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1000 MISSION & PHILOSOPHY
Mission
Terrace Community Middle School (“TCMS”) seeks to provide all of its students with a foundation of
knowledge which will allow them to have successful academic careers. We believe that all children will
learn and that if properly nurtured, children will rise to meet the high expectations of their parents and
teachers. We believe that self-esteem comes from meeting and overcoming challenges and from the
confidence gained by the mastery of skills. Therefore, we will offer students the opportunity to be
challenged by a rigorous classic core curriculum taught in a planned progression by teachers who stress
abundant practice and supply careful, individualized feedback.
Academic Focus
TCMS intends to use a classic core curriculum to achieve high academic standards. The curriculum will
focus on the mastery of reading, writing, and mathematics skills, which are appropriate for the educational
level of individual students. Abundant opportunities to practice these skills will be provided both in class
and by homework assignments. The core curriculum will be based on the Department of Defense
Curriculum, which was developed for the children of the U.S. military living overseas. The sudden
acceleration of academic expectations may be stressful for many students. A study skills program will be
offered throughout the school year to help students learn to use their extra time more efficiently and
develop effective study habits. For those students who need extra help, before and after school tutoring
will aid students with homework or difficult assignments. Self discipline and academic effort will be
required and academic success will be the product. The program will also include a competitive and
developmental sports program and electives to develop a solid educational program. The school will be
open to all students of the appropriate age and grade level in the Tampa Bay area. The school admits
students of any race, color, and national or ethnic origin.
Teaching at TCMS
Effective teaching is at the heart of the TCMS experience. Our goal as a faculty must be the creation of a
total learning environment, one that cherishes and fosters scholarship, one that values the individuality of
its students, one that builds self-esteem and confidence, and one that is completely and totally committed
to the success of its students.
Scholarship is the reason that TCMS exists. Everything that we do as teachers must further the ideals of
scholarship. We must consider constantly how our lesson plans, activities, tests, quizzes, and projects
foster an appreciation of learning in our students. We want them to look forward to arriving at school
every morning. We want them to get excited about coming to school. We want them to feel a sense of
accomplishment when a task is completed.
We want our students to want to know more, to want to learn more, to want to live more, and to want to
be more. This must be our goal – to create life-long, curious, interested, and interesting scholars. We can
accomplish this by creating an environment committed to scholarship. This occurs when teachers
consistently reinforce the significance of the material being taught. Students perform well when the
material is introduced in an applicable context. To this end, we must encourage our students to ask,
“Why?” We want to develop discerning scholars, ones that do not blindly accept facts, but are courageous
enough to challenge and to question.
Therefore, teachers at TCMS must develop projects, exercises, and/or activities that reinforce lessons
and encourage the practical application of knowledge. History must be studied within the context of cause
and effect; science lessons must be applied to present-day discoveries and phenomena; language arts
and English must stress the reasons for clear and creative communication in magazines, newspapers,
books, and other media; mathematical concepts must be applied to everyday experiences that are often
misunderstood or taken for granted. Teachers at TCMS must recognize that all of these students are
very different, with diverse talents, interests, abilities, and learning styles. We must make every effort to
understand and appreciate the unique qualities of our students. It is especially important to consider each
student’s level of ability and achievement upon entering TCMS and to assemble an appropriate and
2021-2022 Employee Handbook 4

feasible educational plan for that student. We must attempt to individualize our teaching as much as
possible.
However, regardless of level or ability, we must universally challenge our students and make sure that
each is working to a higher level than previously encountered. It is by conquering such challenges that
our students build confidence and self-esteem. Teachers must encourage students to take their
knowledge outside and into the community. This allows both practical application of knowledge and
creates a sense of accomplishment and success. We must ensure that our students’ work will contribute
both to their own lives and the lives of others. Public recognition of their work must be pursued when
possible, including publication of their work in local media, partnerships with government and community
businesses that will reinforce our students’ learning and add another dimension to their studies, and
weekly postings on the school’s website at www.tcmstornadoes.com. Teachers must also explore
interdisciplinary opportunities. The small size of both the faculty and student body encourages such
cross-curricular and cross-discipline opportunities. Interdisciplinary study will make the learning process
more exciting and engaging for both students and teachers. A small environment such as ours also
allows for teachers to make a cross-curricular investment in the lives of our students. Appreciation for
accomplishment must extend beyond the classroom to include the arts, athletics, and good citizenship.
Teachers are expected to support students in all areas of school life.
Support must also be extended to the School itself. All employees must be familiar with the School, its
mission and policies, and must be prepared to support TCMS both within the school community, i.e.,
parents and students, and outside of the school. We – teachers, administration, staff, and Board
members – must be united in our mission of teaching and our school’s unique philosophy and pedagogy.
Only together will we build a successful institution.
This includes understanding, modeling and enforcing all school rules and regulations. We must keep in
mind that our goal is the creation of a total learning environment, and this necessarily includes reducing
any and all distractions for our faculty and students. We must all focus on scholarship and we must work
together to minimize any obstacles. Universal and consistent enforcement, reinforcement, and modeling
of school rules will accomplish this goal. Any school is only as good as two basic and fundamental
components: its teachers and its students. It is the teacher who will ultimately realize the goals of the
school and determine the institution’s success.
You are so important to what we are hoping to accomplish at TCMS. It is your vision, creativity, and
initiative that will make TCMS work. Let us all work together to fulfill TCMS’ mission, to foster scholarship,
and to help our students to realize their potential.
GUIDING PRINCIPLES






All students will learn.
All decisions are student driven, supported by data and research and in the student’s best
interest.
Success for students is a shared responsibility.
Expectations for learning, achievement and behavior are set at the highest standard and
shall not be compromised.
At Terrace Community Middle School, all staff members will be highly effective and caring
professionals who ensure that each student learns, grows and succeeds, and that each
member of our school community is treated with dignity and respect as a human being.
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VISION
The vision of TCMS is to become a technologically advanced, “Back to Basics” public Charter
school of choice that includes a spectrum of academic programs, which provide expanded
systems of learning to fulfill the demands of a diverse student population.
MISSION
The Mission of TCMS is as follows:
We are committed to the following values Provide a foundation of knowledge that will allow our students to have successful
academic careers.
 Recognize that self-esteem comes from meeting and overcoming challenges and from
confidence gained through the acquisition and mastery of skills.
 Recognize parental and community involvement as crucial to the success of the students
and the school as a whole.
 Help guide each child to develop his or her character in a program that builds community
and stresses respect.
 Offer engaging, challenging work, and give students the tools they need to succeed in
school.
GOALS








1100

TCMS shall continuously improve its educational practices in order to achieve its goals.
Highest student achievement for ALL students.
Safe, secure and respectful school climate.
Engaged and supportive parent and community involvement.
Appropriate, timely and cost effective staff training and development.
Effective and proactive classroom support.
Results oriented school operation.

INTRODUCTORY STATEMENT

This handbook is designed to acquaint you with TCMS and provide you with information about working
conditions, employee benefits, and some of the policies affecting your employment. You should read,
understand, and comply with all provisions of the Handbook. It describes many of your responsibilities as
an employee and outlines the programs developed by TCMS to benefit employees. One of our objectives
is to provide a work environment that is conducive to both personal and professional growth.

1200

EMPLOYMENT

No employee handbook can anticipate every circumstance or question about policy. As TCMS
continues to grow and develop, the need may arise and TCMS reserves the right to revise,
supplement, or rescind any policies or portion of the handbook from time to time as it deems
appropriate, without advance notice, in its sole and absolute discretion. The only exception to any
changes is our employment-at-will policy permitting you or TCMS to end our relationship for any
reason at any time. Employees will, of course, be notified of such changes to the Handbook as
they occur. PLEASE REVIEW CAREFULLY THIS HANDBOOK. ALL POLICIES AND PROCEDURES
WITHIN ARE ALSO INCLUDED IN THE ADMINISTRATION POLICIES AND PROCEDURES
HANDBOOK AND THE BOARD OF DIRECTORS’ POLICIES AND PROCEDURES HANDBOOK. YOU
ARE WELCOME TO REVIEW THOSE DOCUMENTS AT ANY TIME. THEY ARE AVAILABLE IN THE
PRINCIPAL’S OFFICE.

1200.01

Nature of Employment

This Handbook is intended to provide employees with a general understanding of our personnel policies.
Employees are encouraged to familiarize themselves with the contents of this handbook, for it will answer
many common questions concerning employment with TCMS.
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However, this Handbook cannot anticipate every situation or answer every question about employment. It
is not an employment contract and is not intended to create contractual obligations of any kind. Neither
the employee nor TCMS is bound to continue the employment relationship if either chooses, at its will, to
end the relationship at any time.
In order to retain necessary flexibility in the administration of policies and procedures, TCMS reserves the
right to change, revise, or eliminate any of the policies and/or benefits described in this handbook, except
for its policy of employment-at-will.

1200.02

Corrective Action

TCMS makes every effort to insure that employees are treated fairly. Our interest is not to punish, but
rather to correct the situation. Accordingly, TCMS may use a three-part corrective action procedure
designed to offer the employee a reasonable opportunity to improve the situation.
The progressive three-part corrective action is as follows:
 Verbal warning.
 Letter of reprimand and/or probation.
 Suspension or termination will follow, as deemed necessary.
NOTHING IN THIS SECTION OR THIS HANDBOOK SHALL BE DEEMED TO MODIFY THE AT-WILL
STATUS OF EMPLOYMENT OF ANY EMPLOYEE. NOTHING IN THIS SECTION OR THIS
HANDBOOK PROHIBITS IMMEDIATE TERMINATION OF AN EMPLOYEE IF CIRCUMSTANCES
SUPPORT SUCH ACTION IN THE SOLE DISCRETION OF TCMS.

1200.03

Employee Relations

TCMS believes that the work conditions, wages, and benefits it offers to its employees are competitive
with those offered by other employers in this area and in this industry. If employees have concerns about
work conditions or compensation, they are strongly encouraged to voice these concerns openly and
directly to their Principal.
Our experience has shown that when employees deal openly and directly with the Principal, the work
environment can be excellent, communications can be clear, and attitudes can be positive. We believe
that TCMS amply demonstrates its commitment to employees by responding effectively to employee
concerns. The Principal encourages straightforward discussion on a one-to-one basis that is beneficial to
the productive work environment for the best interests of students and employees.

1200.04

Equal Employment Opportunity

The Back to Basics Charter School Foundation, Inc. is an equal opportunity employer and does not
discriminate in its hiring or employment practices on the basis of age, race, sex, color, national origin,
sexual orientation or disability. Discrimination in recruitment, examination, appointment, training,
promotion, retention, discipline or any other employment practice based on one of these improper
motives is prohibited. Furthermore, harassment based on a person’s race, color, gender, religion, age,
national origin, sexual orientation, or disability is a form of discrimination and will not be condoned. Any
person having questions about the Back to Basics Charter School Foundation, Inc.’s compliance with
Title VII of the Civil Rights Act of 1964, the Americans with Disabilities Act, the Age Discrimination in
Employment Act, or any other civil rights laws should contact the main office at (813)987-6555.

1200.05

Employee Concerns or Grievances

TCMS supports voluntary resolution of work-related conflicts, problems and concerns. It is a firm belief of
TCMS that most of these issues can be handled quickly and appropriately to everyone’s satisfaction. To
address concerns at the root level, employees are encouraged to raise their work-related concerns with
the Principal as soon as practical. If the employee feels his/her concern is not appropriately addressed by
the Principal, he/she may bring any concerns to the Personnel Committee of the Board of Directors
through the TCMS Grievance Procedure.
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1200.06

Employment of Minors

The employment of minors is restricted by the terms and conditions of the minor’s work permit, as well as
the provisions of state and federal law.

1200.07

Immigration Reform and Control Act

TCMS is committed to full compliance with federal immigration laws and will not knowingly hire or
continue to employ anyone who does not have the legal right to work in the United States. As an ongoing
condition of employment, you will be required to provide documentation verifying your identity and legal
authority to work in the United States.

1200.08

Business Ethics and Conduct

The successful operation and reputation of TCMS is built upon the principles of fair dealing and ethical
conduct of our employees. Our reputation for integrity and excellence requires careful observance of the
spirit and letter of all applicable laws and regulations, as well as a scrupulous regard for the highest
standards of conduct and personal integrity.
The continued success of TCMS is dependent upon the trust of our students and their families, and we
are dedicated to preserving that trust. Employees owe a duty to TCMS and its students and families to act
in a way that will merit the continued trust and confidence of the public.
TCMS will comply with all applicable laws and regulations and expects its employees to conduct business
in accordance with the letter, spirit, and intent of all relevant laws and to refrain from any illegal,
dishonest, or unethical conduct.
All TCMS employees shall abide by the Principles of Professional Conduct for the Education
Profession in Florida and the Code of Ethics of the Education Profession in Florida as stated by
the Bureau of Professional Practices.

1200.09

Hiring of Relatives

The employment of relatives may cause serious conflicts and problems with favoritism and employee
morale. In addition to claims of partiality in treatment at work, personal conflicts from outside the work
environment can be carried into day-to-day working relationships.
Relatives of persons currently employed by TCMS may be hired only if they will not be working directly for
or supervising a relative. In other cases where a conflict or the potential for conflict arises, even if there is
no supervisory relationship involved, the parties may be separated by reassignment or terminated from
employment.
For the purposes of this policy, a relative is any person who is related by blood or marriage, or whose
relationship with the employee is similar to that of persons who are related by blood or marriage.

1200.10

Conflicts of Interest

Employees have an obligation to conduct business within guidelines that prohibit actual or potential
conflicts of interest. This policy establishes only the framework within which TCMS wishes its school to
operate. The purpose of these guidelines is to provide general direction so that employees can seek
further clarification on issues related to the subject of acceptable standards of operation. Contact the
Principal for more information or questions about conflicts of interest.
Transactions with outside firms must be conducted within a framework established and controlled by the
Principal and Board of Directors of TCMS. Business dealings with outside firms should not result in
unusual gains for those firms. Unusual gain refers to bribes, product bonuses, special fringe benefits,
unusual price breaks, and other windfalls designed to ultimately benefit the employer, the employee, or
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both. Promotional plans that could be interpreted to involve unusual gain require specific approval by the
Board of Directors of TCMS.
An actual or potential conflict of interest occurs when an employee is in a position to influence a decision
that may result in a personal gain for that employee or for a relative as a result of TCMS’ business
dealings. For the purposes of this policy, a relative is any person who is related by blood or marriage, or
whose relationship with the employee is similar to that of persons who are related by blood or marriage.
No "presumption of guilt" is created by the mere existence of a relationship with outside firms. However, if
employees have any influence on transactions involving purchases, contracts, or leases, it is imperative
that they disclose to the Principal as soon as possible the existence of any actual or potential conflict of
interest so that safeguards can be established to protect all parties.
Personal gain may result not only in cases where an employee or relative has a significant ownership in a
firm with which TCMS does business, but also when an employee or relative receives any kickback, bribe,
substantial gift, or special consideration as a result of any transaction or business dealings involving
TCMS.

1200.11

Outside Employment

An employee may hold a job with another organization as long as he or she satisfactorily performs his or
her job responsibilities with TCMS. All employees will be judged by the same performance standards and
will be subject to TCMS’ scheduling demands, regardless of any existing outside work requirements.
If TCMS determines that an employee's outside work interferes with performance or the ability to meet the
requirements of TCMS as they are modified from time to time, the employee may be asked to terminate
the outside employment if he or she wishes to remain with TCMS. Outside employment will present a
conflict of interest if it has or may have an adverse impact on TCMS.

1200.12

Employment Termination

Termination of employment is an inevitable part of personnel activity within any organization, and many of
the reasons for termination are routine. Below are examples of some of the most common circumstances
under which employment is terminated:





Resignation – voluntary employment termination initiated by an employee in writing.
Discharge – involuntary employment termination initiated by TCMS.
Layoff – involuntary employment termination initiated by TCMS for non-disciplinary reasons.
Retirement – voluntary employment termination initiated by the employee meeting age, length of
service, and any other criteria for retirement from the organization.

TCMS may schedule exit interviews at the time of employment termination. The exit interview will afford
an opportunity to discuss such issues as employee benefits, conversion privileges, repayment of
outstanding debts to TCMS, or return of TCMS-owned property. Suggestions, complaints, and questions
can also be voiced.
Since employment with TCMS is based on mutual consent, both the employee and TCMS have the right
to terminate employment at will, with or without cause, at any time.

