.

As an additional reminder, Lee County Board of Education Policy requires employer
notification upon any charge of a crime or arrest. See Lee County Board of Education Policy
Policy 7300 for details.

Employees shall notify the human resources officer if they are arrested, charged with or
convicted of a criminal offense (including entering a plea of guilty or nolo contendere) other
than a minor traffic violation (i.e. speeding, parking or a lesser violation).

The notice shall be in writing, shall include all pertinent facts and shall be delivered to the
human resource officer no later than the next scheduled business day following the arrest,
charge or conviction, unless the employee is hospitalized or incarcerated, in which case the
employee shall report the alleged violation within 24 hours after his or her release.

“ Serving our school and students with fidelity”
Lee County High School 2021-2022
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Lee County Schools Vision Statement

Lee County High School will provide all students with a supportive learning
environment that promotes academic achievement, mutual respect, and

productive citizenship.

Mission Statement

Lee County High School, in partnership with the community, will equip students
with the skills necessary to set and achieve goals that lead to positive personal

and academic growth.

Lee County High School
Our Values

❖ Rigorous Instruction
❖ Balanced Literacy
❖ Growth Mindset
❖ Supportive Faculty
❖ Empathetic Students
❖ Critical Thinking
❖ Collaborative Learners
❖ Respectful Environment
❖ Positive Communication

Lee County Schools Nondiscrimination Policy
Lee County Schools is committed to equal opportunity in education and employment and does
not discriminate on the basis of gender, race, religion, ethnic origin, or handicapping condition
(Title VI, Civil Rights Act of 1964). Title IX of the Education Amendments of 1972 prohibits
gender discrimination in all aspects of all educational programs. Any concerns regarding
grievances with Lee County Schools can be addressed in the LCS Board Policy 1750/7220.

“ Serving our school and students with fidelity”
Lee County High School 2021-2022

https://boardpolicyonline.com/bl/?b=lee#&&hs=162074


5

Greetings from Lee County High School Administration

Dear Lee County High School Staff,

On behalf of the administrative team, I would like to welcome you to the 2021 - 2022
school year.  At Lee County High School, we will focus on providing all students with a
high quality education through engaging learning experiences, rigorous instruction, and
high expectations for ourselves and our students.

A core belief at LCHS is that student success is achieved through a strong partnership
between parents, school, and the community.  Please take time to think how you as a
member of our Jacket Family will help to support this throughout the year.

I look forward to a year of learning and growing together while supporting our students
in their goals and aspirations.

Betsy Bridges
Principal
Lee County High School

Lee County High School Administrative Staff
Betsy Bridges, Principal
Andrew Keller, Assistant Principal
Robert Newby, Assistant Principal
Sherell Stevenson, Assistant Principal
Mark West, Assistant Principal
Rachel Robotham - Administrative Intern

“ Serving our school and students with fidelity”
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Lee County High School
Administrative Responsibilities

2021-2022
Keller Newby Stevenson West Bridges

Supervision

Teacher
Assistants

After School
Detention

Club Sponsors Assessments All Employees

ISS Bus Drivers Cafeteria Staff Custodians Assistant Principals
Front Office Staff
Athletic Directors
SRO/Security of
school

Instructional Leadership

Health / PE Mathematics English CTE Student Services
EC Social Studies World Language ROTC IB
Science ESL Arts AVID

Management

12 grade 9th grade 10th grade 11th grade Boosters
Duty Rosters Handbooks Clubs Bootcamps Leadership Team
Student Parking Transportation/Tra

vel Tracker
Beginning
Teachers

Drivers Ed. School Improvement
Plan

Graduation Summer School Distance
Learning/CCP

Jacket Sting / HR Budget

BSA Rep Student Gov’t Credit Recovery Facilities, Ground,
maintenance

NCEES

Freshman
Orientation

Culture Safety and drills 504 Rep

Workkeys Fall EOC Spring EOC Testing backup for
all testing

AP / IB Testing ACT/PSAT ACCESS NC Checkins

LUNCH A B C

Bridges Stevenson Newby
Keller Newby / West (rotating) West

“ Serving our school and students with fidelity”
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Lee County High School
Administration and Staff

2021-2022

Principal...……………………………………………………………………….Betsy Bridges
Assistant Principal……....…………………………………………………….Andrew Keller
Assistant Principal……...……………………………………………………..Robert Newby
Assistant Principal……….…………………………………………………....Sherell Stevenson
Assistant Principal…….…………………………………………………..…..Mark West
Administrative Intern…………………………………………………………..Rachel Robotham
Co Athletic Director………………………………………………Reggie Peace / Nate Harrington
Student Resource Officer ……………………………………Anthony Rosser / Joseph Stevens

Front Office:
Office Manager / Admin Assistant to Principal…….……………..……...Joy Cox
Principal Secretary…………………………………….……………..………..Diane Frazier
Administrative Assistant  Attendance Office…………………………......Brenda Thomas
Bookkeeper……………………………………………………………………...Kathleen Rosser
Main Office Receptionist / Switchboard…….……………………………...Idalina Garcia
Data Manager……………………………………………………………….......Yanira Scott

Support Staff:
Media Specialist………………………………………………………………...Jane Twigg
Instructional Technology Facilitator………………………………………..Mary Tatum
LCHS Technology Technician………………………………………………..Paula Carter
AVID Coordinator……………………………………………………………….Stephen Roman
International Baccalaureate Coordinator (IB)..........................................Katherine Brown
Career Development Coordinator…………………………………………...Sherry Baucom
College Advisor………………………………………………………………....TBD
CCCC College Advisor………………………………………………………...Heather McKenzie
Counseling Receptionist / Registrar ………………………………………..Jovana Lopez
Counselor, Junior (11th Grade)........…………………………………………Victoria Dietrich
Counselor, Senior (12th Grade).……………………………………………...Denise Riley
Counselor, Sophomore (10th Grade)………………..……………………....Jennifer Heitin
Counselor, Freshman (9th Grade).............................................................Allison Poole
Counselor, ESL Students……………………………………………………...Georgiana Scrisu
School Social Worker………………………………………………………….Sara Allen
School Nurse…………………………………………………………………....Jamie Hockaday
504 Coordinator………………………………………………………………….Jennifer Heitin
English as a Second Language Contact………………………… Ana Moreno/Frank DeLeon
Cafeteria Manager……………………………………………………………….Beth Bullard
Head Custodian………………………………………………………………….Marcus Johnson

A complete list of staff with contact information can be found on the LCHS website

Lee County High School

“ Serving our school and students with fidelity”
Lee County High School 2021-2022
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TEAM STRUCTURES
Administrative
Composition: Principal, assistant principals, athletic director
Purpose: Defines procedures, manages administrative functions, advises principal, sets calendar, identifies

operational tasks, solves problems, sets leadership agenda.
Meets Weekly: Mondays at 8:30 AM
Location: Admin Conference Room
Members: Betsy Bridges, Andrew Keller, Robert Newby, Sherell Stevenson, Mark West, Admin Interns

UnMeetings
Composition: All LCHS Staff Members
Purpose: Professional Development
Meets Monthly: First Monday of each Month at 3:15 pm
Location: Media Center
Members: All LCHS Staff Members

Leadership Team/ School Improvement Team
Composition: Department Chairs
Purpose: Implements procedures, supports administrative functions, advises colleagues, and identifies department
agendas for core areas.
Meets Monthly: Third Monday of each month at 3:15pm
Location: PLC Meeting Room
Members: Betsy Bridges, Andrew Keller, Robert Newby, Sherell Stevenson, Mark West, Content Area Department
Chairs

Professional Learning Team
See PLT section for additional details and expectations.
Composition: Teachers, lead teachers, instructional leaders.
Purpose: Increase student learning with a focus on the following questions:

(1) What do we want all students to learn?
(2) How will we know when each student has acquired the essential knowledge and skills?
(3) What happens when a student does, or does not learn the essential knowledge or skills?

Meets weekly: 1x during planning period
Location: Determined by individual departments

MTSS Team/Radar
Composition: Administrative Team, counselors, social workers, nurse, At-Risk Coordinator
Purpose: Determine, plan, and review supports and interventions for students struggling in areas of academics,
behavior, and/or socially/emotionally
Meets monthly: Second Monday
Location: Admin Conference Room

Department Meetings
Composition: Content area department members, LCHS Administrative Team.
Purpose: Discuss and problem solve departmental matters.
Meets Monthly: Last Monday
Location: Classroom (determined by department members).

“ Serving our school and students with fidelity”
Lee County High School 2021-2022
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Lee County High School
Support Staff Responsibilities

Joy Cox
Principal
Administrative
Assistant
Admin Bldg:
1101
Ext. 2610

Kathy Rosser
Bookkeeper
Admin
Bldg:1013
Ext. 2629

Yanira Scott
Data Manager
Admin Bldg:
1003
Ext. 2623

Diane Frazier
Principal
Administrative
Assistant
Admin Bldg:
1008
Ext. 2657

Jovana Lopez
Guidance Office
Receptionist
Career Bldg:
1328
Ext. 2516

Brenda Thomas
Attendance
Officer
Admin Bldg:
1002
Ext. 2616

Idalina Garcia
Receptionist
Admin
Bldg:1002
Ext. 2500

Responsibilities Responsibilities Responsibilities Responsibilities Responsibilities Responsibilities Responsibilities

-Supplies for
Teachers
-Keys
-Sports Duties
-Book Buses for
all sports
-Prior approvals
-Payroll
(certified and
noncertified)
-Booking for
facility use
-Calendars
-Parking
-Purchasing
-AESOP
(backup)
-Sub (backup)
-Discipline
(backup)

-Purchasing
-Prior
Approvals
-All Accounts
-Locker
Assignments
-Student Fees
-Payroll
(backup)

-Data Manager
-Transcript
(backup)
-Master
Scheduling
-Report Cards
-Finalize
Grades
-Front desk
coverage
backup

-Scheduler for
Administrative
Team
-Copy clerk
-Duties as
assigned by
Principal
-Commenceme
nt program and
graduation
planning
-Front desk
coverage
backup
-Discipline

-All Guidance
Support
-Transcripts
-Graduation
-Switchboard
(backup)
-Translator
-Additional
responsibilities
assigned by
Admin. Team

-All Attendance
Matters
-Activity bus
assignment pick
up /returns
-Discipline data
(backup)
-Switchboard
(backup)
-AESOPl
-Substitutes
-Student
transfers
-Back up for nurse

-Switchboard
-Discipline
Data
-Greeting
Public
-Transfers
(backup)
-Translator
(backup)
-Additional
responsibilities
assigned by
the Admin.
Team
-Mailbox Keys

“ Serving our school and students with fidelity”
Lee County High School 2021-2022
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Lee County High School Leadership/School Improvement Team 2021-2022
CTE: Quin Henry AVID: Chastity McLean
English: Jamie Brown IB: Katie  Brown
Exceptional Children: TBD Athletics: Reggie Peace
Fine Arts: Mike Wilkins Support Staff: Kathy Rosser
Math: John Mathis Parent Rep: TBD
Physical Education: Cindy Kelly
ROTC: Mike Morgan
Science: Stephen Roman
Social Studies: Derek McSorley
Student Services: Denise Riley
World Languages: Mirna Smith

Lee County High School Athletics

Athletic Director:  Reggie Peace

Assistant Athletic Director: Nathan Harrington

Fall Sports Winter Sports Spring Sports

Cheerleading* Basketball - Men* Baseball*

CBatten Country Basketball - Women* Golf - Men

Football* Gymnastics Soccer - Women*

Gymnastics Indoor Track Softball*

Golf - Women Swimming Tennis- Men

Soccer - Men* Wrestling Track & Field - Men / Women

Tennis - Women

Volleyball*

* Indicates sports fielding both JV and Varsity

“ Serving our school and students with fidelity”
Lee County High School 2021-2022
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TRADITIONAL 10-MONTH CALENDAR 2021-2022

“ Serving our school and students with fidelity”
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Daily
Period Bell Bell

Warning Bell 7:50 AM

1st Period 8:00 AM 9:35 AM

2nd Period 9:41 AM 11:16 AM

3rd Period & Lunch 11:22 AM 1:23 PM

4th Period 1:29 PM 3:00 PM

LUNCH SCHEDULE

3rd Period -A Lunch 11:16 AM 11:46 AM

3rd Period -B Lunch 12:02 PM 12:32 PM

3rd Period -C Lunch 12:53 PM 1:23 PM

Early Release - *Lunches will not be served on early release dates.

