SECOND and SUBSEQUENT DAYS PROCEDURES

Thursday, September 8, 2011


1st HR/STAR
8:00
-
8:30
=
30 minutes


Period 1
8:35  
-
9:25
=
50 minutes


Period 2
9:30  
-
10:20
=
50 minutes


Nutrition
10:20  
-
10:40
=
20 minutes


Period 3
10:45  
-
11:35
=
50 minutes


Period 4
11:40  
-
12:30
=
50 minutes


Lunch
12:30  
-
1:00
=
30 minutes


Period 5
1:05  
-
1:55
=
50 minutes


Period 6
2:00
-
2:50
=
50 minutes


2nd HR
2:55  
-
3:00
= 
5 minutes

THURSDAY “NO SHOWS”

· Students enrolling after Homeroom on Wednesday will pick up their programs in the Attendance Office.

· These students will appear on your ISIS screen the following day

· If a late enrollee shows up to your class without a Program Card, send him or her to the Attendance Office immediately.

STUDENTS WITH A CHANGE OF PROGRAM:

· Checking Out – A student who receives a program change must first report to the teacher whose class he/she is dropping during the assigned period.  This teacher is to report the student as present in ISIS for that period.  After taking attendance, the teacher should sign the Change of Program and send the student to the new class.

· Checking In – If a student is checking into a new class the same day as being dropped from another class, the receiving teacher should sign the Change of Program but should not report attendance for the student until the next day.  If a student does not appear on the ISIS screen the next day, the teacher should check off the Attendance Discrepancy box on the green “Programming Pass” form and submit it to the Counseling Office at the end of the period.

· Please do not sign a Change of Programs card unless the teacher whose class is being dropped already signed it.

NEW ENROLLEES

· Students will receive a program from the Counseling Office

· Sign the Program Card and return it to the student.

· Record attendance for the new students after adding his/her name to your five-column roster.

· The student will appear on your ISIS screen the following day.

OTHER INFORMATION:

· Start to go over the forms in the Student Enrollment Packet which are available for download from our website (www.vannuysms.org)

· Reissue Program Cards that were not completely signed on Wednesday.

· Stamp of initial new Program Cards with your name

· Do not change any student’s program

· Friday, September 9 the class schedule is HR/STAR – 1 – 2 – nutrition – 3 – 4 – lunch – 5 – 6.  The rotating periods will not start until Monday, September 12.