1200.13

Policy on Background Checks

Recent changes in Florida statute governing supervision of children who are in state supported
institutions require that any and all individuals who are in contact with children in an employment or
volunteer capacity must have a background screening check. This is to ensure the safety and security of
our children while they are in our care.
Prior to the beginning of the school year, all parents who are planning to volunteer on campus will be
required to complete a the online Volunteer Services application, which allows the school district of
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Hillsborough County to perform a background check which authorizes the school to perform a
background check for volunteers, daytime chaperones, overnight chaperones, tutors and mentors. An
administrative staff member will be responsible for checking on the Florida Department of Law
Enforcement’s Sexual Predator and Offenders website. An excel spreadsheet will be maintained by an
administrative staff member which lists all individuals for whom application forms have been received and
cleared through FDLE. The spreadsheet is located on the internal V:drive.
Any Grade Level Administrator or teacher organizing an event/field trip/activity requiring non-TCMS
employees as volunteers/speakers/chaperones shall check the spreadsheet to ensure the person has
been cleared through FDLE. If the individual’s name does not appear on the spreadsheet, the teacher
must ensure the person(s) receives, completes, and submits an application to the administrative staff
member prior to the event/field trip/activity. VIOLATION OF THIS PROCEDURE IS A VIOLATION OF
THE JESSICA LUNDSFORD ACT.
All parents who chaperone on overnight trips must be fingerprinted and cleared through the district. This
must be completed two weeks in advance of the scheduled overnight trip and the original forms are kept
on file in the main office.
This policy will also apply to anyone who delivers goods to the school.

1300 EMPLOYMENT STATUS AND RECORDS
Per the TCMS certified instructor’s contract all teachers are required to sign an agreement to earn the
following – ESOL and Gifted endorsements with the School District within the stated time period and
complete the requirements. Reappointment is in part dependent on fulfillment of the agreement(s) should
the employee not already be in possession of those endorsements or degree.

1300.01

Employment Categories

It is the intent of TCMS to clarify the definitions of employment classifications so that employees
understand their employment status and benefit eligibility. These classifications do not guarantee
employment for any specified period of time. Accordingly, the right to terminate the employment
relationship at will at any time is retained by both the employee and TCMS.
Each employee is designated as either NONEXEMPT or EXEMPT from federal and state wage and hour
laws. NONEXEMPT employees are entitled to overtime pay under the specific provisions of federal and
state laws. NONEXEMPT employees must report all hours worked on the appropriate TCMS forms.
NONEXEMPT employees must have authorization from their supervisor to work overtime. EXEMPT
employees are excluded from specific provisions of federal and state wage and hour laws. An employee's
EXEMPT or NONEXEMPT classification may be changed only upon written notification by TCMS.
In addition to the above categories, each employee will belong to one other employment category:
REGULAR FULL-TIME employees are those who are not in a temporary or introductory status and who
are regularly scheduled to work TCMS’ full-time schedule. Generally, they are eligible for TCMS’ benefit
package, subject to the terms, conditions, and limitations of each benefit program.
PART-TIME employees are those who are not assigned to a temporary or introductory status and who
are regularly scheduled to work less than 32 hours per week. They receive all legally mandated benefits
(such as Social Security and workers' compensation insurance). If they work less than 24 hours out of a
40 hour work week, they are ineligible for all of TCMS’ other benefit programs
PROBATIONARY employees are those whose performance is being evaluated to determine whether
further employment in a specific position or with TCMS is appropriate. Employees who satisfactorily
complete the introductory period will be notified of their new employment classification.
TEMPORARY employees are those who are hired as interim replacements, to temporarily supplement
the work force, or to assist in the completion of a specific project. Employment assignments in this
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category are of a limited duration. Employment beyond any initially stated period does not in any way
imply a change in employment status. Temporary employees retain that status unless and until notified of
a change. While temporary employees receive all legally mandated benefits (such as workers'
compensation insurance and Social Security), they are ineligible for all of TCMS’ other benefit programs.

1300.02

Personnel Files

Florida charter school statute section 1002.33(5) (b) (4) provides the following: “The sponsor’s policies
shall not apply to a charter school.” It is important to note that the school district is a public employer and
must abide by the Florida public employee statutes. TCMS is a private employer and enjoys the freedoms
associated with that status. TCMS has the right to develop its own salary schedule, policies and
procedures. However, F.S. 1002.35, Florida charter school law requires TCMS to employ only certified
teachers.
TCMS maintains a personnel file for each employee. The personnel file includes such information as the
employee's job application, resume, records of training, documentation of performance appraisals and
salary increases, and other employment records. Personnel files are the property of TCMS. With
reasonable advance notice, employees may review their own personnel files in TCMS’ offices and in the
presence of an individual appointed by TCMS to maintain the files.
It is important for TCMS to always have current information about its employees. Please notify Student
and Personnel Services immediately if you change your name, address, phone number, marital status,
etc. If you need to change any information, you may be asked to provide original documentation
authorizing the change(s). Employees must provide TCMS with an emergency contact number and
medical insurance information, if their policy is different from the TCMS health policy.
Please be aware that all personnel files are public records and are subject to State of Florida public
records law.
1300.02.1 Policy on Personnel Files
TCMS maintains two personnel files on each employee: an evaluation and related documents file and a
contract file.
An evaluation and related document file contains any and all yearly evaluations, and if and when written
any commendations, recommendations and/or reprimands. This file also contains a copy of an
employee’s diploma(s), transcript(s) if applicable licensure(s) and certification(s), copy of fingerprinting
and other background check documents, as well as drug testing results.
A contract file contains any and all employee contracts for the duration of employment, letters of
resignation, if applicable, record of PTO time sheets included for audit purposes, insurance paperwork
and any other contract related documents.
An employee may review either or both files upon request 24 hours prior the time needed. Files shall not
leave the office where those files are stored. Copies of either or both files may be made at the request of
the employee.
TCMS is not required to forward copies of any documents contained in either or both employee files but
may do so upon request of a specific governmental agency or the employee.
Employee files are kept for a minimum of five years and may be kept in storage indefinitely at the call of
the Principal.

1300.03

Employment Reference Checks

TCMS will respond in writing only to those reference check inquiries that are submitted in writing.
Responses to such inquiries will confirm only dates of employment, wage rates, and position(s) held. No
employment data will be released without a written authorization and release signed by the individual who
is the subject of the inquiry.
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1300.04

Probationary Period

The probationary period is intended to give new employees the opportunity to demonstrate their ability to
achieve a satisfactory level of performance and to determine whether the new position meets their
expectations. TCMS uses this period to evaluate employee capabilities, work habits, and overall
performance. Either the employee or TCMS may end the employment relationship at will at any time
during or after the probationary period, with or without cause or advance notice.
All new and rehired employees work on a probationary basis for the first 90 calendar days after their
date of hire. Any significant absence will automatically extend an introductory period by the length of the
absence. If TCMS determines that the designated probationary period does not allow sufficient time to
thoroughly evaluate the employee's performance, the probationary period may be extended for a
specified period. Upon satisfactory completion of the initial probationary period, employees enter the
"regular" employment classification.
During the initial probationary period, new employees are eligible for those benefits that are required by
law, such as workers' compensation insurance and Social Security. After becoming regular employees,
they may also be eligible for other TCMS provided benefits, subject to the terms and conditions of each
benefits program. Employees should read the information for each specific benefits program for the
details on eligibility requirements.

1300.05

Employment Applications

TCMS relies upon the accuracy of information contained in the employment application, as well as the
accuracy of other data presented throughout the hiring process and employment. Any
misrepresentations, falsifications, or material omissions in any of this information or data may result in
TCMS’ exclusion of the individual from further consideration for employment or, if the person has been
hired, termination of employment.

1300.06

Performance Evaluations

Supervisors and employees are strongly encouraged to discuss job performance and goals on an
informal, day-to-day basis. Formal performance evaluations are conducted at the end of an employee's
initial period in any new position. This period, known as the probationary period, allows the supervisor
and the employee to discuss the job responsibilities, standards, and performance requirements of the
new position. Additional formal performance evaluations are conducted to provide both supervisors and
employees the opportunity to discuss job tasks, identify and correct weaknesses, encourage and
recognize strengths and discuss positive, purposeful approaches for meeting goals.
Performance evaluations are scheduled approximately every 12 months. Teachers will receive a formal
performance review/each school year through classroom observations, student performance results and
a professional growth plan as determined by the state statute. The Principal and Grade Level
Administrator will be responsible for reviewing the classroom performance of all teachers. In addition, fulltime teachers will be observed throughout the school year.
The purposes of the performance evaluation are to:









Create a legitimate process and format for teacher professional growth.
Provide documentation of professional growth.
Require the development of attainable goals, objectives and strategies that support the overall
school goals and mission of TCMS.
Allow for ongoing monitoring of professional staff by the Principal.
Allow for and encourage ongoing mentoring of professional staff by the Principal.
Require that all teachers make decisions which impact personal growth and development be data
driven and in context with the overall TCMS mission, vision, goals and tenets.
Encourage the professional staff be in alignment with the evolving strategic development plan.
Reward success.
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A Growth Development Plan form and suggestions will be presented during preplanning.

1300.07

Drug Testing

All TCMS employees are subject to random drug screening. For all new employees drug screening is
required prior to employment.

1300.08

Professional Development, Courses and Membership

Where it can be demonstrated that TCMS will benefit from an employee’s participation in an educational
program or professional organization (in the Principal’s sole discretion), a portion or all of the related
expenses may be paid by TCMS. Requests for payment of expenses related to educational programs and
professional organizations must be approved in advance by the Principal. All professional development
points are awarded through the TCMS Personnel Staff Development Committee in concert with the HCSD
Professional Development System.

1300.09

Completing a Growth Development Plan

For your consideration, you may want to:
 Make it simple.
 Think of a few concrete goals with plans of action
 Reflect on how the goals impact student achievement
 Ensure the activities/training support your goals.
The following are some recommended areas of focus:
1. Facilitates student independent development and learning
2. Maintains high individual and group expectations and is evidenced
3. Provides positive learning environment
4. Encourages creative and critical thinking
5. Demonstrates knowledge of subject area and/or field
6. Provides for cultural and linguistic diversity
7. Utilizes technology in instruction
8. Maximizes student learning in the classroom context
9. Plans and evaluates quality instruction
10. Demonstrates improvement in student performance through traditional and alternative
assessments
11. Communicate effectively with students, parents, peers and administrator
12. Participates in school and professional improvement
13. Models the role of the professional teacher
14. Adheres to the code of ethics and principles of professional conduct
15. Infuses reading strategies
In accordance with Florida Statute 1012.56(7) (b):
Each school district must and a state supported public school or a private school may develop and
maintain a system by which members of the instructional staff may demonstrate mastery of professional
education competence as required by law. Each program must be based on classroom application and
instructional performance and must include a performance evaluation plan for documenting the
demonstration of required professional education competence.
In subsequent legislation, (SB2986): Districts must adopt policies related to teacher mentor and support
for first time teachers.
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Human Resources- Professional Development
TCMS complies with state requirements relative to certified faculty professional development standards.
TCMS complies with state requirements relative to charter school statute in all areas, including staff
development.
TCMS has a governing board adopted policy and procedure on Professional Development.
TCMS targets and then aligns instructional improvement goals and goals with state guidelines. A reading
component is mandated in all Growth Plans.
TCMS administration implements the following for all certified instructional staff:




Two documented observations and one summary conference.
Florida Model Teacher Evaluation for all teachers under three years of public school experience.
Florida Model Teacher Evaluation for all teachers within a five year cycle (this includes mentor
and master teachers).

TCMS participates in the Teacher Induction Program for all new teachers.
Administration will maintain a Faculty Certification Table for each school year.
Administration will maintain a Faculty Observation Log for each school year.

1400

EMPLOYEE BENEFIT PROGRAMS

1400.01

Employee Benefits

Eligible employees at TCMS are provided a wide range of benefits. A number of the programs (such as
Social Security, workers' compensation, state disability, and unemployment insurance) cover all
employees in the manner prescribed by law. Benefits eligibility is dependent upon a variety of factors,
including employee classification.
The following benefit programs are available to eligible employees:












Bereavement Leave
Dental Insurance
Family Leave
Health Insurance
School Holidays
Jury Duty Leave
Life Insurance
Short-Term Disability
Supplemental Life Insurance
Paid Time Off
Retirement Plan

Some benefit programs require contributions from the employee.
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1400.02 PERSONAL TIME OFF (PTO)
A full-time employee will be given eight (8) days or 64 hours of personal time off (PTO). This eight day
allotment will be given, in full, on the first full day of employment. Should the employee exhaust the eight
days within the contracted work year and go beyond any carryover PTO hours, hourly salary will be
deducted to reflect the time used in excess of allotment.
A day off for any reason is calculated at 8 hours per day.
All salaried employees who work a minimum of thirty (30) hours per week will be given six (6) days of
personal time off. That allotment will be given in full on the first full day of employment. Should the
employee exhaust the six days within the contracted work year and go beyond any carryover PTO hours,
hourly salary will be deducted to reflect the time used in excess of allotment.
An employee shall only bank up to 240 hours total PTO hours.
As a general rule, no PTO will be granted:






during the first three weeks of school;
the final three weeks of school;
the day before or after a paid holiday;
staff development day; or
school day recess (i.e., early dismissal day)

These are considered black-out days.
All PTO must be requested using PAYCOR and must also notify their GLA (or immediate
supervisor) via e-mail at least 72 hours prior to the date the requested PTO is to be taken. This
request must be made in accordance with the procedural directive given at the beginning of the
year. Failure to do so will result in denial of PTO for the time requested.
Any PTO taken as a result of illness must be submitted to the Principal upon return to work.
Faculty members can use their planning period for outside appointments without being docked PTO.
Each faculty member shall follow the substitute services policy per procedures directive. If the faculty
member has arranged for another faculty member to cover the class being missed, the aforementioned
rules pertaining to PTO must be followed.
Failure to follow this procedure will be considered a breach of contract and, at the very least, a
deduction of salary from that pay period.
The Front Office coordinates substitute services for Personal Time Off and SRB (school related
business). Each Grade Level Administrator is responsible for oversight.
If any faculty or staff member exhausts all of their PTO, they may be given PTO from a co-worker;
however, the request must be made in writing to the Principal prior to the end of the payroll period in
which the PTO is being requested, or the request will not be honored. PTO must be completely
exhausted before PTO loan can be made, and only those hours needed or requested will be honored.
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1400.03 School Related Business
Any school-related business (SRB) must be requested in the same manner as any PTO. It must be
requested using PAYCOR at least 72 hours prior to the date being requested. The request must
be approved by the Principal or designee.
The Front Office coordinates substitute services for school related business (SRB).
No PTO will be deducted for time used for school related business.
Failure to follow this procedure will be considered a breach of contract and, at the very least, a
deduction of salary from that pay period.
303.01 Internal Substitute Policy
If a TCMS teacher substitutes for another teacher, that employee will be allocated Personal Time Off
(PTO) in the same amount of hours equal to the time the teacher substituted. On a quarterly basis that
PTO earned will be added to the staff member’s total of PTO by the Business Manager as outlined in the
report generated from the Registrar’s office.

1400.04

Policy and Procedures for Arranging for a Substitute Teacher

Once the request for PTO has been approved, or if calling in sick, faculty shall contact the School
Secretary when in need of a substitute. Should a faculty member not comply with this policy, the
employee will be docked a day’s salary for each day missed without proper substitute coverage
during that pay period. Should a staff member who does not require a substitute fail to notify the
school of an absence, that employee will be docked a day’s salary for each day missed without
proper notification during that pay period.
If the School Secretary cannot secure a substitute, then teachers will be assigned to cover
internally, and PTO of the absent teacher will be docked accordingly.
If a substitute is needed for a non-illness related PTO day, the teacher is required to request the
day off by using the PAYCOR to request the time off. After the PTO has been approved, the
Principal or designee will then give it to the School Secretary.
Faculty and staff are required, at the beginning of each school year, to provide their phone
numbers to Student and Personnel Services to create a faculty phone directory. This directory
can be used for contacting the School Secretary and/or the Grade Level Administrator at home for
notification of absences.
The absent teacher must see that lesson plans, seating charts, and materials are available for the
substitute teacher.

1400.05

Holidays/School Calendar

Please refer to your school calendar given at the beginning of the school year. A calendar listing all
TCMS activities shall be available in the school office and the website. Approval by Student and
Personnel Services shall be necessary before scheduling any event and before having it posted on the
school calendar. Events should be entered well in advance to Student and Personnel Services by May 1,
of the year prior to the coming school year during which the event is scheduled. Failure to do so will result
in a denial of an event request.