Period Bell Bell

Warning Bell 7:50 AM

1st Period 8:00 AM 9:05 AM

2nd Period 9:11 AM 10:12 AM

3rd Period 10:18 AM 11:19 AM

4th Period 11:25 AM 12:30 PM

Two-Hour Delay Schedule

Period Bell Bell

Warning 9:50 AM

1st Period 10:00 AM 11:00 AM

2nd Period 11:06 AM 12:06 PM

3rd Period and Lunches 12:12 PM 1:56 PM

4th Period 2:02 PM 3:00 PM

Lunch

3rd Period-A Lunch 12:12 PM 12:42 PM

3rd Period- B Lunch 12:48 PM 1:18 PM

3rd Period -C Lunch 1:26 PM 1:56 PM

“ Serving our school and students with fidelity”
Lee County High School 2021-2022
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Lee County High School:

“Serving Our School & Students with Fidelity”.

The quality or state of being faithful. Accuracy in details; exactness.

● In Lesson Planning:
Teachers will utilize collaborative PLT processes and concepts during instructional planning.
The following must be included:

● Standard and essential question/s to meet the standard
● Learning plan for each class period; detailed enough that someone could come in and

take over in an emergency.
● Differentiation needed to ensure access for all student
● Incorporation of writing, inquiry, collaboration, organization, reading (WICOR)

● In Instructional Presentation:
Teachers will have essential learning objectives posted.
Essential objectives will be introduced and reviewed with students daily.
Students and teachers will be engaged in the instruction at all times (make every minute count).

● In Data-Based Decision Making:
All assessment data will be collected, entered and shared in a timely manner. Power School
Gradebook will be updated every week by Tuesday at 4:00 pm.
Staff will consistently use formative data to guide planning and lessons.
Staff will have an understanding and expertise of “knowing” where each student is academically
and what he or she needs to do to make successful progress.
Interventions are based on all achievement data that is available and that is constantly updated
and monitored.

● In Daily Procedures & Protocols:
Staff will follow, teach and demonstrate school wide procedures and will set the tone for positive
and expected behaviors with our students. This includes developing a positive academic culture
in the classroom and for our school.
Staff will fulfill and take responsibility for all assigned non-instructional duties.

● In Communication with Staff, Students and their Families:
Emails and phone calls will be checked daily and responded to within 24 hours.
Teachers will maintain updated course websites and management systems at all times

“ Serving our school and students with fidelity”
Lee County High School 2021-2022
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Policies and Procedures

Lee County Schools: Policies, Codes, and Handbooks
All LCHS policies and procedures are in compliance with the Lee County Schools Policies
and Codes.  These can be found on the LCS website.

ACCOUNTING

Collection of Fees: All general fees (paid by all students; i.e., class accounts) are collected
by the teacher/advisor.

● No money is paid directly by the student to support staff during the regular school year;
the only exception occurs during the summer.

● The school bookkeeper will receive and receipt for fees all monies and make deposits in
the appropriate account.

● If a check is taken as a form of payment, the student’s name must appear in the upper
left-hand corner of the check.

Procedures for collection of all monies: All funds received by a school employee (for deposit
to the School Funds Account)

● Monies must be receipted daily and delivered to Kathy Rosser-School Bookkeeper,
NO LATER than 3:15 pm.

● The collector of the funds must be a current LCHS employee
● Funds may not be held overnight by the collector.
● Receipt books must be turned in at the end of each school year
● If necessary the principal will assign a designee to collect funds

Receipt Books:
● All receipt books are subject to LCHS Audit.
● Receipt books must be returned  at the end of the school year.
● If you make a mistake when writing a receipt, simply write void on it. Do not tear out the

white copy. It must remain in the book.
● NO INK can appear on a yellow receipt.

Purchase Orders: All inquiries about purchasing will be addressed by your department chair.
All orders must have a purchase order on file before a purchase can be made. Reimbursements
will not be made if approval in the form of a purchase order is not secured ahead of the
purchase.

Collection of Money for Athletics / Special Events: For events that require tickets and
collection of money, the event coordinator should notify Mrs. Rosser as to the number of cash
boxes that will be needed prior to the event and who will be picking up the cash boxes the day
of the event.

Cash Box and Ticket Procedures:When picking up cash boxes, you are responsible for
verifying the change and tickets issued to you.

● It is your responsibility to issue tickets correctly. Instructions are in the cash box.

“ Serving our school and students with fidelity”
Lee County High School 2021-2022
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● Upon completion of the event, the ticket sellers are required to complete Athletic Gate
(Ticket Sales Report) and Cash/Check Worksheet. These reports must be signed and
turned in with the proceeds and ticket stubs.

● The Athletic Director on duty for the event will collect the cash boxes. The Athletic
Director is responsible for counting the money the next day with Kathy Battener.

● Individual club or organization bank accounts are absolutely prohibited.
● School money should NEVER BE DEPOSITED IN A PRIVATE ACCOUNT under any

circumstances.
● Failure to deposit funds collected with the school treasurer within a reasonable period of

time will be considered misappropriation of funds.
● Immediately report any loss of money to the Principal.

ASSESSMENTS
There are a variety of district and state assessments that are given throughout the school year.
It is pertinent that staff attend required training related to these assessments. A calendar of
these assessments can be found on the LCS testing website. Teachers are expected to
comply with all county benchmark testing as well as their own formative and summative
classroom assessments.

ATTENDANCE: FACULTY/STAFF
The school day for all teachers begins at 7:30am and ends at 3:10 pm, this includes teachers
with first and fourth planning. Errands and personal business should be taken care of outside
of the school day. Planning periods are set aside specifically for instructional planning.
There may be times where a teacher may have to cover a class during their planning.

● Classified staff members’ hours vary according to their job description.
● Teachers or staff members who need to leave campus during the work day, for any

reason, should confirm with an administrator and sign out in the notebook located in the
front office. Please write down the administrator’s name that gave you permission. A
request to leave prior to 3:10 pm form must be completed for any time under an
hour. These forms are available on the counter in the mailroom Joy Cox, LCHS Office
Manager will have additional forms.

● Teachers are required to take leave for any time over one hour and will need to take a
half day or whole day, unless prior approval is given by the principal.

● Teachers and staff must sign in and out on all Teacher Workdays optional and
Professional Development days.  Sign in forms will be sent out from the front office.

● Faculty and staff are required to use the AESOP system for absences. Please see your
Department Chair or your Instructional Leader if you have any questions about reporting
absences. Other Non-Certified staff will call in to Call Plus.

“ Serving our school and students with fidelity”
Lee County High School 2021-2022
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ABSENCES: TEACHER
All teacher absences must be reported to AESOP. When it is necessary for personnel who
require substitutes to be absent, those personnel should visit http://www.aesoponline.com to
report the absence so that a substitute is assigned the job. Initial logon accounts are created by
Mrs. Brenda Thomas in the front office.
Procedures to Report an Absence

● Visit AESOP to create your absence.
● When requesting a sub because of personal illness, please register the

absence in AESOP as early as possible.
● Job requests submitted after 6:30 a.m. are extremely difficult to fill because subs

have already accepted other jobs.
● After you have entered your absence into AESOP, take a moment to email your

Instructional Leader, your Department Chair, and Mrs. Thomas.
● Attach a file to your registered absence that includes your comments about lesson

plans, and information about extra duties.
● Be sure to record the confirmation number given by AESOP when the absence

registration is complete.
● To cancel an absence, login and click the trash can under the assignment you wish

to cancel.
● Substitute plans will be created by all teachers and should be in a Substitute

Notebook/Folder on your teacher's desk in your classroom. Please ensure that all
assignments are engaging and they will require an entire class period. These will
be checked the first week of school by your instructional leader.

● Your emergency sub plans should be specific, clear, and easy to follow. Your
emergency plans need to be updated often so they reflect recent material and provide
students with meaningful lessons.

● Leave form for sick days should be submitted to Joy Cox the day you return from the
absence. These forms can be found in the mailbox access area. Please make sure you
print your name in the top right corner of the form. Forms not turned in may result in a
day without pay.

● Illnesses that require staff members to be out of school for excessive amounts of time
(three consecutive days) will require staff to submit doctor’s notes with their leave
forms upon returning to work.

● It is important to know that in the event there is a shortage of substitute teachers,
teachers may be asked to cover for absent teachers in their department or other
departments as needed.

Professional/Personal Leave

“ Serving our school and students with fidelity”
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● Submit the appropriate form for absences that require prior approval by the principal 2
weeks prior to the leave. See Mrs. Cox for the prior approval forms.  Request a
substitute teacher for professional or personal leave in the same manner as for sick
leave. Completing a request for leave form is not a request for a substitute teacher.
The office does not create absences in AESOP to get substitutes for teachers. It is the
teacher’s responsibility to log his or her own absence in AESOP.

● When applying for professional leave, attach documentation to the Request for Leave
form. This form along with documentation is to be submitted two weeks in advance of
the absence to the principal, unless there are extenuating circumstances.

● Once the absence has been approved, report the information to AESOP immediately
so that a sub is assigned the job.

● Do not wait until the day before the professional leave to access AESOP because a
sub may not be available. Log the absence at least a week to two weeks in advance.

The principal will not approve requests for professional, or personal leave during the following times:
❖ Two weeks prior to exams and extended vacation times
❖ Personal Leave must be approved by the principal 5 days prior to being absent. Approval is not

guaranteed.
❖ Protected teacher workdays
❖ LCHS Graduation

A request for sick leave during these times must be verified by a physician’s note.

Annual Leave
● All full-time and part-time permanent employees who work or/are on paid leave

(including paid holidays and workers' compensation) for one-half or more of the
workdays in a monthly pay period are entitled to earn annual vacation leave at the
same rate provided for state employees.

● Additional information about the different types of leave is found in the LCS Employee
Handbook.

● Workdays that are optional (unprotected workday), staff will sign-in and out on the
optional day sign in sheet at the front desk. If you are absent for an unprotected
workday, you will need to fill out a “Request for Leave” form for annual leave in
advance of the absence.