1400.06

Leave of Absence

TCMS makes “a leave of absence” available to employees as follows:
Personal Leave: a leave of absence for a compelling personal reason that is not medically related.
Employees who have completed at least two years of continuous service may submit a written request for
a personal leave of absence, without pay, for any length of time up to a maximum of twenty working days.
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Written requests must state the reason for the leave, as well as the beginning and ending dates.
Requests for personal leaves will be granted at the sole discretion of the Principal, based on the facts and
circumstances surrounding each individual request. Employees who return to work at the end of a
personal leave will normally be returned to their former job classification if an opening exists, or if there is
no such opening, they will be considered for a comparable position if one is available.
Pregnancy Leave: a leave of absence for a disability related to an employee’s pregnancy, childbirth, or
related medical condition. Employees may submit a written request for a pregnancy leave of absence,
without pay, for the length of any pregnancy-related disability, up to a maximum of four months.
Requests for pregnancy leave will be granted to employees who present a physician’s written statement
that certifies the need for the leave and estimates the length of time the employee will be unable to work
due to the disability. Although TCMS is not able to guarantee reinstatement in all cases, employees on
pregnancy leave who return to work immediately (following the end of an approved leave with a
physician’s written release verifying that they are able to safely perform their duties), will normally be
returned to the same job they held immediately prior to their leave. If that position is unavailable, they will
be considered for a comparable position if one is available.
Adoption Leave: a leave of absence due to their adoption of a child. The leave of absence is under the
same policies as pregnancy leave. The request for adoption leave will be granted to employees who
present a physician’s written statement that certifies the need for the leave as it relates to the adopted
child, and estimates the length of time the employee will be unable to work due to the medical condition of
the child.
Medical Leave: a leave of absence for an employee’s non-occupational illness or disability, other than
pregnancy, childbirth, or related medical condition. Employees who have completed at least one year of
continuous service may submit a written request for a medical leave of absence, without pay, for the
length of any disability, up to a maximum of ten working days. Requests for medical leaves will normally
be granted to eligible employees who present a physician’s written statement that certifies the need for
the leave and estimates the length of time the employee will be unable to work due to the disability. At
any time during a medical leave of absence, an employee may be asked to provide medical evidence of
disability. Although TCMS is not able to guarantee reinstatement in all cases, employees on medical
leave who return to work immediately following the end of an approved leave, (with a physician’s written
release verifying that they are able to safely perform their duties), will normally be returned to their former
job classification if an opening exists. If there is no such opening, they will be considered for a
comparable position if one is available.
Family Leave: a leave of absence for the birth or adoption of an employee’s child, or the care of an
employee’s seriously ill child, parent, or spouse. Employees who have completed at least one year of
continuous service may submit a written request for a family leave of absence, without pay, for any length
of time up to a maximum of three months in any 24-month period. However, family leaves taken in
conjunction with an approved pregnancy leave of absence will be limited to a maximum of one month.
Requests for family leaves will normally be granted by TCMS, based on the facts and circumstances
surrounding each individual request. Requests for family leaves to care for a seriously ill child, parent, or
spouse, must be accompanied by a physician’s written statement that certifies the need for the
employee’s care and estimates the length of time the employee will be unable to work due to the disability
of the child, parent, or spouse.
Bereavement Leave: Full-time and part-time employees will be eligible for paid bereavement leave Time.
Full-time employees will receive up to 3 days of pay and part-time will receive a prorated amount based
on their work schedule. This leave is granted to arrange and/or attend the funeral of an immediate family
member. Immediate family, for the purpose of this policy, is defined as the employee’s grandparents,
parents, legal spouse, mother-in-law, father-in- law, brother, sister, or child. Employees who require more
than 3 days away from work may request a personal leave of absence, subject to the provisions of TCMS’
leave of absence policy. Bereavement pay will not be considered as hours worked for the calculation of
overtime.
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Jury Duty: Employees who are called to serve on jury duty will be paid the difference between their
regular pay and all monies paid to them by the court, for a maximum of five working days. Employees
who are required to serve for more than five working days may take time off, without pay, for the balance
of the time. Upon completion of jury duty, a Verification of Attendance Form must be presented to TCMS.
Employees who are excused from jury duty for the day, or are excused early, should report to work when
it is practical to do so. If an employee is called to serve on jury duty at a time that would unreasonably
interfere with normal educational and business operations, he or she may request that the required
service be rescheduled for a later date that would be more convenient for TCMS.
Military: a leave of absence for required military service. TCMS complies with applicable state and
federal law concerning leaves for military service.
The following general provisions apply to all leaves of absence:









A request for an extension of a leave of absence must be made in writing prior to the expiration
date of the original leave, and when appropriate, must be accompanied by a physician’s
statement that certifies the need for the extension.
Failure to return to work on the first work day following the expiration of an approved leave of
absence shall be considered a resignation/voluntary termination.
Employees will not accrue length of continuous service for the portion of a leave of absence in
excess of 30 days.
Employees on leave of absence will be subject to lay off on the same basis as employees who
are actively at work.
Employees on leave of absence must communicate with TCMS on a regular basis, at least once
each month or more frequently if requested by TCMS, regarding their status and anticipated
return to work date.
Employees on leave of absence who seek or accept other employment without TCMS’ prior
written approval will be subject to disciplinary action, up to and including possible termination.
Employees who falsify the reason for their leave of absence will be subject to disciplinary action,
up to and including possible termination.
All leaves of absence must be approved in advance, in writing, by the Principal.

Coverage under the School’s group insurance plans will be continued on the following basis:
 For the first 30 days of an approved leave of absence, TCMS will continue to contribute to
premiums as if the employee were actively at work.
 Employees will be required to pay the entire premium for continued coverage during the
portion of an approved leave of absence in excess of 30 days.
 Employees must make arrangements with TCMS to pre-pay their share of group insurance
premiums before going on leave of absence.
NOTE: Paid time off does not accrue while an employee is on leave without pay or on disability.

1400.07

Worker’s Compensation Insurance

TCMS provides comprehensive workers' compensation insurance program at no cost to employees. This
program covers any injury or illness, as defined under Florida law, sustained in the course of employment
that requires medical, surgical, or hospital treatment. Subject to applicable legal requirements, workers'
compensation insurance provides benefits after a short waiting period or, if the employee is hospitalized,
immediately.
Employees who sustain work-related injuries or illnesses should inform their supervisor
immediately. No matter how minor an on-the-job injury may appear, it is important that it be
reported immediately. This will enable an eligible employee to qualify for coverage as quickly as
possible.
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Neither TCMS nor the insurance carrier will be liable for the payment of workers' compensation benefits
for injuries that occur during an employee's voluntary participation in any off-duty recreational, social, or
athletic activity sponsored by TCMS.

1400.08

Benefits Continuation (COBRA)

The federal Consolidated Omnibus Budget Reconciliation Act (COBRA) gives employees and their
qualified beneficiaries the opportunity to continue health insurance coverage under TCMS’ health plan
when a "qualifying event" would normally result in the loss of eligibility. Some common qualifying events
are resignation, termination of employment, or death of an employee, a reduction in an employee's hours
or a leave of absence; an employee's divorce or legal separation, and a dependent child no longer
meeting eligibility requirements.
Under COBRA, the employee or beneficiary pays the full cost of coverage at TCMS’ group rates plus an
administration fee. TCMS COBRA carrier will provide each eligible employee with a written notice
describing rights granted under COBRA when the employee becomes eligible for coverage under TCMS’
health insurance plan. The notice contains important information about the employee's rights and
obligations.

1400.09

Health Insurance

TCMS’ health insurance plan provides employees and their dependents access to medical and dental
care insurance benefits. TCMS provides a flexible benefit allotment for each employee who works more
than twenty-five (25) hours per week, which is to be used towards benefit premiums. If the employee
does not need or does not desire the benefits offered, the benefit allotment reverts back to TCMS.
Eligible employees may participate in the health insurance plan subject to all terms and conditions of the
agreement between TCMS and its insurance carrier.
A change in employment classification that would result in loss of eligibility to participate in the health
insurance plan may qualify an employee for benefits continuation under the Consolidated Omnibus
Budget Reconciliation Act (COBRA). Refer to the Benefits Continuation (COBRA) policy for more
information.
Contact the Finance Manager for more information about health insurance benefits.

1400.10

Life Insurance

Life insurance offers you and your family important financial protection. TCMS provides a basic life
insurance plan for eligible employees.
Accidental Death and Dismemberment (AD&D) insurance provides protection in cases of serious injury or
death resulting from an accident. AD&D insurance coverage is provided as part of the basic life insurance
plan.
Employees who work more than twenty-five (25) hours per week are eligible to participate in the life
insurance plan. Eligible employees may participate in the life insurance plan subject to all terms and
conditions of the agreement between TCMS and the insurance carrier.
Contact the Finance Manager for more information about life insurance benefits.

1400.11

Short-Term Disability

TCMS provides a short-term disability (STD) benefits plan to eligible employees who are unable to work
because of a qualifying disability due to an injury or illness. Employees who work more than twenty-five
(25) hours per week are eligible to participate in the STD plan. Eligible employees may participate in the
STD plan subject to all terms and conditions of the agreement between TCMS and the insurance carrier.
Disabilities arising from pregnancy or pregnancy-related illness are treated the same as any other illness
that prevents an employee from working.
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Contact the Business Manager for more information about STD benefits.

1400.12

Long-Term Disability

TCMS provides a long-term disability (LTD) benefits plan to help eligible employees cope with an illness
or injury that results in a long-term absence from employment. LTD is designed to ensure a continuing
income for employees who are disabled and unable to work. Employees who work more than twenty-five
(25) hours per week are eligible to participate in the LTD plan. Eligible employees may participate in the
LTD plan subject to all terms and conditions of the agreement between TCMS and the insurance carrier.
Eligible employees may begin LTD coverage only after completing 90 calendar days of service.
LTD benefits are offset with amounts received under Social Security or workers' compensation for the
same time period. Contact the Business Manager for more information about LTD benefits.

1400.13

Retirement Plan

TCMS participates in TIAA-CREF. All full-time employees are eligible to join the TIAA-CREF retirement
fund. After one year of service, all full-time employees are eligible for the matching benefit. TCMS will
match up to 5% of the employee’s salary. More information on this plan may be requested from the
Business Manager.

1500 TIMEKEEPING/PAYROLL
1500.01

Work Schedules

The school office will be open daily from 8:00am to 4:00pm. Faculty hours will generally be arranged
within that time frame and set yearly by the Principal. Student hours are 8:40 a.m. to 3:25 p.m. Faculty
must also be available, by appointment, Monday, Tuesday, Wednesday, or Thursday, before or after
school for extra help and tutoring and faculty meetings. Faculty shall offer tutoring as needed or will work
with colleagues to assist with tutoring.

1500.02

Paydays

All employees are paid bi-monthly. You will receive a pay schedule during the preplanning days at the
start of the new work year. Salaried employees are paid over a twelve-month period. Hourly employees
are issued paychecks for actual time worked during the pay cycle. Each paycheck will include earnings
for all work performed through the end of the previous payroll period. TCMS is not able to cash
paychecks for employees.
Employee’s paycheck stubs will itemize amounts that have been withheld. It is important that you keep
this information for tax purposes. Any other deductions from your paycheck must be authorized in
writing. If you have any questions about your deductions, please talk with the Principal. TCMS complies
with applicable state and federal laws regarding the garnishment and assignment of wages.
Employee’s paychecks are deposited by direct deposit into each employee’s bank account in accordance
with the information they provided to the Business Manager.

1500.03

Business Expenses and Reimbursement of Funds

Any expense that is requested for reimbursement must be authorized by the Principal prior to the
expenditure. If authorization by the Principal is not obtained prior to the purchase, no
reimbursement will be made. There will be no exceptions. These forms are available in the office.
The form is self-explanatory and must be filled in completely for the anticipated purchase/order. Once the
request for reimbursement has been approved, submit the final form itemizing all actual purchases with
all receipts attached thereto. The form must be signed by the Principal for reimbursement. All
purchases must be reasonable and made for the sole purpose to benefit the students and school.

1500.04

Business Expenses

TCMS employees will be reimbursed for all approved business-related expenses, upon submission of an
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accurate and receipted Expense Reimbursement Request. All requests for the expenditure of funds
must be approved by the Principal prior to purchase. Unapproved purchases shall not be subject
to reimbursement. All invoices must be checked for accuracy and signed by the employee making the
purchase.
When it is absolutely necessary to buy something for which the teacher expects to be reimbursed and
which cannot be charged, the teacher shall secure a signed sales slip or invoice marked PAID before
making a request for reimbursement. NO reimbursement shall be made on purchases made without
prior approval. No member of the administrative or instructional staff is authorized to contract for
services without the express written consent from the Principal.
TCMS is exempt from paying sales tax. The school’s tax number shall be given to the company from
which goods are bought for the school.

1500.05

Sign In, Sign Out and Attendance

All staff members are required to record electronically when they come into the building and when they
leave the building. This is to include when leaving for lunch or appointments. Failure to record sign in/out
may result in PTO being docked. Excessive failure to comply with sign in/out procedures shall result in
disciplinary action.

1600 WORK CONDITIONS
1600.01

Smoking

In keeping with the intent of TCMS to provide a safe and healthful work environment, and in compliance
with the Florida Clean Indoor Air Act, smoking is prohibited anywhere on campus. The use of tobacco
products in any form is prohibited on campus. This policy applies equally to all employees and visitors.

1600.02

Visitors in the Workplace

To provide for the safety and security of employees, students and the facilities at TCMS, only authorized
visitors are allowed in the workplace. Restricting unauthorized visitors helps maintain safety standards,
protects against theft, ensures security of equipment, protects confidential information, safeguards
employee and student welfare, and avoids potential distractions and disturbances.
Because of safety and security reasons, family and friends of employees are discouraged from
visiting. In cases of emergency, employees will be called to meet any visitor outside their work area.
All visitors should enter TCMS at the main entrance. All visitors shall report to the TCMS office to sign in,
receive a visitor pass and be escorted to their destination. Employees are responsible for the conduct and
safety of their visitors.
If an unauthorized individual is observed on TCMS' premises, employees should immediately notify
school administration or, if necessary, direct the individual to exit the facility.

1600.03

Security Policy and Procedure

Visitors to the campus must sign and present a current valid picture I.D. for use with the software program
used for signing in visitors and shall be issued a printed clearance pass (a label which must be worn while
on campus). A pass shall be issued to those persons who have legitimate business with the school.
Persons on campus without permission from the school administrative staff may be arrested for
trespassing.

1600.04

Computer, Network, E-mail and Equipment Usage

Computers, computer files, the network, the e-mail system, telephones, copy and fax machines and any
and all related equipment or software (“TCMS Computer Resources”) furnished to and/or made available
for employees are TCMS property intended for administrative and instructional purposes. Employees
should not use a password, access a file, or retrieve any stored communication without authorization. To
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ensure compliance with this policy, TCMS Computer Resource usage may be monitored and recorded.
Employees understand they are responsible for any access rights assigned to them and shall use their
best efforts to ensure the security of any password or other access method to TCMS Computer
Resources.
Each employee who has been loaned TCMS equipment shall sign a Technology & Equipment Agreement
Form when the equipment is issued. The employee is responsible for lost/damaged equipment or
technology materials.
The security of TCMS Computer Resources is a high priority; if an employee should identify a security
problem, he or she shall notify an administrator immediately. Do not show or identify the problem to
others. Do not use another individual’s account; attempts to log on as another user will result in
disciplinary action up to and including termination. Any person identified as a security risk or having a
history of problems with other computer systems may be denied access.
Use of TCMS Computer Resources shall be consistent with the mission, goals, policies and priorities of
TCMS. Participation in a network requires that its users regard it as a shared resource and that members
conduct themselves in a responsible, ethical and legal manner.
TCMS strives to maintain a workplace free of harassment and sensitive to the diversity of its employees.
Therefore, TCMS prohibits the use of TCMS Computer Resources in ways that are disruptive, offensive to
others, or harmful to morale. For example, the display or transmission of sexually explicit images,
messages, and cartoons is not allowed. Other such misuse includes, but is not limited to, ethnic slurs,
racial comments, off-color jokes, or anything that may be construed as harassment or showing disrespect
for others.
TCMS Computer Resources may not be used to solicit others for commercial ventures, religious or
political causes, outside organizations, or other non-authorized TCMS matters (i.e. checking personal
email, paying bills online, checking online banking account, online shopping, etc.).
TCMS purchases and licenses the use of various computer software programs for educational purposes
and does not own the copyright to this software or its related documentation. Unless authorized by the
software developer, TCMS does not have the right to reproduce such software for use on more than one
computer. Employees may only use software on local area networks or on multiple machines according
to the software license agreement. TCMS prohibits the illegal duplication of software and its related
documentation.
Employees should notify the Principal upon learning of violations of this policy. Employees who violate
this policy will be subject to disciplinary action, up to and including termination of employment.
NOTE: ALL ELECTRONIC COMMUNICATIONS ARE CONSIDERED PUBLIC RECORD UNDER
FLORIDA LAW. THEREFORE, EMPLOYEES SHOULD HAVE NO EXPECTATION OF PRIVACY IN
USING, SENDING, STORING, ETC. ELECTRONIC COMMUNICATIONS.
1600.04.1 Policies and Procedures for Mobile Labs (COWs)*
Requesting the COW: In order to request a mobile computer lab you will need to request your lab at
least 24 hours in advance (no exceptions) through your SAL.
How to Treat your COW: We will bring the mobile lab computer cart to your class (or you may send a
homeroom student the morning of use). The COW should be plugged into the wall to allow for intermittent
charging. During planning and lunch periods, the computers should be allowed to charge and the cart
should be secured. These computers will stay with your class until the end of the work day. The COW
must be returned in order.
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Pre-COW Know-How: If you need special software or downloads you must let us know 1 week ahead of
time (no exception). Nobody can check out or borrow a laptop from the mobile cart. (no exception).
Keep an Eye on Your COW: Laptops will not be left in a class overnight unattended. If a technology staff
is not present at the end of the work day, please call Administration or Edgar Jones to return the cart to
the SAL’s room.
Watch for COW Abuse/Misuse: Please refer to the student handbook before allowing your students to
use the cart. Computer misuse and computer abuse are very serious offenses. At any time if the student
is not on task and using the computer for educational purposes, it is an immediate referral and loss of
use. For example: A student finishes his/her work and begins to play pinball, check personal mail,
Google for pictures or sites, changes the background of the screen, places permissions on the Internet,
picking off keys, drawing or placing stickers on the computer, etc. This student is in violation of the
student handbook. Please report any misuse or abuse to the Technology Director as soon as possible so
that the computer may be repaired for timely return to the COW.
How to Prepare the COW for return: When your class is over you will need to have your students shut
down the computer by going to the Start screen and shutting the computer off, unplug the cords to
electricity (if applicable), roll up the cord in an orderly fashion and plug it in the computer and cart.
* COW= Computers on Wheels

1600.05

Faculty Instructional Assignments

The Principal assigns teachers to specific instructional positions within TCMS. Assignments may be
changed at any time when it is believed that the best interests of the educational program will be
served.

1600.06

Promotion and Change of Assignment

It is the intent of TCMS to give qualified employees preference over others when filling job openings
within the school. However, because of experience, skills, and educational requirements of many jobs,
promotions from within the school are not always possible. An employee’s past performance, experience,
attitude, qualifications, and potential are all important factors that will be considered in making promotion
and change of assignment decisions.

1600.07

Position Descriptions

Position descriptions (roles and responsibilities) are distributed to all employees on an annual basis by
administration.

1600.08

Mail

School Mail: Incoming mail addressed to teachers, bulletins and notes from the school office and
individuals are considered school mail. This type of mail is handled by the School Secretary. A teacher
should not send a student to place mail in the boxes or to remove it. This regulation is made to prevent
confidential mail from falling into the hands of students and to prevent errors in mailing by students not
familiar with the mailing system. TCMS is Route 8 for the District’s school mail system.
County Mail: A pickup and delivery service is maintained by the Hillsborough County School Board to
handle all types of mail going to and from the district school office or any other school within the county. .
NO STAMPS ARE REQUIRED ON COUNTY MAIL. Only items of school business may be sent through
county mail. County mail received by the school shall be distributed in the mail boxes. Personnel should
check closely to see that county mail is not placed in the U.S. Mail basket.
Stamped Governmental Mail: Any mail that is to be handled by the post office may be sent to the main
office and placed in the receptacle marked “U.S. Mail.” Stamps are not sold in the main office. Please do
not send personal mail from the office.
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Employee Mail Boxes: Each employee shall check his/her mailbox twice each day, on arrival and before
leaving for the day. Employees are responsible for reading all distributed materials.

1600.09

Parking

Employees park at their own risk. TCMS will not be responsible for theft or damage to any vehicles
parked on TCMS property. Also, TCMS will not be responsible for personal property left in vehicles that is
lost, damaged, stolen, or destroyed. Parking is open in both lots exclusive of the spaces designated as
visitor parking.

1600.10

Phone Usage on School Grounds by Students, Faculty and Staff

Due to the changing challenges of communications and school safety, the TCMS Administration fully
understands the necessity for students, faculty and staff to have on their person, during the school and
work day, cell phones. Because cell phone usage disrupts the normal instructional day, the
administration shall require restraint from cell phone usage.
Students may have in their possession a cell phone, but it must be kept in his or her backpack throughout
the entire school day. The cell phone shall not be visible. The cell phone may not be activated. Usage
of that cell phone is strictly prohibited during the school day, unless notified by TCMS personnel in an
emergency situation, that they may activate the phone. This includes no picture taking with camera
phones or text messaging. Any student found with a cell phone visible and/or in use will have the
cell phone confiscated and only a parent may claim the cell phone (this needs to be documented
as a step on a referral). Should a student need to utilize a phone for school related business, access to
a TCMS phone will be provided in the main office by authorization of the school Principal or designee.
Students are strictly prohibited from using school phones located in classrooms or other TCMS areas
outside of the main office. Employees are strictly prohibited from allowing student usage of their
classroom or cell phone without authorization from the Principal or designee.
Usage of the school’s cell phone during the school days is restricted to school related business only as
authorized by the Principal or designee. However, during an employee’s break time, planning time or
lunch time, usage of an employee’s cell phone is permitted. During work time, employees have free and
complete access to the land phone system at TCMS.
Note:
Emergency 9 + 911 calls can be made from offices and classrooms once an outside line has
been secured.

1700 EMPLOYEE CONDUCT/EXPECTATIONS
1700.01

Employee Conduct and Work Rules

To ensure orderly operations and provide the best possible work environment, TCMS expects employees
to follow rules of conduct that will protect the interests and safety of all employees, students and the
organization.
Please know that the TCMS Administration adheres to the State of Florida’s Code of Professional
Practices. Violation of any section of this code is grounds for immediate termination, and further action as
reported to and deemed necessary by the Florida Department of Education Professional Practices
Commission. Please familiarize yourself with the Professional Practices Code of Ethics.
It is not possible to list all the forms of behavior that are considered unacceptable in the workplace. The
following are examples of infractions of rules of conduct that may result in disciplinary action, up to and
including termination of employment:




Theft or inappropriate removal or possession of property.
Falsification of or making a material omission on TCMS records, reports, or other documents,
including, but not limited to, payroll, personnel and employment records.
Working under the influence of alcohol or illegal drugs.
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Possession, distribution, sale, transfer, or use of alcohol or illegal drugs in the workplace, while
on duty, or while operating employer-owned vehicles or equipment.
Fighting or threatening violence in the workplace.
Boisterous or disruptive activity in the workplace.
Negligent or improper conduct leading to damage of school-owned property.
Insubordination or other disrespectful conduct.
Violation of safety or health rules.
Smoking in prohibited areas.
Sexual or other unlawful or unwelcome harassment.
Possession of dangerous or unauthorized materials, such as explosives or firearms, in the
workplace.
Excessive absenteeism or any absence without notice.
Abuse of break and/or meal privileges.
Unauthorized absence from the school during the workday.
Unauthorized use of telephones, mail system, or other employer-owned equipment.
Striking or otherwise inappropriate touching a student.
Failure to follow personnel policies.
Unsatisfactory performance or conduct.
Divulging confidential school information to unauthorized persons.
Using profane, abusive, or threatening language toward others.
Violation of any law adversely affecting the school, or an adjudication of guilt for any crime which
may cause the employee to be regarded as unsuitable for continued employment.

1700.01.1 Policy on Notification of Arrest
Any employee that is arrested shall notify the Principal within 24 hours of the arrest. Failure to do so will
result in immediate termination.

1700.02

Drug and Alcohol Use

It is TCMS' desire to provide a drug-free, healthful, and safe workplace. To promote this goal, employees
are required to report to work in appropriate mental and physical condition to perform their jobs in a
satisfactory manner.
While on TCMS premises and while conducting business-related activities off TCMS premises, no
employee may use, possess, distribute, sell, or be under the influence of alcohol or illegal drugs. The
legal use of prescribed drugs is permitted on the job only if it does not impair an employee's ability to
perform the essential functions of the job effectively and in a safe manner that does not endanger other
individuals in the workplace.
Violations of this policy may lead to disciplinary action, up to and including immediate termination of
employment, and/or required participation in a substance abuse rehabilitation or treatment program. Such
violations may also have legal consequences.
Under the Drug-Free Workplace Act, an employee who performs work for a government contract or grant
must notify TCMS of a criminal conviction for drug-related activity occurring in the workplace. The report
must be made within five days of the conviction.

1700.03

Sexual and Other Unlawful Harassment

TCMS is committed to providing a work environment that is free of discrimination and unlawful
harassment. Sexual or other unlawful harassment is not tolerated. Actions, words, jokes, or comments
based on an individual's sex, race, ethnicity, age, religion, or any other legally protected characteristic will
not be tolerated. TCMS will not tolerate any form of sexual harassment consisting of unwelcome sexual
advances, requests for sexual favors or other verbal or physical acts of a sexual or sex-biased nature
where (a) submission to such conduct is made either explicitly or indirectly as a term or condition of an
individual’s employment; (b) an employment decision is based on an individual’s acceptance or rejection
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of such conduct; or (c) such conduct interferes with an individual’s work performance or creates an
intimidating, hostile, or offensive work environment. Sexual harassment (both overt and subtle) is a form
of employee misconduct that is demeaning to another person, undermines the integrity of the
employment relationship, and is strictly prohibited.
It is TCMS’ intention to prevent any form of sexual harassment, investigate any complaint of sexual
harassment, and to take immediate and appropriate disciplinary action if sexual harassment has been
found within the workplace. Anyone engaging in sexual or other unlawful harassment will be subject to
disciplinary action, up to and including termination of employment.
Any employee who wants to report an incident of sexual or other unlawful harassment should promptly
report the matter to the Principal. If the Principal is unavailable or the employee believes it would be
inappropriate to contact that person, the employee should immediately contact any other administrator.
Employees can raise concerns and make reports without fear of retaliation. TCMS specifically prohibits
any employee from retaliating in any way against anyone who has communicated any concern about
sexual harassment.

1700.04

Attendance and Punctuality

To maintain a safe and productive work environment, TCMS expects employees to be reliable and to be
punctual in reporting for scheduled work. Absenteeism and tardiness place a burden on other employees,
students and the efficient operation of TCMS. In the rare instances when employees cannot avoid being
late to work or are unable to work as scheduled, they should notify the Principal as soon as possible in
advance of the anticipated tardiness or absence.

You are required to have on file in your Grade Level Administrator’s office an EMERGENCY
SUBSTITUTE TEACHER FILE WITH LESSON PLANS, SEATING CHARTS, ATTENDANCE LISTS,
NOTICE OF STUDENTS WITH SPECIAL NEEDS, A COPY OF THE CEMP (Crisis Emergency
Management Plan), MAP OF THE SCHOOL AND IMPORTANT INTERNAL PHONE NUMBERS TO
CONTACT. FAILURE TO DO SO WILL BE CONSIDERED A BREACH OF YOUR CONTRACT. The
folder shall be kept up-to-date.
Please refer to section 1400.02 for how to request PTO.
If an emergency arises during the school day and a teacher must be away from one or more classes, the
teacher must report to the Principal or GLA who will arrange in-school coverage by assigning an available
teacher to the class during the period or periods the regular teacher is absent.
All employees are required to electronically sign in and sign out each day. Please refer to Section
1500.05 of the handbook for additional information.
Violations of this policy may result in disciplinary action, up to and including possible
termination. Poor attendance and excessive tardiness are disruptive. Either may lead to
disciplinary action, up to and including termination of employment.

1700.05

Personal Appearance

Dress, grooming, and personal cleanliness standards contribute to the morale of all employees and affect
the image TCMS presents to its students and the public. More often than not, teachers are asked to be
more than teachers; they are expected to be role models for their students. This is especially true when it
comes to appearance and dress. One’s appearance often indicates his or her seriousness of purpose and
this is most important in a school setting. Employee dress must reflect the sincerity of our purpose and
the professionalism with which we expect our students to approach their learning.
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An employee shall comply with the following principles in choosing work apparel that is appropriate to the
work being performed:











Maintain a neat and clean appearance, keeping dress modest and conservative.
Maintain a business/professional appearance and dress in a manner consistent with work
responsibilities.
Male faculty members shall wear a dress shirt (long or short sleeve), or collared shirt and dress
slacks or khakis.
Female faculty shall wear dresses, skirts, or dress slacks , capri pants or khakis with a blouse,
sweater or the school polo shirt. In that event, it should never reveal any midriff, at any time and
in any position of stance. Slacks may only be made of dress material. Leggings may be worn
only under a dress or a skirt no shorter than three inches above the knee. Leggings may not be
worn as slacks with a shirt. Slacks may not be “skinny” style and may not fit tight. No sleeveless
shirts, spaghetti straps, or strapless shirts or dresses unless they cover the shoulder.
Male and female faculty may opt to wear a “uniform” which is comprised of black or camelcolored dress khakis or slacks (females may also wear skirts), and a logo dress shirt or polo.
Tennis shoes, beach style flip flops, shorts, jeans, warm-up suits, revealing clothing, hats and
t-shirts are not appropriate and shall not be permitted.
Employees whose work requires that they perform physical activity may wear appropriate casual
attire. Tennis shoes are acceptable in this situation; however, this must be a dress style approved
by the PRINCIPAL.
All administrators and administrative support staff shall abide by the above policy with no
exceptions
Only jeans accompanied by a TCMS spirit shirt may be worn on Fridays.

Any employee who the Principal or designee finds in violation of said dress policy shall be sent home to
change into appropriate attire. The affected employee shall be docked PTO during the time of absence
from their duties.

1700.06

Return of Property

Employees are responsible for all TCMS property, materials, or written information issued to them or in
their possession or control. All TCMS property must be returned by employees on or before their last day
of work. Where permitted by applicable laws, TCMS may withhold from the employee's check or final
paycheck the cost of any items that are not returned when required. TCMS may also take all action
deemed appropriate to recover or protect its property.

1700.07

Resignation

Resignation is a voluntary act initiated by the employee to terminate employment with TCMS. Although
advance notice is not required, TCMS requests at least 2 weeks written resignation notice from all
employees. Prior to an employee's departure, an exit interview may be scheduled to discuss the reasons
for resignation and the effect of the resignation on benefits.

1700.08

Accidents

All accidents to school personnel, TCMS students, agents, or visitors, MUST be reported to the school
office, regardless of how minor they may be. It is also important to get proper first aid and/or medical
attention immediately. Injury report referral for medical treatment (if a doctor’s attention is needed) and a
Student Accident Insurance Policy (if students are covered by this) should be filed. The teacher in charge
when a student accident occurs must see that he or she completes the accident report on the standard
“Student Accident Form”. When there is no teacher present, whoever discovers that a student has been
injured should refer the student to the office for completion of the accident form.
An Employee Injury Report must be completed within twenty-four hours. The following benefits may be
provided to employees who sustain a work-related injury or illness:


Partial wage replacement for periods of disability.
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Medical care including medicine, hospital, doctor, x-rays, crutches, etc.
Rehabilitation services, if necessary.

1700.09

Faculty and Staff Meetings

Faculty (and staff, when applicable) meetings shall be held. The first Friday afternoon of each month shall
be reserved for these meetings or some type of in-service meeting. The second and fourth Friday of the
month shall be used for curriculum planning, and the third Friday of the month will be reserved for
department meetings. All faculty (and staff members, when applicable) shall attend meetings unless
permission is granted by the Principal to be excused. This permission must be obtained prior to the
meeting. Teachers (and staff, when applicable) should report promptly to the designated meeting place
as scheduled. If a teacher or staff member wishes to submit items for a faculty meeting agenda, he or
she shall notify the Principal or Principal designee no later than the day before the meeting date.
Discussion, suggestions and participation at meetings are encouraged and welcomed. ALL FACULTY
AND STAFF MEETINGS ARE MANDATORY.

1700.10

Fingerprinting

Each employee of TCMS is required to submit a set of fingerprints to Hillsborough County Public Schools
for a complete background check. Employment at TCMS is contingent on the results of this background
check and employment may be terminated based upon the results. The individual seeking employment
will pay the cost of fingerprinting.

1700.11

Media/Public Relations

All employees are required to clear all media/publicity matters (of any nature) through the Principal. All
arrangements for taking pictures and for having articles appear in the daily papers shall be made in
advance. In the event of an emergency, teachers and staff are required to refer all news media to the
Principal for comment.

1700.12

Security for Valuables

Employees should not bring large sums of money, jewelry, or other valuables to work. TCMS will not be
responsible for personal property that is lost, damaged, stolen, or destroyed. Many problems can be
created when a teacher loses money, keys, grade books and other valuables that are left in desk drawers
or in a classroom. Often, loss of these items can be prevented by the use of diligence on the teacher’s
part. Persons who would never attempt to force a locked cabinet or a locked door when the classroom is
not in use might be tempted to take valuables left unattended in a classroom. Many unnecessary
problems can be avoided by PREVENTING A THEFT RATHER THAN TRYING TO CATCH A THIEF.
Teachers shall not leave valuables unattended. If you happen to find personal belongings that have been
lost by another person, please turn them into the school office.