● Regular attendance by every teacher is mandatory.

ATTENDANCE: STUDENTS
Policy Code: 4400 Attendance
Attendance in school and participation in class are integral parts of academic achievement and
the teaching-learning process. Through regular attendance, students develop patterns of
behavior essential to professional and personal success in life. Regular and punctual
attendance is expected of each student enrolled in the Lee County Public Schools. Regular
attendance by every student is mandatory.

The State of North Carolina requires that every child in the State between the ages of 7 (or
younger if enrolled) and 16 attend school. Parents and legal guardians have the responsibility

“ Serving our school and students with fidelity”
Lee County High School 2021-2022
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for ensuring that students attend and remain at school daily. In addition to other requirements,
to receive credit for any course, high school students are permitted no more than 8 absences
out of the total days in the semester for a semester course or 16 absences out of the total
days in the school year for a year long course.  These absences include: excused,
unexcused, and out of school suspensions.

All absences, including excused, unexcused, and out-of-school suspensions, in excess
of 8 per class will result in loss of academic course credit for that class unless the
excessive absences are made up in Saturday School.
While teachers will support students in the monitoring of absences, the student is ultimately
responsible for ensuring he or she meets the attendance requirements. In addition to other
requirements, to receive credit for any course or grades, high school students must attend each
class for a minimum of 82 of 90 days per semester, and students at all other schools 164 of 180
days per year. Further details regarding Policy Code: 4400 Attendance click on the previous link.
Per the  attendance policy, any teacher who issues a failing grade (FF) for excessive absences
will notify the student and contact the parent.

Daily Attendance
School officials shall keep accurate records of attendance and tardies, including accurate
attendance records in each class. Attendance records will be used to enforce the
Compulsory Attendance Law of North Carolina. Teachers are required:

● Record ACCURATE attendance every day before 3:10 pm.
● If you are absent, when you return, it is your responsibility to verify that your

attendance has been recorded and entered accurately.
● To maintain student daily attendance in writing and through Powerschool.
● To complete their period attendance for each class in Powerschool after the first 45

minutes of class.
● To change an absence for a tardy if the student enters class late or is signed out

before having spent 46 minutes in class.
● Credit for Daily Attendance: A student must attend at least 51% of a class (46 minutes

of a 90-minute class and 92 minutes of a 180-minute class) in order to be counted
present for that class. (i.e. a student arrives during the second half of a class). This is
documented as an absence and the student may be considered skipping.

Student Attendance:Assemblies /Curriculum Based Activities/ Field Trips
● Attendance should be checked in the classroom prior to attending the activity.
● Students who are to be excused to attend the activity will appear on the “Special Activity

List” emailed to staff.
Teacher’s responsibility when organizing a special activity is to:

● Secure permission from your department instructional leader for the activity. For field trip
permission, it  must be granted by the principal.

● Submit a list of participants to the attendance office for approval and the school nurse.
● Provide an admit form for all students to get back into class (if before the end of the day).
● Notify the front office upon reporting back from a field trip.
● School buses will not be held if your trip runs late and you are not back on campus

before the buses depart. If this is the case, the trip sponsor will be responsible for
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coordinating rides home for the students...

Student Absences
Each student must submit official documentation to the attendance desk upon returning to
school after his/her absence(s). The attendance clerk will file the documentation upon receipt
from the student.

● Students being admitted to class (after their absence) should have an attendance slip,
either excused or unexcused.

● Students have two days to provide a note from a parent verifying their absence from
school/class. The attendance office will verify a student’s absence as excused or
unexcused based upon receipt of the absence note from a parent. An excused
absence still counts as an absence and they must be made up if they exceed eight
absences total.

● Parents/guardians will be contacted by (robo call) telephone on a daily basis notifying
them of a student’s absence.

● If student contact information changes, parents will need to contact the school.
Reporting of Student Absence
Teachers are expected to use attendance information to identify patterns related to a student’s
absences. Teachers will use the following guidelines to report students’ absences:

● Notify assigned Alpha-Guidance Counselor and grade level administrator when
students’ absences become excessive.

● Document consecutive absences of a student. Three consecutive absences of an
“unknown reason” from a class is defined as “ excessive”.

● Contact the parent/guardian after 3 absences. Parent contact will be documented
on teacher generated form for the 2021-2022 school year and be monitored by
instructional leaders.

● Notify and assign students to semester Saturday School. Students can only make up
their missed time for the quarter period in which they need hours recovered.

Students who have six absences or above for a semester course (excused or unexcused)
will receive a PowerSchool attendance letter.

Excused Absences (Still count as an absence)
Absences will be marked as excused for the following reasons (with documentation). These
days still count towards the eight day maximum for the semester.

● Illness or injury that makes the student physically unable to attend school.
● Isolation ordered by the State Board of Health.
● Death in the family.
● Medical or dental appointment.
● Participation as a party under subpoena as a witness in a court proceeding.
● Observance of an event required or suggested by the religion of the student or the

student's parent(s) with prior approval by the principal.
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● Participation in a valid educational opportunity, with prior approval of the principal.
Parents should submit an Excused Absence Prior Approval Letter at least five days
preceding the absence.

● Pregnancy and related conditions or parenting, when medically necessary.
● Visitation with the student's parents or legal guardian at the discretion of the

superintendent if the parent is an active duty member of the uniformed services (BOE
4050).

A student’s absence from school for any reason other than those listed above will not be
excused.

Make Up Work
In the case of absence and out of school suspensions, the student will be permitted to make up
his or her work. Upon receiving notice of a student’s out of school suspension, assignments
should be sent to the front office (hard copy/electronically). Assignments will be picked up by
the student’s parent/guardian on the following day and returned as soon as possible, or on the
day the student returns to school. The student is responsible for finding out what assignments
and/or tests were missed. These assignments/tests must be completed within a reasonable
time period as specified by the teacher.

Check out Procedures for Early Dismissal
Students who check out for early dismissal must bring a note from his/her parent or custodial
guardian to the attendance office between 7:45 a.m. – 8:00 a.m. All requests for early
dismissal will be verified by the school prior to the student leaving campus. Half day students
and those who attend CCCC will have a permanent pass to show the security officer daily.
Students may not be released after 2:30 pm.

Students are to be properly signed out in the attendance office before they are allowed to leave.
Failure to sign in and out appropriately may result in disciplinary action against the student.
Students will need to pick up their check-out notes during a class change or during lunch in the
front office. Phone calls for early dismissals may not be approved. Please note that we do
not interrupt class time, End of the Year Exams (EOG), and/or school-wide functions for
early dismissals. Students are responsible for obtaining any missed assignments due to their
early dismissal.  Early dismissal notes will need to contain:

● Student’s Name
● Dismissal time
● Method of transportation
● Parental contact information
● Parent / guardian signature
● Reason for early dismissal.

Students who are ill will be first referred to the school nurse for evaluation and documentation.

Tardy Procedures
Students are expected to report on time to school and to all classes. Students have six (6)
minutes to transition from one class to another. Students who are not physically in his/her
classroom when the tardy bell rings is considered tardy. If a student arrives late to class,
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he/she is to be admitted, the tardy is recorded in Powerschool. A student who is tardy to
class is not to be sent to the attendance office or anywhere else to get a note to class.
To help students establish a positive pattern for punctuality, the procedures listed below will be
followed upon students reporting to school late.

● A student arriving at school Tardy and prior to 8:15am should report directly to the first
period. The student presents a written note from his/her parent or guardian to their first
period teacher stating the reason for being tardy.

● A student arriving at school Tardy after 8:15am should report directly to the Attendance
Office. The student presents a written note from his/her parent or guardian stating the
reason for being tardy.

Situations where a student is chronically late to class, or multiple classes in one day, will be
handled through an administrative referral. All other tardies are unexcused with the following
consequences:

● 3 Tardies – Parent contact made by teacher and documented.
● 5 Tardies - The student is assigned After School Detention by the teacher.

Note that if a student arrives more than 15 minutes late to class without a note from a LCHS
staff member, he/she is considered skipping and the teacher should file a discipline referral
detailing that information. Teachers will not keep a student after class - allowing them to be
late or miss their next block class.

TARDINESS DUE TO DRIVING OR RIDING IN PRIVATE TRANSPORTATION
Students who use private transportation and are tardy due to car trouble, etc.shall receive
unexcused tardies because bus transportation is provided for students. Students who drive
themselves to school and are tardy are subject to consequences listed. Additionally, a student
who has six (6) or more unexcused tardies that can be attributed to driving to school may
be subject to losing his/her student parking privileges. Parking fees will not be refunded
for any revocation.

Athletic Buses
There are school activity buses that can be requested for field trips. If an activity bus must be
requested contact Mrs. Cox / Mr. Newby and follow these steps below:

● Complete a Field Trip request form and submit it to Mrs. Bridges for review
by the leadership team. The request must be submitted by the first Monday
of the month prior to the field trip. Example: If a field trip is scheduled for
November, the request is due by the first Monday in October,

● Once the field trip is approved, complete your request for a bus on Travel
Tracker at least a month in advance,

● READ the LCS Activity Trip Safety Statement (sign and date) before every trip,
● Request the number of busses you need,
● Size of the bus,
● The date of the trip,
● For how many hours you need the bus,
● And the number of students and adults on the trip.
● Be sure all field trip documents are completed before submission.
● All Activity buses must be signed in and out each time the bus is used. DO NOT keep

keys without permission from Mr. Newby.
● After use of activity buses, buses are expected to be cleaned. A fee of $25.00 will be
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charged for buses that are returned without being cleaned.

If you have a problem with an activity bus, follow these steps:
● Call LCHS and inform Mr. Robert Newby of the problem. In the event Mr. Newby is not

available, inform any other administrator of the issue.
● Contact Transportation/Bus Garage at 919-776-3112 .
● On a regular school day schedule, during normal school hours, and if you are outside of

Lee County (6:00 a.m. to 5:30 p.m.), call the appropriate bus garage listed below:

∙ Chatham County 919-542-2715
∙ Cumberland County 919-678-2581
∙ Durham County 919-560-3822
∙ Harnett County 910-893-3270
∙ Johnston County 919-934-8340
∙Wake County 919-856-8076
∙ Orange County 919-732-2531
∙ Randolph County 336-318-6144

ALTERNATIVE PROGRAMS

In-School Suspension Program
The purpose of the In-School Suspension Program (ISS) is to correct student behavior, teach
students to take responsibility for their behavior, counsel students as necessary, and allow for
an alternative to Out of School Suspension (OSS). Administration will assign students to
ISS. Teachers are not allowed to send students out of their class. Students sent by a
teacher to ISS will be sent back to the class by the ISS Instructor.
The following process will be followed for students in ISS:

● When an administrator assigns ISS, an email will be sent notifying teachers of
the day and/or periods that the student will attend ISS.

● The ISS coordinator will send an email at the end of the day to verify ISS
attendance.

● Teachers must update their daily attendance based on this list and before
leaving campus.

● Teachers are responsible for ensuring students have meaningful work while
they are in ISS. Students’ work can be delivered to the ISS classroom, handed
to the student, sent via email to the ISS Instructor, or put in the ISS Instructor’s
mailbox.  Mr. Jarvis McNeil is the current ISS Instructor.