1700.13

Telephone Calls

Telephones are provided for the use of the teachers in the classrooms. Each teacher shall exercise
reasonable use of the telephone. Absolutely NO long distance calls are to be made without first obtaining
permission from the school office. All long distance calls shall be logged with the School Secretary in the
school office. Incoming calls shall be received through the school office. Incoming messages can be
recorded on an individual’s voice mail. Faculty members shall access their voice mail daily to monitor
messages. Urgent telephone messages for teachers shall be delivered whenever possible. WHENEVER
A TEACHER IS EXPECTING AN IMPORTANT CALL, HE OR SHE SHALL TELL THE SCHOOL
SECRETARY AND GIVE INSTRUCTIONS AS TO HOW HE OR SHE WISHES THE CALL HANDLED.
Employees who violate the telephone policy may be subject to disciplinary action, up to and including
possible termination.

1700.14

Wall and Window Care

Posters, bulletins, and students’ work shall be displayed in a manner that shall not mar/damage the paint,
the walls, blinds, doors or windows within the building. No painting on the walls. No staples or push
pins are allowed on the walls.
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1700.15

Care of Building, Furniture and Equipment

TCMS makes every effort to keep buildings in good repair and neat in appearance; therefore, each
teacher is responsible for the neatness and cleanliness of buildings and particularly his or her classroom.
If this policy is stressed by the teacher, the students will learn to carry their share of the responsibility for
helping to keep the building in good condition. Teachers should see that lights, projectors and fans are
turned off whenever a room is not in use.
Windows should be closed and locked at the end of the day. Every effort should be made to protect and
conserve all school equipment, and repairs should be reported immediately. Inefficiency on the part of
the custodial staff should be reported to the appropriate administrator. Each room is equipped with the
necessary furniture as far as circumstances permit. Furniture or equipment shall not be moved from one
room to another without the approval of an administrator. The condition of furniture and equipment in
each classroom shall be the direct responsibility of the teacher, and any damage or defacing of the same
must be reported in writing to the appropriate administrator.
Teachers shall be issued keys at the beginning of the school year for their classroom. Keys are tagged
and must be returned to the Supervisor for School Climate prior to the teachers leaving school at the end
of the year or upon resignation or termination during the school year. UNDER NO CIRCUMSTANCES IS
A STUDENT TO USE A TEACHER’S KEY. Keys shall not be duplicated without permission of the
Principal.

1700.16

School Property

Teachers are prohibited from using tools, equipment, or other TCMS property for their private use. If it
becomes necessary for a teacher to take home school equipment for school purposes, the teacher must
sign out the equipment through the TCMS Property Custodian (Technology Specialist), using the
appropriate form and file it with the person in charge of inventory at the school site. All equipment and
furniture purchased by TCMS through public and private monies is the sole property of TCMS. All state
and federal law and regulations apply.
Teachers are prohibited from lending any article that is TCMS property to anyone. TCMS shall not be
responsible for anything borrowed by a teacher from a student, a parent, or anyone else. If a teacher
borrows anything from anyone for use in school activities, the teacher must be personally responsible for
the article.
Students needing to take school instruments or equipment home for instructional reasons must sign for
such items with the teacher. Teachers are ultimately responsible for all school property that teachers
assign to students. Students should not be asked to bring expensive or valuable articles to class.
Teachers and staff are responsible for all school property assigned to them. For all equipment, furniture,
etc. assigned to you as a teacher in your classroom or in your office or area as a staff member, it is your
responsibility to ensure that said items are used properly for the purpose for which they were meant with
reasonable care by you, as well as others, and to make sure all items have an inventory label on them. If
you have been assigned a laptop computer, it is your responsibility to maintain that computer in a manner
so as the computer will not be damaged, lost or stolen. If the computer is lost, stolen or damaged while
off school premises, it is your responsibility to pay the replacement cost for a new computer. If the
computer is lost, stolen or damaged while on school premises due to your negligence, whether full or
partial negligence, you will be notified in writing as to what cost you are responsible for paying. If the
computer is lost, stolen or damaged while on school premises and you were not negligent in any way, the
school will replace said computer at the earliest possible date. If you bring your personal equipment,
furniture, etc. to be used in your classroom, office or area, the school will not be responsible for any loss,
theft or damage to said items.
It is important that the Board, Principal, and authorized staff have access at all times to TCMS property,
as well as other records, documents, and files. As a result, TCMS reserves the right to access and search
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teacher classrooms, work stations, filing cabinets, desks, and any other school property at its discretion,
with or without advance notice or consent.

1700.17

Employee ID Badges

All TCMS employees will be issued an identification badge. Every TCMS employee shall be required to
properly display a TCMS issued identification badge while at work. All staff members are required to
electronically record when they come into the building and when they leave the building. This is to include
when leaving for lunch or appointments

1700.18

Ethics

Code of Ethics – Education Profession
6B-1.006 Principles of Professional Conduct for the Education Profession in Florida
6B-1.001 Code of Ethics of the Education Profession in Florida
1. The educator values the worth and dignity of every person, the pursuit of truth, devotion to
excellence, acquisition of knowledge, and the nurture of democratic citizenship. Essential to the
achievement of these standards are the freedom to learn and to teach and the guarantee of equal
opportunity for all.
2. The educator's primary professional concern will always be for the student and for the
development of the student's potential. The educator will therefore strive for professional growth
and will seek to exercise the best professional judgment and integrity.
3. Aware of the importance of maintaining the respect and confidence of one's colleagues, of
students, of parents, and of other members of the community, the educator strives to achieve and
sustain the highest degree of ethical conduct.
Specific Authority 229.053(1), 231.546(2)(b) FS. Law Implemented 231.546(2)(b) FS. History - New 3-2465, Amended 8-9-69, Promulgated 12-5-74, Amended 8-12-81, 7-6-82, Formerly 6B-1.01.
6B-1.006 Principles of Professional Conduct for the Education Profession in Florida.
1. The following disciplinary rule shall constitute the Principles of Professional Conduct for the
Education Profession in Florida.
2. Violation of any of these principles shall subject the individual to revocation or suspension of the
individual educator's certificate, or the other penalties as provided by law.
3. Obligation to the student requires that the individual:
a. Shall make reasonable effort to protect the student from conditions harmful to learning
and/or to the student's mental and/or physical health and/or safety.
b. Shall not unreasonably restrain a student from independent action in pursuit of learning.
c. Shall not unreasonably deny a student access to diverse points of view.
d. Shall not intentionally suppress or distort subject matter relevant to a student's academic
program.
e. Shall not intentionally expose a student to unnecessary embarrassment or
disparagement.
f. Shall not intentionally violate or deny a student's legal rights.
g. Shall not harass or discriminate against any student on the basis of race, color, religion,
sex, age, national or ethnic origin, political beliefs, marital status, handicapping condition,
sexual orientation, or social and family background and shall make reasonable effort to
assure that each student is protected from harassment or discrimination.
h. Shall not exploit a relationship with a student for personal gain or advantage.
i. Shall keep in confidence personally identifiable information obtained in the course of
professional service, unless disclosure serves professional purposes or is required by
law.
4. Obligation to the public requires that the individual:
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a. Shall take reasonable precautions to distinguish between personal views and those of
any educational institution or organization with which the individual is affiliated.
b. Shall not intentionally distort or misrepresent facts concerning an educational matter in
direct or indirect public expression.
c. Shall not use institutional privileges for personal gain or advantage.
d. Shall accept no gratuity, gift, or favor that might influence professional judgment.
e. Shall offer no gratuity, gift, or favor to obtain special advantages.
5. Obligation to the profession of education requires that the individual:
a. Shall maintain honesty in all professional dealings.
b. Shall not on the basis of race, color, religion, sex, age, national or ethnic origin, political
beliefs, marital status, handicapping condition if otherwise qualified, or social and family
background deny to a colleague professional benefits or advantages or participation in
any professional organization.
c. Shall not interfere with a colleague's exercise of political or civil rights and responsibilities.
d. Shall not engage in harassment or discriminatory conduct which unreasonably interferes
with an individual's performance of professional or work responsibilities or with the orderly
processes of education or which creates a hostile, intimidating, abusive, offensive, or
oppressive environment; and, further, shall make reasonable effort to assure that each
individual is protected from such harassment or discrimination.
e. Shall not make malicious or intentionally false statements about a colleague.
f. Shall not use coercive means or promise special treatment to influence professional
judgments of colleagues.
g. Shall not misrepresent one's own professional qualifications.
h. Shall not submit fraudulent information on any document in connection with professional
activities.
i. Shall not make any fraudulent statement or fail to disclose a material fact in one's own or
another's application for a professional position.
j. Shall not withhold information regarding a position from an applicant or misrepresent an
assignment or conditions of employment.
k. Shall provide upon the request of the certificated individual a written statement of specific
reason for recommendations that lead to the denial of increments, significant changes in
employment, or termination of employment.
l. Shall not assist entry into or continuance in the profession of any person known to be
unqualified in accordance with these Principles of Professional Conduct for the Education
Profession in Florida and other applicable Florida Statutes and State Board of Education
Rules.
m. Shall self-report within forty-eight (48) hours to appropriate authorities (as determined by
district) any arrests/charges involving the abuse of a child or the sale and/or possession
of a controlled substance. Such notice shall not be considered an admission of guilt nor
shall such notice be admissible for any purpose in any proceeding, civil or criminal,
administrative or judicial, investigatory or adjudicatory. In addition, shall self-report any
conviction, finding of guilt, withholding of adjudication, commitment to a pretrial diversion
program, or entering of a plea of guilty or Nolo Contendre for any criminal offense other
than a minor traffic violation within forty-eight (48) hours after the final judgment. When
handling sealed and expunged records disclosed under this rule, school districts shall
comply with the confidentiality provisions of Sections 943.0585(4)(c) and 943.059(4)(c),
Florida Statutes.
n. Shall report to appropriate authorities any known allegation of a violation of the Florida
School Code or State Board of Education Rules as defined in Section 1012.795(1),
Florida Statutes.
o. Shall seek no reprisal against any individual who has reported any allegation of a
violation of the Florida School Code or State Board of Education Rules as defined in
Section1012.795(1), Florida Statutes.
p. Shall comply with the conditions of an order of the Education Practices Commission.
q. Shall, as the supervising administrator, cooperate with the Education Practices
Commission in monitoring the probation of a subordinate.
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Specific Authority 229.053(1), 231.546(2)(b) FS. Law Implemented 231.546(2), 231.28 FS. History - New
7-6-82, Amended 12-20-83, Formerly 6B-1.06, Amended 8-10-92, 12-29-98.
In general, the use of good judgment, based on high ethical principles, will guide you with respect to lines
of acceptable conduct. If a situation arises where it is difficult to determine the proper course of action, the
matter should be discussed openly with the Principal for advice and consultation.
Compliance with this policy of business ethics and conduct is the responsibility of every TCMS employee.
Disregarding or failing to comply with this standard of business ethics and conduct could lead to
disciplinary action, up to and including possible termination of employment.

1700.19

Civility Policy

The faculty and staff of Terrace Community Middle School will treat students, colleagues, parents and
other members of the public with respect and will expect the same in return. TCMS is committed to
maintaining orderly educational and administrative processes in keeping schools and administrative
offices free from disruptions and preventing unauthorized persons from entering school/district grounds.
The aim is to promote mutual respect and orderly conduct within the schools, thereby setting a model for
children and others in the community. It is not meant to deprive any person of the right to freedom of
expression. Volatile, hostile or aggressive actions and words are discouraged, and individuals who
engage in these activities may face legal penalties.

1700.20

Information Announcements

Posted information on bulletin boards is for the benefit of all employees. You will find postings that explain
state and federal law, as well as updated information about TCMS policy and procedures. Employees are
responsible for checking these postings on a regular basis. Special bulletins shall be issued when the
need occurs.
Any announcement of general interest to the teachers shall be made at scheduled faculty meetings.
Announcements of general interest to the student body shall be made via the in-house broadcast.
Teachers should repeat, clarify, and stress important announcements to their students. Teachers who
have announcements should give them to the responsible party in writing, by noon of the previous day.
Announcements shall be approved prior to being aired.
Students are not allowed to use the intercom system unless approved by the Principal.
Teachers should not use the intercom system to excuse tardy students to their next class or to remind
students about extracurricular meetings or practices.

1700.21

Lesson Plans

Teachers shall prepare weekly lesson plans with a copy saved electronically in the plans folder of the
TCMS intranet. Lesson plans are due by Monday afternoon of that week to your Subject Area Leader.
The teacher’s website should also be updated weekly so that current information is always posted.
Lesson plans shall include: Teacher name, subject, grade, date, Florida State Standards, Department of
Defense standards, lesson objectives, instructional practices, lesson outline, homework, and any
necessary accommodations

1700.22

Special Assignments/Duties

Faculty and staff will be required to share responsibilities which will benefit the whole school but
not necessarily their specific class. It is the desire of the administration to use parent volunteers
as much as possible. Yet, when responsibilities cannot be assigned to our volunteers, duties and
assignments will be equally shared by the staff. Because a quality middle school provides growth
opportunities for its students, teachers at TCMS are encouraged to sponsor a club or
organization.
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1700.23

Supervision

All classrooms must be supervised at all times by an adult. Individual classroom teachers are responsible
for their students and must assure effective supervision. Students are to be held accountable for their
cooperation with teachers and other supervising adults.
Faculty must be able to supervise the students during the following times:
 Drop-off in the mornings
 Between all classes and during breaks
 Pick-up in the afternoons
 As requested by the Principal
It is important that all faculty are present and visible to students during these time periods.
Teachers must be at their door during passing times, and out front during drop-off and pick-up.
Safety is our number one priority, and we must all be available to help insure our students’ health
and to encourage responsible behavior.
1700.23.1 Policy on Supervision of Employee Children During Non-Student Hours
Since safety is our top priority with all children, students of employees shall be supervised at all times
during non-student hours. A faculty member who is staying in their classroom may elect to supervise
their own child or designate another faculty member to supervise. During faculty and staff meetings,
students may gather in a classroom or other designated area in close proximity to allow monitoring.
Students may not wander the school. Students will report to appropriate designated areas during student
hours. Faculty/staff may not utilize the PA system to call students to go home with parent since it defeats
the purpose of knowing where the child is.

1800 Student/School Operations
1800.01

Student Handbook

All teachers and staff are expected to review, understand and implement all student policies and
procedures contained in the TCMS Student Handbook. If any teachers or staff is unclear about any of its
provisions, please see the Principal for further clarification.

1800.02

Homeroom

Homeroom shall consist of the first 10 minutes of the school day. During this time, faculty must take
accurate attendance of all students and report that information immediately to the school office.
Attendance is a critical step in maintaining our good standing with the County and the State and is used
to calculate funding. Daily activities during homeroom will include the Pledge of Allegiance/moment of
silence, the viewing of morning announcements on WTCMS-96, and collection of any money.

1800.03

Cumulative Records

Grade level student cumulative records are located in the copy room. Information in the folders is
confidential, and these folders must not be left unsecured. Teachers should make arrangements with the
appropriate office staff for check-out and review. The Guidance Counselor, teachers and ESE Specialist
may remove files in order to review and update them. All staff members are required to sign the log for
viewing purposes. Student records are maintained in accordance with federal and state law, including the
Federal Educational Rights and Privacy Act. Grade Level Administrators, ESE Specialist and Guidance
Counselor are responsible for maintenance of those files in accordance with federal, state and school
district regulations and format.
Grade Level Administrators and teachers shall conduct a yearly review of each student’s
cumulative folder in their case management to ensure all documents are in order and in
compliance by the spring of the school year.
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1800.04

Parent-Teacher Conferences

Faculty members are required to keep parents informed of their child’s progress in school. Any
sudden change in performance or behavior shall be reported to parents via telephone or in person
only.
During the school year, teachers shall regularly schedule conference opportunities with students and their
parents/guardians. Conferences allow teachers, students and parents to work towards a solution to
various problems and to assist both parents and teachers to an understanding of their mutual interests.
th
Teachers may utilize their planning periods, before school (no earlier than 8:00 am), or 7 period (3:30 –
4:25 pm) to schedule conferences.
Conferences should be with parents and students, and documentation of all conversations and meetings
shall be kept. It is mandatory to make parent contact for every student who has a letter grade of
“D” or below. This shall be done in person or via telephone only.
1800.04.1 Policy on Parental Notification
The Administration believes that parental involvement in a child’s academic and social life at school
through direct, regular and timely communication is critical to the long term achievement and success of
each student at TCMS.
In that light, Administration requires that all employees of TCMS who have direct involvement with the
education plan of students in their charge (this includes certified teachers, paraprofessionals involved with
instructional and non instructional duties, and administrative staff whose duties directly impact students)
be required to respond to parent inquiries within a 24 hour time frame unless interrupted by weekend
or holiday breaks.
Furthermore, notification of a student’s parent regarding disciplinary action as set by the TCMS Gold Card
Discipline Matrix shall be within that school unless interrupted by weekend, holiday breaks or other
unanticipated situations. Regardless however, no more than 24 hours of time should pass if
communication to a parent is delayed due to the weekend, holiday or other unanticipated situation.
From time to time, Administration may elect to alter the time frame for responsiveness and parent contact
should circumstances dictate that it be in the best interest of the student involved.