● Students are responsible for turning in all work to Mr. McNeil; Mr. McNeil will
then place students’ work in the teachers’ mailboxes at the end of the day.

●
The ISS Program is designed to redirect student behavior while affording continued learning in
an isolated environment. ISS is not a place for students who just want to get out of class. ISS
serves as an alternative consequence to OSS and it can only be assigned by an administrator.

Educators Handbook
When a teacher calls to have a student removed from class, the teacher needs to follow up with
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a referral in the Educators Handbook as soon as possible. The referral should include a
detailed recount of the incident including any profanity or vulgar language used by the student.
It is important to have the actual wording; NOT an abbreviation or asterisk replacing the actual
letter or word.

When entering referrals into Educators Handbook, the following incidents should be
considered an office referral:

● Aggressive Behavior (there has to be an action with the behavior)
● Bullying
● Communicating Threats
● Cutting Class
● Cyber Bullying
● Discrimination
● Disorderly Conduct
● Disruptive Behavior
● Excessive Display of Affection
● Inappropriate Items
● Inappropriate Language Disrespect (Use of profanity)
● Disrespect
● Indecent Exposure
● Leaving School without Permission
● Leaving Class without Permission
● Possession of Tobacco / Vapes
● Possession of Alcohol
● Property Damage (this incident could be under “Other” if the circumstances are unclear)
● Skipping School
● Other (Teacher must be very descriptive and provide as many details as possible)

When entering referrals into the Educators Handbook as a minor offense please do not
assign consequences if you want an administrator to review the incident. However, if
you have a conference with the student and/or the parent, report it as a minor incident so
that it is recorded for future incidents.

● Being in an Unauthorized Area
● Cell Phone
● Disrespect to Staff
● Dress Code
● Falsification of Information
● Honor Code Violation (first offense only)
● Inappropriate Behavior
● Insubordination
● Misuse of School Technology
● Disruptive Behavior

ANNOUNCEMENTS
Morning and afternoon announcements are important for communication to students and staff.
Follow the procedures listed below so that announcements are effective.

● Announcements & web postings can be submitted by faculty/staff members at
least 24 hours in advance for approval.
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● The public announcements are only made by school administration, front office staff,
and/or a designee..

● Staff members should not ask for any announcement to be made outside of the
designated times unless there is an emergency.

● Announcements are made every day at the beginning of the second block and at the
end of 4th block.

● Announcements must be placed in the Announcements Box in the main office no later
than 3:00 p.m. on the day before the announcement is to be made. Date to be
announced must be on the announcement form. Please do not send an email copy of
announcements.

● Per LCS school board policy 5520, unless the announcement concerns school matters;
no advertisement or announcement will be read to students, distributed on campus, sent
through email, or posted on campus. Teachers and Staff wishing to send emails
reference non school matters must have these approved by Mrs. Bridges (ie… bbq plate
sale for local organizations).

● Webpage announcements should be emailed to Mrs. Bridges for posting.
● All web postings need to be fully edited and ready for posting to the web-site.

BEGINNING TEACHER & MENTOR PROGRAM
Beginning teachers in North Carolina participate in a three-year Beginning Teacher Program
(BTP) which is designed to provide support needed to be successful in the classroom. The BT
(Beginning Teacher) is observed at least three times during a school year by an administrator
and at least once by a  peer teacher. Additional observations may be scheduled as necessary
by administration. A summative evaluation is completed at the end of the school year by an
administrator.

BUILDING SECURITY
The building alarm system admits only authorized entry when school is not in session. Exterior
gates on campus must remain closed and locked at all times. Teachers should enter the
building through the front door. If a gate is propped open during the day, please assist the
administration by closing the gate. Notify administration that the gate was found open through
email as we try to maintain the highest level of security for the overall safety of our students and
staff. The Career, Core, and Administrative building main doors may be unlocked during
lunches. Staff members will be assigned to supervisory duties at these doors to ensure
students do not enter buildings during lunch. Students cannot enter the buildings without a
pass. If you have scheduled time to tutor a student during lunches, please arrange for their
entry into the building.

BULLYING
Bullying is defined as unwanted, aggressive behavior among school aged children that involves
a real or perceived power imbalance. The behavior is repeated, or has the potential to be
repeated, over time (teachers should be aware of all student concerns in your classrooms).

In order to be considered bullying, the behavior must be aggressive and include:
● An imbalance of power (physical strength, access to embarrassing information,

popularity) that allows a student to control or harm others.
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● Repetition (bullying behavior happens more than once or has the potential to happen
more than once).

● Bullying includes actions such as making threats, spreading rumors, attacking
someone physically or verbally, and excluding someone from a group or purpose.

At Lee County High School, our primary goal is to create a safe school climate for all students.
Please visit the Board Policy Code: 4331 for more information on prohibited behaviors at
our school.

Any staff member who may have witnessed or has reliable information that a student has been
subject to any act of harassment or bullying behavior must report the incident to school
administration (face to face or phone call). Failure to report an incident of bullying may subject
the staff member to disciplinary action. Please refer to Lee County School’s BOE Policy for
further information on bullying and for bullying policies relating to employees (report the concern
as soon as possible the same day and verbally - not by email).

CALENDAR EVENTS SCHEDULING
All calendar requests go to Ms. Joy Cox; a minimum of one week notice is required. If you
need to reserve school facilities for an event, please complete a facility use form. For your
calendar request, include the following information about the event:

● Who is involved,
● Beginning and ending time of the event as well as its location.

Student related events must be pre-approved and reviewed by Mr. Mark West prior to being
submitted to Ms. Cox and to be added to the Calendar.

CELL PHONE POLICY
Students are not to use cell phones in the building. This includes transmitting text, taking
pictures, face timing, or voice calls during the school day from 8:00 am to 3:00 pm.

● Students are permitted to use cell phones during breakfast and lunch in the cafeteria
and out in the plaza area.

● An exception to this policy is when teachers give permission for the class/students to
use the devices for instructional purposes.

● If a student brings a cell phone to class he/she is expected to place the cell phone in
either the cell phone caddy or in any location in the classroom that the teacher has
designated. If this has not been determined, the phone must be out of sight. Cell
phones must not be placed or visible on the desk.

● Students are not allowed to charge a phone while in your classroom.
● If the student chooses not to put the phone away in the designated location and the

phone goes off while in his/her possession, the student will have to relinquish the phone
to the teacher.  The student will receive his/her phone at the end of the class as the
rest of the students who placed their phones in the designated location.

● Failure to follow this rule will result in the student being sent to an administrator.
The administrator will then confiscate the phone for the remainder of the day until
3:00 pm.

● If a student refuses to relinquish the phone the administrator may assign ISS or
OSS to the student.

CLASSROOMS

“ Serving our school and students with fidelity”
Lee County High School 2021-2022

https://boardpolicyonline.com/bl/?b=lee#&&hs=158034
https://www.lee.k12.nc.us/cms/lib/NC01001912/Centricity/Domain/2493/Facility%20Use%20Application.pdf


26

● Each classroom is equipped with a teacher desk, student desks, and a file cabinet.
Please do not move furniture from one room to another without the approval of an
administrator.

● At the end of the day, windows should be closed, locked, and the shades adjusted to a
uniform height.

● No debris (paper, books, chromebook charges as well as laptops, etc.) should be left on
the floor at the end of the day. This applies to your planning period as well so the
custodians can clean your room.

● Candles and Christmas lights are not allowed to be burning in any classroom or any
other part of the building.

● Class pets and animals are not permitted in classrooms or on school grounds. Service
animals must have appropriate documentation. There are a few exceptions for animals
based on the agricultural curriculum/SCOS.

Teachers are required to maintain safe and inviting learning environments. LCHS
Teachers will:

● Inspect rooms each day. Report defaced property immediately. Profanity or graffiti should
be removed as soon as possible.

● Report students who damage or deface school property.
● Deposit trash and paper in containers daily.
● Place chairs on top of desktops at the end of each school day. All chairs should be

removed from desktops before class begins the next day or class period.
● Ensure labs/cooking areas/ countertops are clean, in order, and ready for the next class

period or day. Science rooms should be cleaned after each lab activity.
● Not use countertops as storage areas.
● Enforce the fire codes when placing items on walls, hanging projects from the ceiling,

etc.
● Teachers are responsible for making sure their classrooms are clean and orderly.

If classrooms are not getting the attention that they need such as  repair or cleanliness, submit
an email to your departmental instructional leader or Mrs. Bridges.

CLASSROOM MATERIALS
General supplies for the classroom should be requested on a materials request form or by
email. This request should be given to Ms. Cox and your instructional leader at least one
day prior to the need.

CLUBS
LCHS appreciates the work done by teachers in sponsoring the various clubs and
school organizations. Please note that all sponsors must check with an administrator
before scheduling any activities or filling out fundraiser requests (there will be no
candy sales during the 2021-2022 school year). Details should be discussed with
administration and must be approved by the principal. Please note the following rules
in regards to club activities:
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● Club meetings: Sponsors must be present at all club meetings. All club meetings are to
be held before or after school. Please notify Mrs. Stevenson of your meeting dates in
advance. Utilize the weekly calendar to keep the faculty informed about the club
activities. Attendance must be documented with student signature and kept on file
by the sponsor until the fall of the next school year.

● Club Sponsors:A club sponsor assumes responsibility for the overall success and
achievement of an organization. In order for students to receive the maximum benefit
from the organization, the sponsor should provide a set of definite goals towards which
to work. Club activities should be directed toward the group as a whole and not to an
individual or small group. Fundraising activities should be undertaken with the goals of
the club in mind. Sponsors should maintain documentation of the club’s yearly plan,
officers, membership, dues, and fundraising projects, etc. Sponsors are expected to stay
with their members until they depart from campus / no exceptions.

● Fundraising: To ensure approval, fundraiser requests must be turned into Mrs. Bridges
at least 45 days in advance. Requests require Board of Education approval with at
least 30 days notice to the BOE. No contracts should be entered on behalf of the club or
the school in any manner.

● Expenditure of Club / AthleticFunds: No one is permitted to make any purchase or
draw on any school account without having an approval on a Requisition form, the forms
are located in Mrs. Bridges’s office. Anyone violating this rule may personally assume
the obligation for payment.

● Acceptable Behavior: All students involved in a club must comply with ALL Lee County
High School and Board of Education policies as it relates to student conduct at events
held on and off campus.

CLUB: Fundraising Guidelines
Clubs that have state or national affiliations may need to assess dues as a way to help pay for
joining the association. Dues may not be greater than the actual costs of dues plus one dollar.
All school sponsored fundraising events must have prior approval of Mrs. Bridges.

CONFERENCING TIPS
At LCHS we spend a great deal of time conferencing during a school year; conferences with
students, conferences with parents, conferences with other professionals, ie  teachers, social
workers, nurses, counselors, psychologists, and employers.

Teachers may request a conference to enlist parental support (parents may request a
conference as well) and to help resolve student concerns. The goal of conferencing is to
eliminate isolation and focus on how participants can work together to help in the welfare of the
students they have in common. Teachers are welcome to schedule their own individual parent
teacher conferences anytime they feel it’s necessary to do so. Advanced notice is expected to
be given to administrators and guidance if their attendance is requested. Teachers are
encouraged to use professional judgement when communicating with parents. If you have any
questions regarding parent communication or conferencing please see your department chair.