1800.05

Communication

A copy of any printed information that is distributed school-wide or in class requires approval. In-class
distribution shall be reviewed by the Grade Level Administrator. School–wide communications shall be
approved by the Grade Level Administrator. Copies should be distributed to the Student and Personnel
Services, the School Secretary (and Business Manager if monies are involved). This will assist the
administrative staff in dispersing information.

1800.06

Attendance

Attendance to School
To fully benefit from TCMS’ instructional program, students are expected to attend school regularly, be on
time for classes, and satisfy all course requirements. All teachers must take attendance every period
using EASI. Attendance should be completed within the first ten minutes of class. Attendance rosters
shall be turned into the office at the end of the school year. Teachers shall also maintain an accurate
record of all tardies and counsel students appropriately.
Punctuality is paramount to success in school, career and life. TCMS fosters a learning and working
environment that fully supports this belief. The following appears in the Student Handbook, Section 1001.
1. A student is tardy when the student arrives after the beginning of the school day or when the student is
not in the assigned seat or station when the tardy bell rings. Any student arriving to school after the
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session has begun must report to the school office. An admittance form shall be issued indicating
excused or unexcused tardy or absence. For the student to receive an excused sign-in, a parent or
guardian must do the following: accompany the student to the school office with an acceptable excuse,
as stated below; send a note with the student explaining the reason the child is late, or a telephone call to
the office with an explanation within 24 hours of the event. Failure to do so will result in an unexcused
sign-in. More than four sign-ins per each nine-week period may require medical or other documentation.
2. A student’s tardiness shall be excused when the reason given is acceptable to the
Principal or designee. Examples of excused tardies include the following:
(a)
(b)
(c)
(d)
(e)
(f)
(g)
3.

medical or dental appointments (doctor’s statement may be required);
automobile accident;
death or funeral;
emergency situations acceptable to the Principal or designee;
required court appearance (subpoena may be required);
established religious observance;
severe weather;

Unexcused tardies include the following:
(a)
heavy traffic;
(b)
overslept;
(c)
returned for forgotten items (for example, books, lunch, money, homework, projects, P.E.
clothing, and absentee notes).

Attendance to Class
1.
A student should make every effort to be in class on time. A student failing to make an
effort to attend class shall be considered truant and subject to disciplinary action.
2.

A student’s excessive unexcused tardiness shall be considered willful disobedience,
and the student shall be subject to disciplinary action. At three tardies to class, parent
contact should be made.

3.

Teachers may deal with the first four tardies per nine weeks by:
 Holding a student conference.
 Holding lunch detention or after school detention
 Notify home, giving 24 hours notice for detention or whatever consequences the teams
within the school have determined.

At five (5) tardies, parents should be notified again, explaining that a sixth tardy will result in a referral to
administration.
Teachers are to handle the 6th tardy, which is considered excessive by writing a referral for defiance of
Public School Policy. Upon this sixth violation, this now becomes a referral directly to Administration.
The referral must be written in such a manner as to clearly indicate the student is in Defiance of Public
School Authority and/or Policy.

1800.01

Discipline

Philosophy engaged, challenged and happy students help ensure a productive learning
environment free of discipline problems.
Teachers hold the primary responsibility of maintaining discipline in their classrooms. In this process,
teachers shall counsel students and take whatever other measures are necessary to bring about better
discipline. Teachers are encouraged to make frequent contact with parents. To assist the faculty in
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maintaining uniformity in the general conduct of the school, certain regulations have been established
which all students are expected to follow.
The Principal and assistant administrators shall assist teachers in maintaining classroom discipline and
enforcing school rules and regulations. The policy of TCMS is to provide the best possible education for
the greatest number of students with the least amount of disorder and disruption. Rules are made not to
punish students but to maintain a healthy learning atmosphere where all teachers can teach and all
students can learn. The Principal shall make every effort to help disruptive students adjust and conform to
school rules. If these efforts are not successful, the Principal shall take firm actions for improving this
situation, such as assigning work detail or detention, making parental contact, or imposing suspension.
Teachers should be in the halls as students move from class to class. Immediate positive efforts to
curb tardiness shall be made by teachers and administrative personnel. Teachers are not to hold
students past the bell. Teachers shall maintain an accurate record of all tardies and counsel students
regarding this matter.
The Terrace Community Middle School family believes that students should conduct themselves in a
manner that facilitates learning and promotes respect, responsibility and results. We realize that we are
working with young people who are making the transition from elementary to high school. To make this
transition as smooth and pleasant as possible, we believe that students must be informed about rules,
expectations and consequences for their decisions and actions. The rules must be continually revisited
and supported in order to maintain consistency in behavioral expectations and outcomes.
Staff Responsibility
All TCMS staff members are charged with the responsibility of maintaining an educationally stimulating
and controlled environment within the school. Both the staff and parents are responsible for promoting
and reinforcing positive values and behavior at our school. It is important that we, as adults, model the
behaviors that we expect from our students and are necessary for maintaining an optimum learning
environment. Also, the staff will be responsible for setting clear limits by informing students of the
classroom and school rules, and being consistent in the enforcement of those rules. In furtherance of this
objective, staff members must keep records of all disciplinary actions, including information concerning
the infraction(s) and date(s) of the occurrence(s).
All staff members must review and follow the discipline procedures and discipline matrix as found
in the Student Handbook.
TCMS will follow the procedural directive from the Hillsborough County School District. Teachers are
expected to guide students in learning appropriate behavior. When handling minor offenses, the
following five step procedure should be followed:
FIVE STEPS AND YOU WALK – MINOR OFFENSES
All staff is expected to follow the FIVE STEPS – YOU WALK procedures as follows. Interventions may
include:
.
1st step – offense: Verbal warning - Student-Teacher conference. Teacher should take the
student aside to discuss the inappropriate behavior, alternatives and consequences.
2nd step – offense: Teacher intervention. Teacher takes some sort of action within the classroom.
Suggestions include time out in classroom, written student reflection and time out to another
class.
3rd step – offense: Detention or conference with the team and student
4th step – offense: Teacher conference during case management time, or work detail.
5th step – offense: Parental/Guardian contact. Phone contact must be made to notify
th
parent of 5 step and referral. All parental contact must be documented.
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Please note: Teachers are required to notify parents by phone for each step and to revisit
with the student the rule that was broken, what the behavioral expectations are, and what
choices the student should have made.
If interventions have not been successful, the student is referred to Administration after proper
documentation and parent notice.
Students who are on behavior management plans
or who have committed Level 1 offenses will automatically have their field trip privileges revoked (as long
as it does not affect their grade) and should not participate in other non-academic activities such as
sports, pep rallies, dances, pool party, etc. for that semester or for the remainder of the school year as
determined by administration. Grade Level Administrators shall maintain a list of ineligible students on
behavior contracts and will also maintain a list of suspended students which will be kept on the intranet so
that any teacher can access that information. It is the Grade Level Administrator’s responsibility to
communicate privileges that have been revoked to the student and the parents for behavior contracts.
Administration will communicate revoked privileges for suspensions.
Students who have been suspended for non-Level 1 offenses or have multiple referrals for minor
offenses, such as uniform violations, should not be able to attend field trips (that don’t affect their grade)
or activities (dances, sports events, pep rallies, etc.) for that semester.
Administration will send home suspension documentation which includes revoked
privileges/consequences.
Exceptions and recommendations for students to regain privileges may be made to administration in
cases where a student has completely improved behavior.
Terrace Community Middle School
Student Behavior/Discipline
Referral Form
2021-2022 School Year
Student:
Grade Level Administrator:

District Code

Date:
Period/Time:

Grade:

___________Level One Incident (if so place an X on line)
Please provide a detailed description of the Level One incident. Also, reference any students and
include names of teachers and staff members who may have served witness to the incident.
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Administrative Interview and Discovery:

Was due process given to the student?
Yes or No
Was the student given the opportunity to state and write his side of the incident?
Was parent notified? Yes or No When: ________________

Yes or No

_____________________________________________________________
Administrator
Date
_____________________________________________________________
Grade Level Administrator
Date
_____________________________________________________________
Student signature indicates receipt of this referral
Date
_____________________________________________________________
Parent signature indicates receipt of this referral
Date
Original – Electronic file, Second – Student/parent, Third – Grade Level Administrator, Fourth – file
STUDENTS NOT DOING SCHOOL WORK
Students not doing their schoolwork are not a discipline problem as such. These students become a
discipline problem if they disrupt classes and/or prevent other students from learning. Teachers must
intervene to help students complete their assignments. Students not doing their school work even after
intervention by the teacher should be referred to the TCMS Guidance Counselor and parents should be
contacted. Do not send a student to the office just for not doing his/her work.
MAJOR OFFENSES
Students who commit major offenses are automatically referred to the Principal’s office using the Student
Referral Discipline Form. It is the teacher’s responsibility to complete this form within fifteen minutes of
the student being sent to the office (send form via email immediately). Major offenses will be
handled at the Principal’s discretion. Students are usually suspended for major offenses. Many cases
require parent/guardian conferences at school before the student is readmitted to a regular class
schedule.
When sending a student to the office, notify the office to ensure the student is accounted for.
DISCIPLINE DO’S AND DON’T’S
An effective, imaginative teacher who has a passion for teaching, shows interest in each student as a
person, respects each student as the person he/she is at this middle level development stage and varies
instruction with learning activities, seldom has many disciplinary problems. When a student has adequate
work to do at his/her levels, is challenged, and the teacher is consistent, firm and fair in his/her
expectations, the situation seldom becomes a problem. Every teacher has some discipline problems, but
it is the disengaging classroom environment or unorganized teacher who has many. Low interest and
poor motivation are the chronic, underlying causes of most discipline problems. Remember each student
learns differently and it is your responsibility to address each and every learning style by altering your
teaching styles to meet the need. Controlling classroom discipline is the real, vital challenge in teaching.
As the teacher, you must be in charge at all times.
DO’S


Pinpoint leaders, instilling a sense of responsibility and pride (others will follow).
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Use please and thank you. It fosters the same sentiments.
Show students that you exist as an entity outside the classroom.
Communicate personally, not through long conversations, but enough to get the “I care”
message.
Know, post and constantly enforce all school rules.
Come prepared for each class session; boredom breeds misconduct.
Let students know in private what is wrong with their behavior (conference or note before or after
class).
Participate in positive, professional behavior at all times. Say what you mean and mean what you
say. WALK YOUR TALK!
Make yourself available to help other teachers with intervention strategies. Care to share.
Have pertinent activities on shortened days.
Explain to students the nature of acceptable and unacceptable behavior (refer to school rules and
policies).
Be in charge of your classroom at all times.
Foster an environment of respect, tolerance and concern for others.

DON’T’S
 Don’t punish the innocent with the guilty.
 Don’t personalize a dispute. Instead, invoke room regulations and school policy.
 Don’t give students free time in class.
 Don’t show favoritism towards certain classes or students.
 Don’t release students early from class at any time.
 Don’t let students wander with passes as a reward.
 Don’t keep students in your class after the bell, making them later for other classes.
 Don’t send students to office for minor infractions (no materials, refusal to work, etc.).
 Don’t send students out of class without a signed pass.
 Don’t “drop off” students in office for detention – the office staff have their own work.
 Don’t threaten students. Firm, fair action sets precedence.
 Don’t display notes taken from students or read them to other students. This causes middle
school students to become non-productive because of embarrassment.
 Don’t detain students unless the receiving teacher has been informed and has approved such
action.
 Don’t tell a student to leave. “I don’t want you in class, never come back,” etc. The administration
will not tolerate verbal abuse or derogatory insinuations directed at a student. Any student out of
class is to be sent some place with a pass. Students will often use the above as an excuse to
leave class. One of the most powerful weapons a teacher has is the desire of the student to have
group approval and status. Impulsive actions, name-calling and extreme sarcasm from a teacher
detract not only from the student’s self-esteem but also from teacher’s prestige in the eyes of the
other students. Invariably, such talk sounds ridiculous or offensive when repeated in homes that
night. This negative type of control is unprofessional and ineffective; it reduces the possibility of
success from the use of more positive methods.
NON-NEGOTIABLES
 ABSOLUTELY NO drinks or food are allowed in hallways, or on campus (except in the TCMS
Tornado Café). Food and drink may only be allowed in a teacher’s classroom with pre-approval
by the Principal.
 No littering.
 No headsets, CD players, radios or unapproved electronic devices.
 No gum chewing anywhere on campus — automatic detention
 No electronic games or gambling.
 No non-school type magazines.
 No fighting.
 No verbal abuse or profanity.
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No hats worn in building.
No radios.
No sunglasses worn in the building.
No cutting of classes.
No inappropriate clothing as determined by TCMS.
No tardies
No graffiti, cameras or video equipment without prior approval
No hugging, holding hands, or displays of public affection
No roller blades or skateboards.
No horseplay.
No harassment.
No bullying.
No school disruption.

1800.07.1 Policy on Discipline Involving Students of TCMS Employees
As an employee of TCMS whose child attends TCMS, the parent has complete rights of parental access
in notification of discipline. Rights shall not be severed due to employment. Employee is to be notified
immediately as deemed appropriate. However, other parent/guardian listed on emergency card will also
be notified at the same time. School administration will not directly call employee from current work duties
but will have other parent/adult involved in the due process of discipline for student, should that be
required.
Since this most oftentimes involves conferences during the school and work day, the other
parent/guardian will represent the student. If you as a parent desire to further discuss the incident and/or
action to be taken to resolve the student’s discipline situation, an after school - after work hours meeting
may be scheduled at your request.

1800.08

Activities on Campus

All activities that occur on school campus or school related trips off campus shall be approved in advance
by the Principal or designee with ample notice given to school operations.

1800.09

Special Events and Assemblies Held on Campus

The assembly programs are designed primarily to promote school spirit and have academic value.
To maintain an organized program and receptive audience, teachers shall sit with/monitor their students
throughout the program. Grade Level Administrators are the responsible agents for the school.
The following are items that need approval for planning/implementing a school-wide event which is held
during the school day, either on or off campus.
 Date and time of the event – this date must be approved by Student and Personnel Services to
ensure the date is available.
 Location of the event – a Facilities Request form should be completed and submitted to the
Facilities Manager.
 Paperwork that is being sent home for the event.
 Cost of the event, if applicable.
 Information to be sent out in a press release (if applicable).
 Information about ordering school lunches (if applicable).
In order to make certain that the event runs smoothly, the following must be arranged:



Clear, concise information about the event must be provided to the administration, faculty,
students and the main office.
No duty will be assigned to a staff employee without checking his/her availability.
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A volunteer must be assigned to make announcements (if applicable).
Make certain that all students have the opportunity to view and/or participate in each event
Make certain that the time allocated to each event is appropriate (i.e., is 10 minutes enough time
to view and participate). This must be part of the planning process.
Keep lines of communication open between faculty, staff and office administration. Office staff
must have the event schedule listing where students will be so that students can be
contacted/located.
Make certain that, if a grade level does not participate in the off-campus event that the teachers
for that grade level assist with lunch supervision. Those teachers should not leave campus.

1800.10

Field Trips

Field trips are an integral part of education at TCMS. It is our policy to use field trips to enhance the
curriculum being taught to students throughout the year. Field trips are considered privileges that must
be earned by the students. That means that students whose grades are not what they should be or those
who have not exhibited exemplary behavior, may not be allowed to go on field trips.
Any student who has committed a Level 1 offense loses the privilege of attending field trips.
Alternate assignments should be provided by the teachers if the field trip is part of a grade.
All field trips must be approved by the Principal or designee.
1800.10.1 Policy and Procedure for Financial Arrangements
All faculty and staff shall send a copy of the field trip notice sent home to parents and provide the same
to the Business Manager at the inception of the planning process. Also, at least one week prior to the
field trip, faculty and staff are to provide the Business Manager with a check request so that all necessary
checks associated with the field trip can be written and signed. The Business Manager will maintain a
record of who has paid. The Business Manager will then complete a reconciliation form that will be kept
on file in the Business Manager’s office.
Teacher responsibilities for field trips include:
 Establish the instructional and curricular need and justification for the experience and
communicate this to the Principal (this should come first).
 Work with the Grade Level Administrator to arrange transportation by giving first
consideration to school bus or commercial transportation. The request for transportation
should be made as early on as possible once a field trip date has been approved and
secured.
 Forward a copy of the field trip notice that is sent home to parents to the Business
Manager at the inception of the planning period.
 Utilize the required field trip request and TCMS parent permission forms. These forms
must be submitted to the Grade Level House Leader 14 days in advance of field trip for
approval.
 Secure any student medication to take on the trip (coordinate this with the school nurse).
 Thoroughly investigate the trip site and identify possible hazards and circumstances
needing special consideration.
 Plan details of the tour with the “manager” of the trip site.
 Use student input to establish rules for appropriate student conduct and to set up
procedures to ensure safety. Communicate behavior/apparel expectations to students and
parents.
 The Grade Level Administrator shall arrange for adults who have been approved through
Volunteer Services to chaperone at a ratio of at least one or more adults to twenty-two
students, depending on the activity; chaperones must be advised ahead of time of the
rules and procedures governing the trip. In the event there are not enough chaperones, a
trip may be cancelled.
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Establish the means of financing the trip so that it is non-discriminating in terms of the
economic levels of the students.
Verify that all permission slips and field trip forms are signed by a parent or legal guardian
and in the possession of the school before the date of the proposed field trip.
Take field trip permission forms with emergency phone numbers.
Prepare instructional and supervisory plans in advance for any students not participating
in the field trip experience, and submit these plans to school administration in advance for
approval.
Communicate to the school details of the trip so teachers of the students who will be
attending the trip are informed of the student’s absence.
Ensure students with free/reduced lunch receive their lunch from school if necessary.
TURN IN ALL MONIES ASSOCIATED WITH THE FIELD TRIP TO THE BUSINESS
MANAGER’S OFFICE NO LATER THAN 9AM EACH MORNING. MONEY WILL ONLY BE
COLLECTED THROUGH HOMEROOM.
Record payments on a student roster. The Business Manager will provide receipts for
cash and maintain a detailed record of all payments.