COMMENCEMENT CEREMONY
All faculty members are required to participate in the commencement ceremony.  LCHS 2022
graduation date is June 10th, 2022. Appropriate attire is required - No jeans, no flip flops.
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CONFERENCE/PLANNING ROOMS
Staff conference/planning rooms are available for faculty use for every department. Vending
machines, refrigerators, microwaves, and telephones are available for teacher use. Please
assist in keeping these common areas neat and orderly. Please do not permit students to
use the vending machines during the instructional day.

COUNSELORS
Students should not go to the counselors or any other office during the instructional day without
permission from a counselor and/or administrator. Student requests to see a counselor should
be made through email or counselor request form. If a student is in distress and in need of a
counselor immediately, a staff member must call prior to sending.

DISCIPLINE PROCEDURES
The administration requests that before sending a disciplinary issue to the office, you as the
classroom teacher exhaust available means to prevent or correct the problem at the
classroom level. No students should be sent to the front office without contacting an
administrator. As stated above, when the front desk receives a call from a teacher,
then an administrator will be contacted immediately to offer assistance to the teacher.
ALL STUDENTS MUST BE SUPERVISED AT ALL TIMES.

To effectively manage student behavior, teachers should make sure their classroom rules
and consequences are clearly understood by students, parents, administrators, and then,
most importantly, these guidelines must be enforced fairly and consistently. In the event that
you cannot reach the front office, these individuals can be contacted and have access to a
radio for assistance: Guidance Secretary, Mrs. Morrison (2516), Mrs. Cox (2610), and Mrs.
Frazier (2657).  Teachers should collaborate on refinements of rules by departments.

Your Classroom Discipline Plan is expected to be posted and reviewed with the students.
There will be a list of general school non-negotiables guidelines for classroom behaviors
school wide.

● Be posted in the classroom/CANVAS and reviewed with the students.
● Clearly state the daily behavior patterns expected and the consequences that result

for violations.
● Support redirecting student behavior. Assigned consequences should be fair,

consistent, and not impact a student’s grade, nor a student's classroom
performance.

NECESSARY INTERVENTIONS FOR TEACHERS PRIOR TO WRITING A REFERRAL:
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● Call the parent to notify them of the student’s behavior. In the event you are unable to
reach a parent, please call the nurse to obtain updated contact information. Document
the contact, this can be done in the Educators Handbook.

● Notify grade level guidance counselor and/or grade level administrator about continuing
behavioral issues as well as the At-Risk Coordinator (2653).

● Schedule parent conferences individually and/or with the guidance counselor.

These procedures are planned for the routine, day-to-day problems related to discipline in
the classroom. They are not to be used in regard to fighting, insubordination, or
obvious disrespect toward faculty or staff. Students who demonstrate these types of
misconduct should be referred promptly to an administrator.

DROPPING COURSES, TRANSFERING, and WITHDRAWALS
Students are not to be dropped or added to a class roster without official notification from
student services/guidance department. Students must obtain approval from the principal (or
appointed designee) to drop a class or to change a schedule. Students and teachers will be
notified by email any schedule changes to the Student Services Office that are approved or
denied. Schedule changes can only be requested during the first ten days of each
semester.

Once the school year has started, if a schedule change has been made:
● The student will receive a form indicating the class(es) that have been dropped and

added.
● The form must be presented to (both) teachers for signatures.
● The student will then be removed from the roster of the class that has been dropped and

will be added to the roster of their newly scheduled class.

Please do not send students to other classes if they are on your roster. Likewise, do not send
students to a new class that has been added if they do not have the correct form to be
signed. In the instance a class roster does not match the form, or a form is not present, or a
student is physically sitting in a class and does not appear on the roster please send the
student to student services to see a counselor immediately.

Withdrawals
Students withdrawing from school are to see the Data Manager, Mrs. Spears, in the front office
to begin the withdrawal/transfer process. Student obligations are to be met upon finalizing the
withdrawal/transfer process.  This includes fees, fines, and returning school property (i.e.
textbooks, library books, etc.).

DUPLICATION/COPYING
Students are not to be sent to the copy room to make copies or pick up materials that have
been copied.  Remember to follow copyright guidelines. Illegal use and/or duplication of any
print, video, or audio presentations in any format are not permitted using school equipment.

● Printers are not to be used as copiers. Additional/replacement classroom printers will
not be purchased.
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● If a teacher has a large number of copies to be made, please see Mrs. Frazier at least
24 hours before the copies are needed.

● Each area is supplied a NEW 2019 copier that teachers can use by (swiping their ID
Badge). If the machine is down in a particular area, the backup copier is in the front
office behind Mrs. Thomas’s desk. Everyone must use their ID Badge to make copies.
There will be copier training prior to use.

●
EXAM INFORMATION
Students are required to take end-of-semester examinations. Exams are given for every
course. Make-up exams for special requested circumstances are given only with written
permission from an administrator. Teachers are responsible for the make-up exams for their
students. Students absent because of illness will complete the exams missed during the
designated make-up times. Teachers are expected to conduct adequate review(s) for their
final exams.

● End-Of-Course Test areas include: Biology, English II, Math 1, and Math 3.  Students
who are enrolled in these courses will take the state-mandated final exam which counts
as 20% of the course grade. Each student must score a designated minimum scale
score (converted to a 100 point scale) to achieve proficiency.  There will be no
exemptions from End of Course, CTE Post Assessments, or NCFE tests.

● State CTE Post Assessments are given for all Career Technical Education courses
which count 20% of the course grade. Each student must score a designated minimum
score to achieve proficiency

FINAL GRADES
Final grades are calculated according to the following percentages:

● First Quarter Grade = 40 % +
● Second Quarter Grade = 40 % +
● Final Exam, EOC, NCFE, or CTE Post-Assessment = 20% +

Total Percentage of Final Grade= 100%
***A uniform process and formula will be used to calculate students’ grades.

During the final exam period: extracurricular activities (i.e. athletics, clubs, plays, choral
events) may not plan any meetings, practices or performances without approval from the
principal.

FACILITIES
The building hours for teacher use are 6:30 a.m. to 7:30 p.m. on weekdays. This time may
change on days prior to a holiday and or due to poor weather conditions.

Staff members who wish to reserve any area on campus, must complete the facility use form
for any activity they have planned on campus.  This includes fields, media center PLC room,
forum room, auditorium, and/or cafeteria.  These forms are to be returned to Joy Cox.

FACULTY MEETINGS

“ Serving our school and students with fidelity”
Lee County High School 2021-2022

https://www.lee.k12.nc.us/cms/lib/NC01001912/Centricity/Domain/2493/Facility%20Use%20Application.pdf


31

Attendance is mandatory. Faculty meetings are usually held in the afternoon on the 1st Monday
of each month. Meetings will begin at 3:15 in the media center. Please be prompt. Faculty
Meeting Dates are also listed on the school calendar.
All personnel are responsible for knowing the information found in the faculty and student
handbooks. Please read this information carefully.

FAX MACHINE
We no longer have a fax machine on campus.  School related items can be faxed by Joy
Cox or Kathy Battener. A cover sheet must be completed for any fax that is sent.  The
school fax number is (919)-718-7170. Guidance fax number for records is (919)718-7173.

FIELD TRIPS
The purpose of a school field trip is to extend or enhance students’ understanding of concepts
found in the Standard Course of Study through well-planned, highly effective instruction.  A
sample parent/guardian field trip form can be found in the appendix section of this handbook.
Field trip forms can also be found in Joy Cox’s office. Student(s) should not be denied the
opportunity to participate in a field trip due to lack of insurance, nor should they be excluded
from participating due to lack of funds to attend any field trip. For these instances, please notify
the principal of the student’s needs.
Field trips are required:

● To have permission from Mrs. Bridges.
● To have the staff member/trip sponsor enter their absence in ASEOP. Teachers who are

sponsoring a field trip are required to have a substitute.
● To be scheduled at least six weeks in advance through administration.
● To be entered into a Travel Tracker .
● To have sufficient supervision, there should be 10-12 students to 1 chaperone.

Students are required to have parent permission. Reasonable notice must be provided
to parents. Written parent permission for each student must be obtained by the school
official responsible for conducting the trip.

● To have a list of students attending the trip. This list must be provided to the school
nurse prior to turning in form to Mrs. Bridges. This allows time for specific health
concerns to be checked.

● To have a list of students going on the field trip. This list must also be attached to your
field trip request form. Please email your list to all classroom teachers as soon as
possible, so that students who attend the field trip can be counted present for the
“school day”.  Also forward a copy of this list to the attendance office.

● To have emergency forms on file.

In addition:
● A completed Field Trip Request form must be submitted to Mrs. Bridges for review by

the leadership team. The request must be submitted by the first Monday of the month
prior to the field trip. Example: If a field trip is scheduled for November, the request is
due by the first Monday in October.

● If there are multiple field trips scheduled for the same day, one of the trips may not be
approved due to the number of staff members who will be off campus during this time.

● Field trip requests requiring travel out of Lee County should be submitted at least 45
days prior to the trip.
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● Field trip requests requiring overnight stay should be submitted at least 60 days prior
to the trip. These require Board of Education approval.

● If a charter bus is necessary for travel, please remember only LCS approved bus
companies can be used. Only the principal can enter into a contract on the school’s
behalf. Teachers may NOT sign a contract for services.

More information on field trips can be found at Lee County Schools Board of Education Policies
(3320/3320-R).

GRADE BOOK
Teachers should have approximately the same number of assessed items per quarter as
determined by the individual content area PLT’s. These assessment items include, but are not
limited to: tests, labs, projects, classwork, writing assignments, reading assignments,
homework, quizzes, essays, etc…

The minimum number of assessment items as determined by the PLT per quarter should be
no fewer than 4 major / minor assessments (unit tests/ projects/ etc…), no fewer than 7
quizzes/weekly assessments, and 10-15 assignments (homework, classwork, etc…). If you
have questions, please speak to your instructional leader.

The following information must be included and clearly identified for each quarter and each
semester:

● Grade Categories for each quarter and semester
● Grades – all grades given for each student during a quarter must be listed
● Percentage value for each specific grade category (i.e. seminar presentation - 10%)
● Quarter Average
● Final Exam grade/Comprehensive Final Exam
● Final grade average for the semester

GRADE DETERMINATION
All classes must use the following grading scale:
A= 90-100 D= 60-69
B= 80-89 F= 59 and below
C= 70-79
If a student is failing at ANY POINT in the semester, the teacher must make contact with
the parent or guardian by phone call or conference. Teachers must keep a record of all
communication in regards to a student’s academic progress. Anytime a student is scheduled
for tutoring please contact the parent or guardian.

Personal Education Plan (PEP)
These plans are to be developed for each student in conjunction with the grade notification
timeline for all students at risk of failing a course (grade of 65 or below).  The PEP can be in the
form of an academic contract, required tutorials, test retakes, project completions(etc..).  Please
see your department  administrator for clarification.
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GRADE REPORTING
Grades will be recorded in PowerSchool. Grades are expected to be entered and
maintained by Tuesday at 4:00 pm for all students in your PowerSchool gradebook. All
teachers will use the percentage system, not points, for grading individual assignments as
they are entered into PowerSchool.