The TCMS Field Trip Form and Checklist shall be completed to request approval for a field trip.
These forms must be used by the person organizing the field trip and initialed by them after each
step is completed, and must be signed by the Grade Level Administrator before departing for the
field trip.
Any money that is paid toward a field trip is non-refundable. This includes students who are
suspended and/or not permitted to attend due to behavioral issues. There will be no exceptions.
This should be communicated on the field trip information that is sent home to parents. Reservations for
field trips are made based on a good faith estimate of the number of students going and costs are
considered accordingly; therefore, additional costs due to cancellations will not be incurred by the
remaining students going on the field trip or incurred by the school.





The Administration requires all field trips, and any and all other school related events and
activities which require student transportation to be provided by district and commercial
bus service to be self funded.
Students may not be charged more than $25.00 for a one day field trip unless otherwise waived
by the Business Manager, and done for item specific reasons. Sponsor/teacher must provide in
writing the rationale for charging students more than the $25.00 maximum bus fee.
Any student who cannot financially support the requested fee will have the fee paid in his/her
behalf, provided the parent submits in writing or by email or by phone call a request for such.
Sponsors/teachers are strongly encouraged to seek alternative means for seeking funds to pay
for buses, i.e. solicitation of donations from local businesses and individuals.

Please refer to the Discipline section for information about the revoking of field trip privileges.
1800.10.2 Policy Regarding Chaperones for Day vs. Overnight Field Trips
The health and safety of our students is top priority. Overnight fieldtrips by their nature require constant
and consistent supervision; fair, firm, and consistent discipline; a knowledge of the history, personality,
and needs of the students; a knowledge of the school’s discipline system, policies, procedures and
expectations for appropriate behavior. Overnight field trips such as Washington, D.C. offer rich
experiential learning opportunities. TCMS faculty and staff expect, support, and maintain this academic
learning environment at all times.
Therefore, it is the policy of TCMS to allow only TCMS personnel to chaperone overnight field trips.
Exceptions may be made by the Principal if a parent must chaperone to provide necessary medical
assistance for their child or if the field trip is performance- based, such as Band Booster sponsored Band
Trips. Requests for parents to chaperone overnight field trips based on medical necessity must be
submitted in writing to the Principal for consideration.
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For day field trips, parents are permitted to chaperone. The Grade Level House Team will determine the
number of parent chaperones needed depending on the nature of the field trip.
All field trips will meet the minimum requirements for adult to student supervision ratios (10:1).

1800.11

Extracurricular Activities

Extracurricular events are an important part of the learning experience. TCMS will have many special
events for the students and school community as a whole throughout the school year. Faculty is required
to attend all student-centered events, i.e., field trips, school picnics, and field days. Faculty is strongly
encouraged to attend athletic events, performances, and art shows featuring the students and their work.
There will also be a select number of fundraising events throughout the year. Though faculty are not
required to give, faculty attendance is very important to all of these events, as it shows that the most
important part of the school – the teachers – support the school’s mission.

1800.12

Athletics and Co-Curricular Activities

Students are aware that the school’s athletics and co-curricular activities such as forensics and student
government, have visible built in systems of recognition, reward, and championship, which may not be
observable in other school areas. Because of this, students place a significant value on involvement in
the school’s athletics and co-curricular activities and participation in those decisions that affect the
learning climate of the school.
Therefore, TCMS organizes athletics and co-curricular activities to complement other school areas in
building social skills and social sensitivities designed to fulfill student needs in a desegregated school
setting. TCMS promotes the shaping of student athletics and student activities into instruments of student
involvement. It is the policy of TCMS to conduct a developmental (intramural) and competitive sports
program and co-curricular activities program that provide fun and enjoyment, build self-esteem, and
improve the development of skills. It is our goal that participation in athletics and co-curricular activities be
a positive experience for all.
TCMS expects the highest standards of sportsmanship and respect for teammates, opponents, officials,
coaches, advisors/moderators, and spectators. The academic mission and calendar of our school takes
precedence over athletics/co-curricular scheduling. School behavioral issues and consequences such as
suspension, detention, and other infractions, prevail over any sports schedule and co-curricular activities
participation. Students who are absent from school are not allowed to participate in the extra-curricular
activities scheduled for that same day/evening.
Impartiality is the standard at TCMS. Equitable distribution of assets exists for male/female students in all
athletics and co-curricular activities. A student absent from class or school for “official school business”
(such as an athletic/co-curricular event or an approved field trip) shall be counted as being present by
each teacher in each class period missed and shall be required to make up the class work. A list of
students who are absent because of school related business shall be sent to the faculty by the
supervising teacher.
Information regarding these activities is available upon request. If additional information is needed or
desired, after reading the requirements for membership, contact the Principal.
TCMS has an Athletic Director who will administer and oversee the athletic programs of the
school.
1800.12.1 Policy on Athletics/Co-Curricular Activities
It is the policy of TCMS to conduct an interscholastic extracurricular and intramural sports program and
co-curricular activities that provide fun and enjoyment, build self-esteem, and improve the development of
skills. It is the school’s goal that participation in competitive athletics and co-curricular activities be a
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positive experience for all. TCMS expects the highest standards of sportsmanship and respect for
teammates, opponents, officials, coaches, advisors/moderators, and spectators and in line with middle
school philosophy. Both intramural and extramural sports may be offered, depending on available
resources.
1.
Students are aware that the school’s athletics and co-curricular activities, such as forensics, pep
teams, and student government, have visible, built-in systems of recognition, reward, and championship,
which may not be observable in other school areas. Because of this, students place a significant value on
involvement in the school’s athletics and co-curricular activities, and participation in those activities affect
the learning climate of the school. Therefore, TCMS organizes athletics and co-curricular activities
designed to complement other school areas in building social skills and social sensitivities. Furthermore,
TCMS promotes the shaping of student athletics and student activities into instruments of student
involvement.
2.
The academic mission and calendar of the school takes precedence over athletics/co-curricular
scheduling.
3.
School behavioral issues and consequences such as suspension, detention, and other infractions
prevail over any sports schedule and co-curricular activities participation.
4.
Impartiality is the standard at TCMS. Equitable distribution of assets exists for male/female
students in all athletics and co-curricular activities.
5.
To be eligible to continue participation in an extracurricular club/sport, a student must maintain a
cumulative grade point average of 2.5 (on an unweighted 4.0 scale) in all courses with no failing grades.
Weekly academic checks (by Fridays) will be done by the club/sport sponsor to determine the next week’s
eligibility to participate. In addition, there can be no failing grades the previous quarter of entering the
club/sport. A petition for participation based on academic improvement can be made. The petitioning
student must have a passing average in the failed subject at the time of the petition.
Weekly conduct checks will be done by club/sport sponsors to determine if the student has maintained
satisfactory conduct. A level 1 offense or suspension automatically disqualifies a student for membership
in the extracurricular club/sport for no less than one semester or indefinitely as determined by
administration.
Academic exceptions may be made for ESE students. The students’ teachers and club/sport sponsor will
determine eligibility.
6.
A student who is absent from school shall not participate in ANY extracurricular activities
the day of the absence from school.
7.
Information regarding these activities is available upon request. If additional information is needed
or desired, after reading the requirements for membership, contact the Principal.
8.
All student athletes must provide the school with written permission of the student’s parent or
guardian and must pass a physical exam annually.
9.
All students practicing or participating in any type of athletics shall provide proof of accident
insurance covering medical expenses of any injury sustained in a sport. The student and/or the student’s
parent or guardian shall be responsible for providing proof, as evidenced by a copy of an insurance card
of the student’s insurance prior to practice or participation in athletics.
10.
Pursuant to Florida Statutes, licensed medical personnel who act as volunteers for school events
and agree to render emergency care of treatment shall be immune from civil liability for treatment of a
participant in any school-sponsored athletic event, provided such treatment was rendered in accordance
with acceptable standards of practice and was not objected to by the participant.
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11.
All students have the responsibilities to seek prior and proper consent from school administrators
before organization student associations. All students shall meet the approved criteria for membership in
clubs, organizations, and activities of their choosing.
12.
Students are expected to participate regularly in their respective organizations, conduct
themselves in an appropriate manner, and operate according to the school rules and regulations.
Students should select co-curricular activities that do not interfere with their academic progress.
13
NOTIFICATION OF RISK. All students should be aware that playing or practicing to
play/participate in any sport can be dangerous in nature and involve many risks of injury. It is understood
that the dangers and risks of playing or practicing in interscholastic sports may result in complete or
partial paralysis, brain damage, serious injury to virtually all bones, joints, ligaments, muscles, tendons
and other aspects of the muscular/skeletal system; serious injury to virtually all internal organs; serious
injury or impairment to other aspects of the body, and general health and well-being. Students should
understand that the dangers and risks of playing or practicing interscholastic sports may result in serious
injury. Because of the dangers of participating in interscholastic sports, it is important to follow and obey
all instructions regarding playing techniques, training and team rules.

1800.13

Placement of New Students

Initial placement of new students will be based upon the previous school’s recommendation. Students
seeking initial placement from a home education program or a private school may be screened by TCMS
to determine the most appropriate grade-level placement. Criteria to be considered may include age,
maturity, standardized achievement test results, state assessments, records and evidence from student’s
portfolio of work and achievement while in home schooling. In no instance shall placement be considered
automatic based solely on the recommendation of the private school or home educator. The placement
decision is subject to review and revision after school personnel has had the opportunity to observe the
student’s work.All openings at TCMS will be considered for full-time student enrollment only. Part-time
enrollment is not allowable.

1800.14

Grading/Progress Reports

Grading and progress reports fall under the supervision of the Administration for Curriculum and
Instruction.

A
B
C
D
F
I

The following is used by TCMS to determine quality points earned.
90-100
Outstanding
4 Quality Points
80-89
Above Average
3 Quality Points
70-79
Average
2 Quality Points
60-69
Lowest Acceptable Progress
1 Quality Point
0-59
Failure
0 Quality Points
No Grade
Incomplete
0 Quality Points

Interim/Progress Reports
School wide progress reports are issued at the approximate midpoint of each nine-week period. These
reports are to be completed by the appropriate teachers and sent home with students that day. The
students must return the reports signed by themselves as well as a parent/guardian within the specified
time. Additionally, teachers may send home individual or class progress reports periodically during the
year, as they see fit. Teachers are strongly encouraged to communicate with parents when students
appear to be struggling with the curriculum.
Once the progress reports have been collected, the reports are to be alphabetized and turned in to the
Guidance Counselor. The case manager is responsible for communicating written comments/messages
from the parents to the appropriate teacher, arranging conferences if they have been requested, or
contacting the parent if the progress report is not returned.
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Grading and Commentary
Feedback is vital to the learning process. Students must have significant response to their work from their
teachers. Feedback must be given in two forms: grading and commentary.
Grading shall take place four times per year given at the end of each quarter. Each quarter will last
approximately nine weeks.
The second type of feedback, commentary, is just as important. Students must receive periodic
responses to their work, both positive and critical. Faculty must provide feedback, oral or written, on all
assignments. Brief notes, a short meeting before or after class, or an e-mail will provide instant feedback
to students regarding their work and progress.
Teachers shall post grades online at least every two weeks, if not more frequently.
Incomplete Grades
When a teacher gives an incomplete grade, the grade becomes an “F” if the work is not made up during
the first three weeks of the next grading period, unless special arrangements are made. Incomplete
grades are not given at the end of the second semester, unless special arrangements are made.

1800.15

Promotion/Retention

Placement which facilitates optimum learning for each student will be determined by established
principles of growth and development, by the academic and career interests of the student, and by
acquisition of subject area skills and competencies.

1800.15.1 Promotion
Promotion will occur when a student demonstrates that acceptable skills have been acquired in the
subjects enrolled.
To be promoted from grade six to grade seven, a student must pass five or more annual subjects or
their equivalent including mathematics, language arts, social studies and science.
To be promoted from grade seven to grade eight, a student must pass five or more annual subjects or
their equivalent including mathematics, language arts, social studies and science.
A student in any grade who does not meet the promotion requirement for the academic year must The
student must pass the required subjects before being considered for promotion. Only the appropriate
Special Placement Committee at TCMS may make exceptions.
A student promoted from grade eight to grade nine will demonstrate acceptable progress toward
mastery of grade eight skills as determined by the FSA Assessments and EOC exams.
In addition, to be promoted from grade eight to grade nine, a student must pass five or more annual
subjects or their equivalent, including mathematics, language arts, social studies and science. Promotion
shall be effective on the date that final grades are submitted by the teachers at the end of the regular
academic year.
Students who do not successfully complete the specified credits or demonstrate mastery of grade eight
skills in the Extended Learning and/or Extended Year Programs shall have their placement status
reviewed by the Special Placement Committee (SPC).
The SPC shall consist of the Principal or designee, Grade Level Administrator, guidance counselor, and a
classroom teacher.
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The Special Placement Committee considering the placement shall review district policies and
procedures. Students who do not successfully complete the specified extended school credits or show
mastery of grade level skills may be retained in grade eight.
Each student shall be scheduled into specific courses according to each grade level:
th

6 Grade - Language arts, mathematics, science, social studies, critical thinking for reading, art,
introduction to foreign language (if available), band, physical education, chorus, and computer
applications, STEM and computer discoveries.
th

7 Grade – Language arts, pre-algebra, science, social studies, Spanish, band, art, computer
applications II, STEM, computer discoveries and physical education.
th

8 Grade - Language arts, algebra 1 honors for high school credit, physical science honors
(PSH) for high school credit, social studies and/or electives in advanced band, art, technology,
physical education, chorus, computer discoveries and computer applications III, STEM or
Spanish I for high school credit (placement in Spanish 1 may only be assigned by teacher
recommendation in compliance with district and school academic requirements).
th

th

1800.15.2 Policy Regarding 8 Grade Math, Spanish and Science High School Credit, and 7
Grade Civics End of Course Exam (EOC)

TCMS shall offer high school level courses for high school credit. The Principal shall determine the
specific high school credit bearing courses. Students shall only be awarded high school credit upon
satisfactory completion of course requirements as set by the district, TCMS Math, Science and Elective
Departments and in compliance with statue governing granting of credit at the high school level.
Algebra 1, Algebra I Honors, Geometry Honors, Physical Science Honors, Spanish 1 high school credit:
Students will follow the TCMS policy and requirements for the assignment of high school credit. Students
will earn their semester course grade determined by their final course grade in quarter 1, quarter 2 and
the semester exam. Second semester credit will be determined by using quarters 3 and 4 and the
semester exam (or state mandated End of Course Exam to count as the second semester exam for
Algebra I and Algebra I Honors and Geometry). Semester final exams are mandatory for high school
credit courses. Students must earn at least three (3) quality points each semester in order to receive
credit for each course. The semester grade for courses will be determined as follows:
Algebra 1 and Algebra 1 Honors and Geometry Honors:
Quarters 1 and 2 will count for 70% and the semester exam will count for 30% of the overall
semester grade. Second semester credit will be determined by using quarters 3 and 4 (70%)
and the End of Course Exam score (30%).
Physical Science Honors, Spanish 1:
Quarters 1 and 2 will count for 75% and the semester exam will count for 25% of the overall
semester grade. Second semester credit will be determined by using quarters 3 and 4 (75%)
and the second semester exam score (25%).
Students are not permitted to change the level of their course once the school year has begun. Students
th
are recommended for Algebra I Honors or Algebra I or Geometry based upon their grades from 7 grade
th
Pre-Algebra, 7 grade Math state assessment scores, and teacher recommendation. Students who do
not meet the requirements (at least 3 quality points) to receive high school credit will not have the option
to move into a MJ3A Advanced 8th grade science course, or alternate Algebra course. The grades
earned in Algebra I Honors, Algebra I, Geometry, Physical Science Honors, Spanish 1, will transfer with
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the student on their high school transcript if the student enrolls in a public high school and will affect the
high school GPA.
Failure to earn the high school credit in the first semester of a year-long course means that the student
must retake the semester one section of the course. Options include enrolling in Florida Virtual School
(FLVS) while continuing the second semester of the course.
Grade 7 Civics End of Course Exam (EOC) - Each student’s performance on the statewide assessment
will represent 30% of the student’s final course grade. This exam is required for high school admission.
1800.15.3 Promotion Requirements Showing Mastery of an Annual Course
A student will pass an annual course when four quality points are earned providing at least one quality
point is earned in the last grading period. Special consideration for performance on semester exams will
be given by the SPC. The following grading scale is used by TCMS to determine quality points earned:
A = 90-100
Outstanding
4 quality points
B = 80-89
Above Average
3 quality points
C = 70-79
Average
2 quality points
D = 60-69
Lowest Acceptable Progress
1 quality point
F = 0-59
Failure
0 quality points
I = No Grade
Incomplete
0 quality points
When a student fails to demonstrate acceptable skills and does not achieve the quality points needed, the
student is considered for retention by the SPC. A student who is considered for retention at grade level
may move to the next grade level by successfully completing promotion requirements through the
Extended Learning and/or Extended Year Programs offered by the Hillsborough County School District or
FLVS.
Exception: If any TCMS student has acquired a minimum of three quality points within the first three
grading periods but fails to acquire one point in the last grading period due to unusual or extenuating
circumstances, the Special Placement Committee has the authority to take the case under advisement
and grant placement to the next grade level if such action is deemed appropriate
1800.15.4 Retention
The Principal shall establish and implement a school wide retention policy that will be in compliance with
the minimum guidelines set by the state; may expand those requirements and invoke other state retention
policies as necessary.
A student who has not acquired the state mandated number of quality points in the required subjects and
who does not receive remediation either through private instruction, district sponsored summer school, or
Virtual School may not be promoted to the next grade level without the intervention of the TCMS Special
Placement Committee (SPC). A recommendation for promotion must be approved by the Principal. Any
student recommended for retention will have the option to withdraw and enroll at another school which
may better serve the student’s academic needs. The TCMS retention decision is not binding for the
receiving site Principal.

1800.16

Policy and Procedures on Student Scholarship

The Board strongly supports school administration providing financial assistance to qualifying students for
the purpose of supporting their academic endeavors. This specifically applies to a student who meets the
stipulations listed below and whose parent requests such directly to the school Principal. Such qualifying
activities are, but not limited to: field trips, special academic activities and instructional materials.
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Stipulations:
 Student must be in good standing;
 Student and/or parent must make the request directly to the Principal within one week prior to the
due date for payment; or in the event of consumable instructional material, within 24 hours of
need;
 Student shall qualify for free or reduced lunch; or student’s family is experiencing an unexpected
financial challenge;
 Student shall be required to raise a portion of the cost to be incurred as determined
collaboratively with the school Principal.

1800.17

Exceptional Student Education

The goal of the exceptional student education program is to provide, within TCMS, equal opportunities for
the identification, evaluation, and placement of students needing this service, thus promoting their
academic achievement, social awareness, and personal development within the total school community.
With regard to the least restrictive environment, TCMS follows an inclusionary approach first and foremost
when placing and serving ESE students.
When warranted, students are referred to the PS/RtI at TCMS when teachers, the Guidance Counselor or
administration identify a need for evaluation.

1800.18

Student Services

The Hillsborough County School District’s Department of Student Services includes guidance counselors,
occupational specialists, school psychologists, educational diagnosticians, school social workers, nurses,
health care workers, and specialists in testing and evaluation. These services are available as needed to
all TCMS students.
1800.18.1 Policy Regarding Interview/Conference of a TCMS Student by Non-TCMS Person(s)
While Student is on Campus
Rationale: Safety and Security Protection of TCMS Student and Disruption to Student’s Right to a
Peaceful, Safe and Productive Learning Environment as set by SBE Regulations.
Exclusive of child abuse allegations which, by statute require intervention by local and/or state law
enforcement or other agencies, non-TCMS person(s) may NOT interview/conference with a TCMS
student while student is on campus unless the following has been satisfied and then approved by the
Principal.





Parent or guardian has given approval for such interview or conference in writing or verbally, with
verification and logged by TCMS;
A TCMS counselor, teacher or administrator is present during the duration of the
interview/conference;
Interviewer, provides identification, purpose for interview in writing and has been cleared through
FDLE check; and
Final approval is given by the Principal or designee.

1800.19

Tutoring

Faculty must be available Monday, Tuesday, Wednesday, and Thursday, before or after school for extra
help and tutoring. This designated time is by appointment only. Teachers must make known to students
and parents when they will be available for extra help. Teachers will maintain a tutoring log. Tutoring will
take place before school or during the optional last period. Teachers must submit a tutoring schedule to
Grade Level Administrators and department heads.

2021-2022 Employee Handbook 49

1800.20

Homework

Homework is assigned for the purpose of reinforcing material covered during the day. Practicing
concepts through work at home, being responsible for the completion of assignments, organizing
materials, and working efficiently and independently are skills that are learned through the completion of
homework assignments. Teachers should assign no more than 30 minutes of meaningful homework per
evening, per subject. Homework may be assigned on weekends as well, but teachers should not assign
major projects and research over long weekends and holiday breaks. Teachers should work with house
colleagues to ensure that there are no homework assignment conflicts that overburden the students
and/or exceed two hours per evening. This also should apply to testing overloads. Teachers shall not
give students more than two major assessments on the same day. It is vital that teachers plan
collaboratively and communicate often to ensure effective assignment of assessments/projects
scheduling.

TCMS POLICY ON LATE HOMEWORK
In middle school, a student shall learn to be fully responsible for his/her actions and work ethic.
Homework and all project assignments fall into this category.
Therefore, the following is stipulated by this board and administrative policy:




At no time will a student’s homework, which includes assigned classroom and out of classroom
projects, be accepted late unless pre-cleared by the classroom teachers and for emergency
purposes only.
Under no condition may a student’s homework be brought to school by a family member.
A teacher shall post this policy in his/her yearly syllabus and communicate this information to the
students and their parents.

Homework Identification Requirements:
At the direction of the Principal, all TCMS faculty members are required to have the same format on each
student’s written, typed or created work. Therefore, each student must comply with the above
requirement which is formatted below: This should be written on the right hand side of the paper.
Student’s Full Name
Date
Period
This is to appear in the upper right-hand corner of the paper/item.

1800.21

Pre and Post Testing

State law requires that charter schools demonstrate their success and effectiveness by showing clear
results of students’ academic improvement. As a Hillsborough County Charter School, TCMS participates
in the FSA assessments and EOC exams each spring.
All TCMS teachers are required to administer a pre test and a post test each school year. All pre/post
tests must be reviewed and approved by the teacher’s Subject Area Leader.
Teachers are asked to pre-test the students, according to the course’s objectives. These assessments
should be given to the students at the beginning of the school year/beginning of the course and
periodically throughout the year/course. The purpose of these tests is to provide a measure of the
students’ current knowledge of the academic objectives of the course. The objectives used must include,
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but are not limited to, the Florida State Standards and Terrace Community Middle School’s Academic
Objectives. Any other higher standards may also be included.

1800.22

Scheduling and Administration of Exams

Exams shall be administered at the end of each semester in all subjects including electives. The
methodology and composition of these exams should reflect the subject area, skills and knowledge being
measured. The semester exam should measure the learning that has occurred during that period and
should only encompass the curriculum covered during that time. The semester exam shall be no more
than two class periods in length as determined by subject area with approval of the Administration.
Sixth (6), seventh (7) and eighth (8) students are required to take semester exams in compliance with
state statute governing such and in accordance with TCMS standards.
Semester exams on the eighth (8) grade level that determine the granting of high school level credit shall
be held in full compliance with sponsoring school district policy, procedure and timeline.
During a scheduled final exam week (schedule to be determined by Administration) commonly referred to
as “closed week”, there shall be no non-academic related school activities (this includes academic and
non-academic field trips) exclusive of semester exam after school or evening study groups which must
have the approval of the Administration. Final exams may take more than one instructional period as
determined by the Administration.
Exam grade weights are as follows:
th

6 grade:
th
7 grade:
th
8 grade:

15% for all subjects
20% for all subjects with the exception of Civics, which is 30%
25% for all subjects with the exception of Algebra I Honors, which is 30%

1800.23

End of Year Awards

Traditionally, TCMS honors three of the most improved students, one per grade level house, with the
John A. Romeo Award. Traditionally, TCMS annually honors the two top students for each grade level of
the Tornado of the Week award as nominated by the grade level house process. Throughout the year, on
a weekly basis, each team will nominate Tornadoes of the Week. These students must have shown
exemplary behavior, academics, citizenship or attitude, or have shown improvement in any of these
areas.
TCMS also honors one outstanding TCMS adult from the community who has contributed much to the
overall improvement and success of the school. The William Cullen Award is the award presented by the
school community for this honor.
The presentation of these awards will take place on the last Friday before the last week of school, unless
that day falls on a final exam day, in which case, it will occur two weeks prior.
All Grade Level Houses are strongly encouraged to honor exemplary students at the end of the year with
some type of certificate indicating some area of excellence to which the student has attained. This should
be done before finals week.

1800.24

Honor Roll

Honor Roll Celebration Criteria
 Principal’s Honor Roll: students must earn A’s for all academic and elective classes.
 High Honor Roll: students must earn a 3.5 or higher
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Regular Honor Roll: students must earn B’s or higher for all academic and electives classes.
Students may not have any discipline referrals.

Celebrations include, but are not limited to:
 Assemblies
 Non-uniform days
 Honor roll t-shirts
 Special treats and/or lunch

1800.25

Policy on Research Papers

Prior to promotion and graduation from TCMS, a student will have experienced the process of completing
a research paper that meets the standards as set by the Language Arts department. Using technology
and other standard formats, each student must successfully demonstrate in the paper her/his ability to
access knowledge, analyze and synthesize the information and demonstrate application through the
process. Yearly, the Language Arts Department Subject Area Leader should meet with the other
department Subject Area Leaders to ensure that the research project is developed and monitored across
the curricular and instructional programs so that every teacher has input and is responsible and
accountable for the student’s learning process.

1800.26

Textbooks

EACH DEPARTMENT HEAD IS THE PROPERTY CUSTODIAN FOR TCMS INSTRUCTIONAL
MATERIALS - INCLUDING TEXT BOOKS (this also includes textbooks on CD’s).
Textbooks shall be checked out to each teacher during pre-planning. Teachers shall be
responsible for all books checked out to them and shall see that they have accounted for all texts.
When issuing textbooks, teachers are to implement the following procedures:





Have the student open the front cover of the text and cross out all former names; print his or her
name in ink; place subject teacher’s name on margin next to student’s name.
Assign students the textbooks, documenting this with using a form prepared by the department
head and record the book number issued. Teachers shall keep accurate record of issued and
classroom set textbooks.
Remind students that only paper or cloth covers are allowed, NEVER ADHESIVE.
Each teacher is responsible for collecting textbooks from students at the end of the year. The
teacher will submit the complete documentation of all textbooks to the department leader. The
department leader will compile all grade level textbook documentation and submit this to the
textbook custodian.

If a textbook is lost or damaged, the student shall be required to pay for the book before another one is
issued, or must replace it with a book in the same or better condition. The case manager will send a
letter home to the parents notifying them of the lost book policy and the price of the book. See the
Business Manager for the price of the textbook.

1800.27

Lunches

Terrace Community Middle School will offer a variety of food for purchase from several different vendors.
All lunch payments sent to school shall be collected in homeroom should be sent to the Business
Manager by 9AM.

2021-2022 Employee Handbook 52

1800.28

Student Health Problems

When students become ill at school, every effort shall be made to notify parents or guardians. TCMS
shall have a current emergency telephone number on file in the school office so parents may be reached
at any time during the day.

1800.29

Medications

Under Florida law, prescribed medication may be given to students ONLY by school personnel
designated by the Principal and trained by the nurse. The parent or guardian must give prior written
approval, using the provided form, to the school to give the medication. The parent or guardian shall
deliver to the school the medication in the original dispensed container with the child’s name and
directions clearly displayed. Nonprescription medications can only be given when accompanied by
written orders from a physician. All student requests for medication should be referred to the Principal
and/or school nurse

1800.30

Crisis Emergency Plan

The plan will be kept in each teacher’s room near the doorway. It will be clearly marked and easily
accessible to both the teacher and the substitute during the teacher's absence. Prior to the start of the
school year the plan will be fully reviewed. At the beginning of the school year we will review the Crisis
Management Plan with the faculty, staff, and student body. We will conduct the required fire emergency
drills, two within the first month of school and one each month until the end of the year. We will make
every effort to assure the safety and well being of our entire school population

1800.31

Fire Alarm Procedure

In the event of a fire alarm:
 Everyone is required to leave the room and building. The number one responsibility of the teacher
is to get the students out safely and away from the building.
 Speed is subordinate to order and control.
 The first one to the door should open the door and hold it for the others.
 There should be no running, pushing, or shoving.
 Students are to remain silent during the entire drill procedure.
 Teachers should check to see that all children are out of the room and close the door.
 Students should go to a pre-determined place on the grounds.
 Attendance books should be taken so that every student will be accounted for. Take attendance
once all students have reached the safe gathering place. Report any absences immediately to
administrative staff.
 Children who are in the bathroom at the time of a fire drill should go to the nearest group of
students, report to the teacher, and be advised when it is safe to report to the student’s own
class.
 A fire drill chart must be posted on the wall near the doorway in the room.
The TCMS Principal or designee is the primary staff member who monitors, oversees and is
accountable for compliance issues. Please refer all questions to that individual.
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(For informational purposes only)

TCMS-T120: Acceptable Use Policy and Parent Permission Form
Please read the following, sign in the appropriate areas, make a copy for yourself, and return the
original to the school with your student.
Technology is used at Terrace Community Middle School to support teaching and learning. Users of the
school’s computers, palm pilots, (student’s cell phones and/or PSP-type gaming devices that have
Internet are also included), chat or connectivity and networks and the Internet (Web, e-mail, chat,
messaging, etc.) are responsible for their actions.
The use of technology at TCMS must be consistent with the academic goals of the school.
Access to the technology is given to students who agree to act in a considerate manner and follow the
TCMS Code of Conduct, the State of Florida Acceptable Use Policy and school rules when using the
system. Computer files and network storage areas will be treated like student lockers. System
administrators and school staff may monitor or review files and communications to maintain systems
integrity and to ensure responsible system use. Violations may result in the loss of access as well as
other disciplinary or legal action.
NOTE: The District employs blocking and filtering measures to restrict access to material harmful to
minors.
Acceptable uses of technology for students
• Using technology at Terrace Community Middle School in a manner consistent with the academic goals
of the school.
• Accessing systems using only authorized usernames/passwords
Unacceptable uses of technology for students (may result in disciplinary or legal action)
• Harassing, insulting, or attacking others
• Intentionally damaging computers, software, systems, or networks
• Revealing personal information or parents’ personal information such as address, telephone number,
credit card numbers, etc.
• Sending or displaying messages or pictures that are offensive
• Cyber-bullying in any form via e-mail, chat or web posting
• Using obscene or profane language
• Violating copyright laws
• Using the network for illegal or commercial purposes, including “hacking” and other unauthorized access
• Using or bypassing another person’s username and password
• Trespassing in another’s folder, work, or files
 Posting any representation of TCMS on social networking sites such as My Space, Tagworld, etc. (i.e.,
photos of any TCMS student, employee or visitor in uniform, with ID or at TCMS, comments about the
school and/or its community) will be considered a violation of school policy.
As a user of technology at Terrace Community Middle School, I hereby agree to comply with the
Acceptable Use Policy.
Name of Student_________________________________________

Student Signature_________________________________________________ Date___________
As the parent or legal guardian of the student signing above, I grant permission for my son/daughter to
access TCMS services including e-mail and the Internet. I understand that individuals and families may
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be held liable for violations. I understand that some materials on the Internet may be objectionable, but I
accept responsibility for guidance of Internet use – setting and conveying standards for my son/daughter
to follow when selecting, sharing or exploring information. This agreement applies until the end of the
student’s academic career at TCMS.

Parent Signature (if student is under 18 years old)
_______________________________________________________

Date___________

Web Publication Consent Form
I understand that my child’s creative, academic, or athletic work and/or achievements may be eligible to
appear on a school or District web site. I further understand that there are some circumstances such as
honor roll lists or athletic event results where my permission may not be required. I allow the following
information about my child to appear on school or District web sites (check all that apply):
___ My child’s first name and last initial only
___ My child’s first name and last name
___ My child’s individual picture with or without name
___ My child’s picture in a group with or without name
___ My child’s creative, academic, or athletic work and/or achievements
Parent/Guardian (or student if 18)
____________________________________________________________

***Please return this portion to the student’s homeroom teacher.
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