Assessing a student's work and entering grades into PowerSchool in a timely manner is
required of all teachers. Parents and students have access to the parent portal which allows
access to see grades in “real time”. Grading practices will be based on factors directly
related to learning objectives and will reflect the student’s mastery of the course
content. Grades which can be attached to a task, student behavior, including extra credit
work will not be supported by administration.
Interim reports and report cards will be given to students during designated times in the
school year.

Interim Reports
Interim Reports are given out at the midpoint of each
quarter. These reports should provide the parent/legal
guardian an understanding of the student’s progress at that
time. All students are to be given an Interim Report at
least once each quarter. Interim Reports will be issued
during the week of the below dates:

● First Quarter: Week of September 20, 2021
● Second Quarter: Week of November 15, 2021
● Third Quarter: Week of February 14, 2022
● Fourth Quarter: Week of April 18, 2022

Report Cards
Report Cards will be distributed after the end of
each grading period. Report cards may be
distributed on  the dates listed below.

● FIRST QUARTER: November 10, 2021
● SECOND QTR/SEM 1: February 2, 2022
● THIRD QUARTER: April 6, 2022
● FOURTH QTR/SEM 2: TBD

Homework
Each teacher will follow the Lee County High School Homework Policy concerning the amount
of homework assigned and the length of time required for completion. Recognizing that home
study time varies greatly among individuals and depends on a number of interrelated factors
such as individual motivation, different course requirements, types of assignments and ability,
an exact time schedule is not possible. However, limits will be followed to avoid an excessive
total amount of homework and to assure that one teacher’s assignments shall not take a
disproportionate amount of time and effort. Homework assignments at Lee County High
School:

● Should not exceed fifteen percent (15%) of a student’s academic grade for a marking
period.

● Are expected to reinforce student learning by providing practice, application.
reinforcement, extending, enriching, and/or strengthening skills.

● Should be directly related to classroom work.
● Will be returned in a reasonable time for students to study the homework and other

assignments in preparation for both formative and summative assessments.
● Will be posted on the teacher website or class internet site (CANVAS).
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GRANTS
LCHS Staff members may apply for grant funding to supplement additional items needed to
help them teach students and or to provide classroom resources. Please be sure to discuss
with the principal of your intent to apply for grant funding. Crowdfunding is not an approved
source of  funding (i.e. DonorsChoose, Kickstarter, Patreon, GoFundMe)

The procedures will be enforced to ensure that all grants awarded to staff of LCHS are
administered in a programmatic and fiscally responsible manner.

● Any decision to pursue a grant award must have the approval of the grants
administrator Mrs. Stevenson.

● Some grants must also have the approval of the Superintendent and/or the Board of
Education.

● The nature of the application that will be developed must be consistent with the LCS
Board of Education’s goals and strategies and those of the Superintendent.

● Should the grant be awarded, the LCS Finance Office must be notified of the award
as well as the principal, and the bookkeeper. There may be special conditions attached
to the award.

● Funds that are associated with an award must be properly managed in a district or
school budget code.

GUEST SPEAKERS
All guests invited into the classroom to deliver or assist with some type of instructional activity
have to follow the county policy for volunteers. The departmental administrator should be
notified of the guest's name, time, date, length of the activity, the nature of the activity, and how
it fits in the curriculum at least 5 days in advance. Guest speakers must have prior approval.
The Request for Prior Approval for Guest Speaker form can be found on the LCHS teacher
website. Please submit to your departmental administrator for approval.

HALL/CAMPUS DUTY
Hall duty begins at 7:40 a.m. and ends when the tardy bell rings at 8:00 a.m. At 7:45 a.m.
all staff will be present and visible outside their classroom door to help monitor the halls.
Visibility is essential to monitoring and building relationships with our students. At LCHS
additional morning and afternoon duty assignments will be assigned by the administration. It is
expected that teachers:

● Find coverage from a colleague if you are going to be absent.
● Notify the administration when you are going to be absent for duty and who will cover for

you.
● Be visible in the hallways during ALL class transitions.

HOURS ON DUTY
Teachers are on duty from 7:30 a.m.until all obligations to the students, and the school has
been completed. This will vary depending on duty assignments. Occasionally, Faculty,
Department, or Leadership meetings and other school activities will require additional time. All
staff are required to serve (multiple) athletic duties during the school year.

HALL PASSES
Teachers are responsible for providing students a hall pass each time the student is given
permission to leave the classroom. Students should NOT be allowed to leave the room during
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the first 20 minutes or the last 20 minutes of class. Teachers are encouraged to use their
discretion in the case of emergencies. Only one student should be allowed to leave class at a
time. Students should only be sent to restrooms close to their classrooms.

The following information must always be documented on the form prior to the student's
departure from the classroom:

● Student name
● Time of departure/Time of return
● Date
● Destination
● Teacher signature

IDENTIFICATION BADGES
All employees will be supplied with a picture identification badge from Lee County Schools
Human Resource Department. These identification badges are required to be worn and
displayed at all times when on LCS properties (required to make copies) . Employee
identification badges are the property of LCS and must be turned in at the employee’s work
site (or HR) if an employee leaves the school system.

INCLEMENT WEATHER
The work schedule and or make up days will be determined by Lee County Schools
Superintendent, Dr. Andy Bryant. Details will be provided as weather related events come up
during the school year. Staff members will be notified of delays or cancellations through our
district messaging system and will also be available on the Lee County School’s webpage
www.lee.k12.nc.us

INSTRUCTIONAL TECHNOLOGY EQUIPMENT
We have a wealth of technology available to facilitate instruction. We must work together to
assure that the equipment is secure and properly maintained. If you choose to use the
instructional technology equipment you must:

● Closely monitor any student use of equipment.
● Substitutes should NOT be expected to use equipment. Please do not leave plans that

would incorporate the use of equipment.
● Keep technology equipment secure at all times.
● Do not leave chargers on classroom floors; make sure all laptops are in a secure

location.

INTERNET AND ELECTRONIC MAIL
Internet access and email is available to students and teachers in the Lee County Public School
System. Access to the Internet lets employees explore thousands of libraries, databases, and
bulletin boards while exchanging messages with Internet users throughout the world. Individual
users of the district computer networks are responsible for their behavior and communications
over these networks. Users will comply with district standards and will honor the agreements.

Network administrators may review files and communications to maintain system integrity and
ensure that users are using the system responsibly. Users should not expect that files stored
on district servers would always be private. Users are warned that some material
accessible via the Internet may contain items that are illegal, defamatory, inaccurate, or
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potentially offensive to some people. Use of the Internet shall not interfere with the timely
performance of job duties. For further information about expectations for staff and responsible
technology use see LCS BOE Policy 3225/4312/7320 .

Users are expected to act responsibly when using media and information sources.
Please note that Email is a public document; therefore subject to the Public Domain Law. It can
be shared with anyone who requests it. Be mindful as to: “what you communicate and how you
communicate” through this type of platform. Listed below are general expectations as it
pertains to internet and email use.

● Parent/Staff email requiring responses should be made within 48 hours of receipt.
● Keep a file of your correspondences with parents.
● Check the spelling and grammar of emails that you send.
● Profanity or inflammatory language is prohibited in any form (verbal or written).
● Email should not be used for illegal or unethical purposes.
● Email and Internet use is a public domain and is maintained through a district server. It

is not private.

COMMUNICATION WITH STUDENTS AND SOCIAL MEDIA NETWORKING SITES.
Employees are to maintain a professional relationship with students at all times. Employees
should block students from viewing personal information on employee’s personal
websites or on-line networking profiles Examples of social media include Web 2.0 tools,
Facebook, Twitter, LinkedIn, Flickr, YouTube, Instagram, Google+, and social media
components of learning management systems such as Moodle or Edmodo. Lee County
School Board Policy 7335 discusses responsible use of these types of technology.

If an employee creates and/or posts inappropriate content on a web site or profile and it has a
negative impact on the employee’s ability to perform his or her job as it relates to working with
students, teachers and staff the employee will be subject to discipline up to and including
dismissal. This section applies to all employees, volunteers, and student teachers working in the
school system.

All students will be issued a Lee County Email account. Please be sure that all electronic
communication with students is through their LCHS assigned account. This includes
learning platforms that are used to support teacher instruction such as Canvas, and Google
Classroom. LCS Board Policy Code 3225/4312/7320 discusses responsible technology use
for staff.

INVENTORY
Each staff member/teacher is accountable for materials and equipment assigned to him or her
during the school year and is responsible for the inventory of these materials at the end of either
the semester or school year. Each staff member/teacher is to assist with the inventory of
materials and equipment in his or her designated work area and curriculum area. Teachers
should never move technology equipment from one room to another. Once official
inventories are completed and submitted to the central office, equipment must remain in its
assigned location. PC’s and printers are assigned to rooms, not teachers.

KEYS
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Room keys are to be checked out from Ms. Cox. School keys may not be duplicated. Do not
allow students to use your keys. Keys must be turned in at the end of the school year. To
maintain campus security, we will not be assigning master keys in large volumes. Please do not
ask for a master key;  This also applies to the school alarm code.

LOCKERS
Students may pick out a locker and obtain a combination from Ms. Rosser Combinations can be
picked up in her office during their lunch period the first week of the first semester. Teachers
may not allow students to leave class to obtain a locker.

LEAVING THE BUILDING, FACULTY AND STAFF
If you must leave the campus during the day, please inform one of the administrators. You must
sign out at the office before you leave and sign in upon returning after requiring
permission from an administrator. Please write the administrator's name on the sign out
sheet that gave you permission.

LEAVING CLASS
Teachers are to supervise their students at all times. Under no circumstances is a teacher to
leave a group of students in a classroom unsupervised. In an emergency, the teacher
should make arrangements with another teacher to watch the class if the teacher must leave for
a moment.

LESSON PLANS
Expectations

● Teachers are expected to have detailed engaging lesson plans that
demonstrate alignment to essential standards and utilize the maximum time
allotted for the class period for the day.

● Each PLT will agree upon and use a common lesson plan template. Here are
two approved examples of lesson plan templates. Lesson plans cannot be
submitted through planbook.com.  Lesson plans can be submitted through CANVAS.

● All disciplines are to follow a pacing guide or develop one that will be used. With block
scheduling, staying on track is critical.

● Lesson plans are expected to be rigorous and reflect differentiation between
academic and honors courses. Assessments should also be differentiated based
on honors and academic classes.

● The classroom teacher is the primary responsibility for lesson plans. However, PLT’s
should also use their meeting times to discuss and develop solid lesson plans that meet
the needs of ALL students.

● It is expected that the Objective, Essential Question, and Agenda are posted in the
classroom daily. These do not take the place of the teacher’s detailed (daily) lesson
plan.

● Support for lesson planning will be provided by content area PLT’s, instructional lead
teachers, Department Chairs, Mentors, and the Administration.

● Department Chair’s may be assigned a role by the principal to assist with lesson
planning techniques, lesson plan content, and lesson plan monitoring within his/her
area.

● Members of the LCHS Administrative Team will monitor and provide feedback on lesson
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plans for the 1st and 3rd quarters. Request to review lesson plans and teacher
assessments can be made at any time.

SHORT TERM ABSENCES REQUIRING SUBSTITUTE TEACHERS
● The classroom teacher is expected to have daily lesson plans for five working days

prepared and available for review by administration and department chair.
● In emergency short-term situations when a teacher is absent and no lesson plans are

available from the classroom teacher, the principal may use other staff to prepare lesson
plans on the best available information and materials regarding the curriculum and the
status of the class(s) involved.

LONG-TERM ABSENCES REQUIRING SUBSTITUTE TEACHERS
● The classroom teacher is expected to have daily lesson plans prepared for an

extended absence. A hard copy of Emergency Lesson plans must be provided to
Brenda Thomas. These Lesson Plans should be updated monthly.

● Identified instructional units are to be provided by the classroom teacher for this period
of time. Units are to address the content and objectives of instruction, as well as identify
available resources  and proposed timeline(s).

● The principal may defer to other department members to assist the substitute teacher in
developing lesson plans from identified instructional units if the principal finds such
assistance necessary and/or advisable. In any emergency situation, a substitute
teacher is to be assisted with plans as necessary by the departmental
administrator.

● As previously stated on page 17, it is important to know that in the event there is a
shortage of substitute teachers, teachers may be asked to cover for absent
teachers in their department or other departments as needed.

MAINTENANCE OF BUILDING & CLASSROOMS
The care of the school building and school equipment is the responsibility of all personnel.
Proper attention and care is needed to assure that students do not damage or destroy property.
Developing and instilling a sense of pride in our school and appreciation of the importance of
maintaining public and private property promotes proper care of our building. A feeling of school
spirit, school pride, and a desire to keep the school attractive is a goal for all of our staff
members and students. Teachers are urged to implement the below to further support these
goals.

● The first impression a visitor receives of our school is based on its physical condition,
cleanliness, and orderliness are essential to our image and school brand. The same
applies to your classroom.

● Encourage students to assist in keeping the corridors and grounds clean and attractive.
● All windows on all levels are to remain closed and locked.
● Make every effort to secure the assigned area of instruction and/or area of supervision.

This will assist in reducing vandalism and protecting school property.
● Design your classroom space with engagement in mind for your students. Examine

approaches to flexible seating arrangements in your classroom.
● Organize your space to support management of classroom information for your students.
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● Implement rules that will support ways for students to take ownership and responsibility
for their classroom/community space.

● Teachers

MAILBOXES/EMAIL
Teachers’ mailboxes are located in the main office. Mailboxes should be checked at least twice
a day. Email should also be checked at least three times a day. Most important information will
be shared through email.

MAKE-UP WORK
A student can make up any work missed during absences and out-of-school suspensions. The
student is responsible for finding out what assignments and/or tests were missed. These
assignments/tests must be completed within a reasonable time period as specified by the
teacher.  For further clarification on make up work, please see LCS Board Policy 4400.

MEDIA CENTER
The Media Center is the focal point in our instructional program. Maximum use of its
resources requires the cooperation of every staff member and student. The Media Center
opens at 7:45 a.m. and closing times are posted.
Teachers are encouraged to schedule bringing their classes to the Media Center. Teachers
are to accompany, remain with, and supervise their students. Individual students or small
groups of students are also welcome throughout the school day. Students in small groups
will need passes stating their purpose for using the media center and the time they left the
classroom. If the student leaves the Media Center before the end of the period, he or she
will have a pass with the time he or she left the Media Center.
Please help us to ensure that:

● Students have properly checked out materials.
● Materials have been correctly shelved.
● Behavior in the media center is orderly.

Please sign up several weeks in advance if your students need the media specialist to teach
skills or assist in doing research. This will give the media specialist and teacher time to plan
together and time to customize the lesson(s). The media specialist will also come to the
classroom to work with teachers on library skills.

NON-INSTRUCTIONAL DUTIES
Attendance at 504/IEP meetings and parent/teacher conferences is a part of a teacher’s
required non-instructional duties. Additionally, attendance for the entire meeting is expected at
ALL PLTs, faculty meetings, departmental meetings, and in-service meetings. All teachers are
expected to schedule personal commitments outside the times of their required
non-instructional duties.  Athletic gate duty is also part of non-instructional duty.

NURSE
The school nurse will handle all health concerns within the school. Medical plans that a student
has at our school will be on file with our school nurse. She is the only designated member on
our staff who can excuse a student from school due to illness. She will not see any students
without a pass. Please refrain from allowing students to make phone calls due to illness
from classrooms prior to meeting with the nurse. The district is required to monitor student
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illnesses. Our school nurse is responsible for collecting accurate data that is important to the
health and the safety of all students and staff at LCHS.

PARKING
ALL staff will park in the front parking lot of the campus.  Other staff parking can be assigned if
you have a medical disability with medical documentation that has been turned into Mrs. Joy
Cox for Mrs. Bridges to review. Staff will be issued a parking pass. The gates to the parking lot
next to the stadium and the gym will remain locked at ALL times during the instructional day.

PERSONAL EDUCATION PLANS (PEP’s)
According to North Carolina law, students at risk of being retained are required to have a PEP in
place to support their academic needs. LCHS teachers, counselors, and administrators are
required to provide interventions and keep data regarding the progress of each child during the
school year. LCHS will utilize the PEP, but not both (however plans may be tailored to individual
student’s needs). Each student’s PEP will be monitored, changed, and added to as per the PLT
Timeline that will be distributed to all teachers. When changes are made, a copy of the newest
version of the plan is required to be sent to each student’s family. Updates and deadline
changes will be provided throughout the year by administration. For additional questions or
information please see Mrs. Bridges.

PASSWORDS
Do not share your passwords. Anyone needing access to a computer or software application
will be provided with their own password. Students are assigned a login/password.. Student
Teachers and Long-Term Substitutes may be provided with a login/password. Do not document
passwords and leave in plain sight of others. Take the necessary steps to change your
password, if you feel someone has gained access to this information.

PLANNING PERIOD
Teachers are assigned a planning period. This time will be used for, but not limited to
preparation, parent conferences, staff development, team meetings, grade level meetings,
student supervision, class coverage and conferences with administrative personnel.

POWER SCHOOL Access
Yanira Scott is our school data manager. Any questions regarding PowerSchool can be
directed to her. Students are NOT allowed to access your account. Access to the PowerSchool
login is https://www.lee.k12.nc.us/Domain/2483 on our school website.

PROFESSIONAL DRESS
The Board of Education believes the appearance and the conduct of its faculty are of supreme
importance in establishing a positive image for education in the community and for presenting a
good example for students. Therefore, the board affirms its expectation that all personnel shall
be professionally, neatly, and appropriately attired for the work to be done. An employee's dress
must not disrupt or distract from the educational process and must be in accordance with health
and safety standards. The superintendent shall develop and communicate to employees
guidelines for appropriate dress and appearance. Such guidelines may authorize the principal,
school improvement team, or department supervisors to develop specific dress or appearance
requirements for each school or department.
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If the supervisor determines that the employee's dress or appearance is inappropriate, the
supervisor will counsel the employee regarding appropriate attire that is consistent with this
policy and will determine whether the employee is allowed to remain at work or must leave work
to change his/her dress. Any failure to follow the supervisor's directive and/or blatant or
repeated violations of this policy may subject the employee to disciplinary action.

All staff are expected to dress nicely and look professional daily. Casual attire is permitted
on workdays. Attire promoting school spirit is encouraged on Fridays. If you have additional
questions regarding professional dress please see an administrator.

PROFESSIONAL LEARNING TEAMS (PLT)
LCHS believes that team based collaboration is the means to continuous student improvement.
A professional learning team is made up of members who regularly collaborate toward
continued improvement in meeting student needs. Using available data, professional
experience, and best practices, the team works toward realizing a shared vision for a better
learning environment. The primary emphasis of this work is on the support of learning and
meeting the needs of all students.

All teachers will be regular, active, positive participants in a PLT with other teachers from their
content area. PLTs are required to meet weekly for a minimum of one hour. Documentation
must be updated after each meeting and updated in CANVAS. This structure readily allows for
more effective lesson planning, monitoring of student achievement data and progress towards
established SMART Goals (Specific, Measurable, Achievable, Realistic, and Time based).

At LCHS each Professional Learning Team will:

● Establish quarterly SMART Goals for the 2021-2022 school year.
● Identify learning outcomes tied to the essential standards, lesson planning, and best

practices.
● Create valid common assessments to assess the fidelity of instruction related to

identified learning outcomes.
● Review and discuss the data to improve and inform instruction.
● Coach each other to increase fidelity of curriculum implementation and rigor in the

lessons.
● Develop and implement quarterly projects focused on literacy.
● Develop intervention plans to improve student performance related to established

SMART Goals.
● Follow the approved LCHS Grading Practices and procedures.

Regular meetings should include team feedback sheets. Feedback sheets and corresponding
artifacts will be submitted electronically. Please be prepared to submit PLT artifacts to the
departmental administrator upon request. Departmental administrators will attend PLT Meeting
when possible and will monitor all submitted documents, and provide feedback when necessary.

The PLT Leader will record all PLT meetings in Google Meet; these meetings must be  posted
into CANVAS by the end of the week. If the PLT meeting was not recorded, the minutes of the
meeting need to be posted into CANVAS.
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ROOM CHANGES
Whenever a meeting site for a class is changed for a short period of time, place a note on the
door of the relocation site and notify the Front Office and the Attendance Office of the
change.

SCHOOL IMPROVEMENT
This site-based, participatory planning for school improvement is a two-year plan that is done to
meet the needs of the schools; thus, the improvement plans reflect the personalities and
characteristics of each individual school. Each school develops the school improvement plan
according to county and state guidelines so that the standards for accreditation by the Southern
Association of Colleges, Universities, and Schools Council on Accreditation and School
Improvement (SACS-CASI) are addressed in the implementation of the plan. The standards
include: beliefs and mission, governance and leadership, stakeholder communications and
relationships, instruction, curriculum, assessment and evaluation, support services for student
learning, citizenship, continuous process of school improvement, and resources.

Schools develop a working plan that supports the school improvement process for each year.
This working plan outlines the steps necessary to implement the plan for that year and includes
the following information for each objective: Strategies, Action steps, Timeline & Assignment of
responsibilities. The school improvement team identifies these objectives and areas that are
focused on student achievement and the continuous evaluation of its processes.

SOFTWARE DUPLICATION
Lee County Schools employees are expected to adhere to software licensure laws. The Lee
County Public School System adheres to laws governing the duplication of software.
Unauthorized duplication of software and use of illegal copies is not permitted on LCS
equipment.

STUDENT TEACHERS & STUDENT OBSERVERS
Student teachers are assigned and approved by Lee County Schools. Student teaching
assignments are arranged by the principal. If a student observer from a college or university
wants to observe your classroom for a period of time (from minutes to months), they will need to
contact the principal before beginning their observation(s). Permission may be granted or
denied.

STAFF DEVELOPMENT
A variety of activities will be provided to teachers during the school year for professional
growth and development. Professional development activities will be held at LCHS with staff
as presenters. Consultants and/or district level staff will be involved in some presentations.
Teachers can also check the Professional Development tab after clicking on the Unified
Talent NCEES for professional development opportunities offered in the district. Internet
Explorer must be used when using School Link.

Prior Approval for Non-LCS Workshops must be granted by the principal. Ms. Joy Cox will
provide a form for prior approval if needed. This also includes receiving credit for CEU’s.
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STUDENT EARLY ARRIVALS, LATE BUS, STAYING AFTER SCHOOL
All school personnel are responsible for monitoring students during their assigned duty.
No student may be in an area that is off limits without the authorization of a school
official.
Early Arrivals

● Buses arrive between 6:50 a.m. - 7:30 a.m.
● Students are to immediately report to the plaza or cafeteria.
● Students are not permitted to congregate/stand still in the hallways or locker bays

before school, after school, between classes, or at any other time (movement with a
purpose is required).

● During inclement weather students waiting in the buildings must NOT congregate in the
halls or stairwells (no sitting on the floor or impeding the flow of student movement).

● Students are not allowed to congregate in the main lobby of the administration building
before or after school.

 
Students Staying After School

● Students must depart from campus no later than 3:20 PM daily unless they are
involved in an organized school activity and working under the direct and continuous
supervision of a staff member. The teacher or coach is responsible for those
students until the student leaves campus or is picked up by a parent.

● Students who are bus riders are expected to remain in the bus lot near the Fine
Arts building until their buses arrive.

● A student staying after school who needs to use the phone should use the classroom
phone under the supervision of the teacher or coach.

● When staying after school, students are to arrange for pickup at the front entrance only.
Students must arrange with the parent for a specific pickup time. Athletes and others
should be picked up near their practice / event location (auditorium, gym etc)

● Students staying after school are to comply with the directions of the security officer,
teachers, staff, and administration.

STUDENT INTERNET VIOLATIONS
Teachers are required to document and report any misuse of the Internet to parents, and to the
Administration. Please defer to the LCS Board Policy 3225 for further information regarding
responsible technology use.

SUBJECT FAILURES
Student failure information will be requested prior to the end of every semester by Student
Services. In addition, the teacher must notify the parent and document the date of parental
contact.

TELEPHONE CALLS AND MESSAGES
Teachers should not send students to the office to use phones during the school day unless
it is an emergency. Students should be sent to the nurse for obvious illness.

Teachers should not use cell phones during instruction. Non-emergency phone
messages will be placed in the teacher’s mailbox. You are reminded to check your mailbox
at least twice each day.
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TEXTBOOKS
● Distribution: Individual teachers should check with their department chair at the

beginning of the workdays concerning textbooks to be used in various subject areas.
The department chair will issue textbooks to individual teachers. Only with
authorization from the department manager should books be removed from Book
Storage Areas. Books should be issued to students after each student has filled out a
textbook card and signed for the book. Questions regarding textbooks should be
directed to your department chair.

● Collections of fees: It is imperative that teachers hold students accountable for lost and
damaged texts. Every effort should be made to insure that texts are recovered. During
the school year, money may be collected for lost or damaged textbooks. When students
lose textbooks, charges should be made based on the condition of the book when
issued. In addition, fines collected for textbooks should be itemized by individual
students on the back of the semester and year-end book report. This report is given to
the department chair who then submits a departmental report to the assistant principal
for instruction.

● Textbook Collection: A final check of each teacher’s Textbook Record takes place
through a Google Doc form sent at the end of the school year by Mr. Andrew Keller.

● Textbook Accountability: For any given teacher, a loss of more than 4-5 textbooks
during a school year is excessive and indicates a need for the teacher to be more
accountable for the books assigned to him or her. Practices that help reduce loss of
books include:
❖ Periodic checks that each student has the textbook assigned to him or her.
❖ Regular use of the textbook during class instruction.
❖ Contact of the parent when a student claims he or she has lost the textbook.
❖ Assess a charge to the student for the lost textbook and file the appropriate form

in the cumulative folder.
❖ Number classroom sets of textbooks so individual students in each class may be

assigned a specific book to use. Whenever class sets are used, count books to
avoid loss. Be sure these books are kept where a student does not have
immediate access and could get one without teacher knowledge.

❖ Require the student to check out his or her assigned textbook for class use.
❖ Contact the parent or guardian of a student who has withdrawn to retrieve

textbooks.
❖ At the end of the semester, contact parents of students who have lost

textbooks to retrieve the book or money for replacement costs.

● Procedure for Class Sets of Books: Always issue a textbook to a student, even when
using a class set of books with several groups of students. Each student who uses a
specific book should receive a textbook card. Thus, if the book is lost, a student may be
held accountable.

● Teacher Editions, Resources Notebooks, and other Ancillary Materials: Ancillary
Materials (teacher editions, resource notebooks, etc.) will be issued to the individual
teacher by the department manager. These materials are the property of LCHS and are
to be returned by the teacher to the department manager at the end of the semester or
school year.
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TIMESHEETS
All staff members that need to submit a timesheet need to see Joy Cox if you have any
questions. Time sheets must be filled out completely and accurately. Time sheets must be
typed and signed in ink.

TOBACCO USE
Lee County Board of Education Policy 5026/7250 and state law prohibits the
use of any tobacco products on the school campus.

VIDEO USE
Because of the wide availability of videotapes, DVD’s, etc from a variety of
vendors, special care must be taken to ensure that videos utilized in schools
are appropriate to the instructional program and are integrated into the
classroom curriculum where the material is being shown. Only lawfully
made videos may be used. School personnel may not use videos suspected of being illegal
productions. Movies shown to the students should be rated “G” or “PG” and must be directly
related to the instructional goals in the classroom.

Use of Videos for Instruction
● The video must relate directly to the curriculum and help achieve identified learning

objectives.
● It is recommended that only the most relevant parts of a videotape be shown during

class and questions prepared to guide student's viewing.
● Do not show full length 90 minute movies. Avoid showing a video that is longer than

25 - 30 minutes in length. Instructional time can be more effectively used and learning
enhanced if only parts of a lengthy video are shown. Prepare questions to accompany
any portion of a video shown in class. This instructional strategy ensures that students
will be attentive and alert to the purpose of viewing the video.

● Full length videos do not take the place of lesson plans or sub plans.
● Videos that have no relevance to the course or course objectives may not be

shown/used in class.
● Videos should not be shown as a reward during or at the end of the semester when

a structured lesson or review should be taking place.

WEBSITE
Information that staff needs to have posted on the LCHS website needs to be submitted to their
departmental administrator for review. The departmental administrator will forward the
message/information to the webmaster for the upload to the site. Any information that student
clubs would like posted, must be reviewed and approved by the princiipal will then forward
the information on to the webmaster. Please be sure that the information submitted is ready for
posting (no typos and information is complete and accurate).
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Policies Related to Emergencies

ACCIDENTS
Any accident occurring on the campus of Lee County High School and during a LCHS
sponsored field trip must be reported to the school nurse and Principal/Assistant Principal
IMMEDIATELY. This applies to employees as well as students. An Accident Report MUST be
completed by the staff member witnessing the accident, or responsible for the student during
the time of the accident, as soon as possible. Mrs. Cox will provide a form if needed.

MODIFIED (SOFT) LOCKDOWN PROCEDURES for Teachers/Staff:
Administrator announces Modified or Soft Lockdown.
Teachers will need to follow these steps below once a modified lockdown is called:

1. Clear students from the hallway immediately by bringing them into the nearest room.
2. Close and lock all windows and doors. Close blinds if possible.
3. Continue with normal classroom activities.
4. No students will be allowed to leave the room for any reason. If an emergency arises,

contact the administration office.
5. When the situation is completed, the principal or a law enforcement official will

announce that the lockdown is over.

LOCKDOWN (HARD) PROCEDURES for Teachers/Staff:
Administrator announces Lockdown.
Teachers will need to follow these steps below once a lockdown is called.

1. Clear students from the hallway immediately by bringing them into the nearest
room.

2. Close and lock all windows and doors. Turn off lights. Close blinds if time allows. Do
not open your door for anyone.

3. Move students away from the windows and doors. Have students sit on the floor
against an interior wall which will provide them protection and concealment. Students
should remain quiet.

4. Account for students. Check for any injuries.
5. In the event an intruder enters the classroom, takes hostages and the office contacts the

classroom, the teacher should communicate the problem to the office if at all possible.
6. In the event an intruder enters the classroom and begins shooting, the teacher should

instruct students to leave the building or run to another location that can be locked.
7. When the situation is completed, the principal or a law enforcement official will announce

that the lockdown is over. No one should be allowed to enter or leave the room until
such an announcement is made.

TORNADO DRILL/EVENT PROCEDURE
Teachers are expected to have a tornado evacuation route posted in classrooms. Please verify
if it is posted in your assigned classroom.  If your route is not posted, please see Mr. Andrew
Keller, Assistant Principal.

● Tornado Watch: Teachers will be notified through the in-school message plan when
a TORNADO WATCH is in effect. Students will not be informed of the possible
danger. A TORNADO WATCH suggests that conditions are favorable for dangerous
weather and damaging winds; we want teachers to simply be aware of the situation
but take no action at this point. Where do students go?
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● Tornado Warning: Should the National Weather Service issue a TORNADO
WARNING we will proceed with our tornado evacuation plan. We will announce
“There is a tornado warning--this means a tornado has been sighted nearby
and that you should go at once to your safety area.” Teachers are to follow the
below procedures:

1. Close all doors and you proceed to designated areas.
2. Once in designated areas, all students need to kneel on all fours facing

the wall, and cover their heads with their hands until the drill or
emergency is over.

3. Please remain as far away from outside glass doors as possible, while
still remaining in your designated area.

4. Avoid windows, auditoriums, gymnasiums, or other structures with wide,
free-span roofs.

5. If you see or hear a tornado, don’t wait for the warning signal. Go to your
designated area and have your students assume the safety position--on
your knees and elbows, face down, with your hands over the back of your
head.

BOMB THREAT EVACUATION PLAN
If the nature and tone of the threat indicates an urgency that requires immediate evacuation,
an evacuation will be conducted prior to a search using the fire drill procedures.The
following authorities will be called:

● Superintendent’s office
● Police Department
● Fire Department

FIRE DRILL/EVACUATION PLAN
In accordance with state law, fire drills are to be conducted once a month. An evacuation route
should be posted in every room. Please verify that the evacuation route is posted in your
assigned classroom.  If your class route is not posted, please see Mr. Andrew Keller.
Students and teachers should study the plan and become familiar with it.

STUDENT PROCEDURES
1. When the alarm sounds, students will exit the building as instructed and stand in

line at the predetermined location for each classroom.
2. Students must not pass other students or break the line.
3. Students should not talk during the fire drill and are to remain away from the

building until the signal is given to re-enter.

TEACHER PROCEDURES
1. Caution students to walk silently and briskly from the building.
2. Ensure students remain with their assigned teacher
3. Conduct roll calls as soon as students are out of school and in place to make sure that

students are accounted for.
4. Ensure that students return to class with the assigned teacher.
5. Teachers should carry their Go Bags with them during a fire drill.
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PRINCIPAL & PRINCIPAL ASSISTANT PROCEDURE
1. Assess the situation to verify that there is a fire.
2. Activate Crisis Plan if necessary.
3. Contact utilities as needed.
4. Return to the building when the Fire Dept. officials declare the area safe.

Please follow the following procedures closely to maintain safety and order, unless
specific needs arise that necessitate change. These procedures are designed to
evacuate all staff/students as quickly as possible while maintaining order.
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