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Foreword
This resource guide has been prepared to outline specific administrative policies,
recommended procedures and guidelines to improve the efficiency and effectiveness of the
school.
This guide represents an attempt to provide teachers with daily operations and
management of the school and their classes. Teachers should familiarize themselves with
its contents in the first week of school and refer to it during the school year as questions or
situations arise. Questions or concerns that are not addressed in this handbook should be
directed to members of the administration, teacher’s contract, or District Policies available
on www.fg.k12.ri.us.
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SECTION A. Mission and Expectations
Foster-Glocester Regional Schools
Mission
Vision
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Our Mission
Empower future ready graduates with passion, purpose and proficiency to
Start Here and Go Big!

Ponaganset High School’s Mission-Driven Design
Ponaganset’s Mission-Driven Design:
Our high school is designed to be part of a cohesive middle / high / post-secondary system
with aligned programs, strong transitions, and progressively complex learning experiences
aligned to common expectations for learning. We designed our high-functioning
comprehensive high school to:
●
●
●
●

equitably serve all students in an authentic, personalized learning environment;
restructure instruction to foster deeper learning and transferable professional skills;
engage students in problem-based and work-based learning experiences; and
provide students autonomy and flexibility in their studies.

We aspire to:
● provide a rigorous and engaging learning environment with an inclusive school
culture;
● ensure each student earns post-secondary credit(s) and/or industry certification(s)
that align with their personal passions and interests; and
● graduate students with a competitive edge in college and careers while empowering
them to be designers of their own futures.

Our Beliefs

Our Values

The following values drive our school community
and culture:
Receive equitable learning experiences and
● Positivity - We assume the best and believe
appropriate supports to master our school’s
the best is possible for each other;
learner outcomes;
● Inclusion - We purposefully foster an
Receive high-quality instruction and ongoing
inclusive and supportive school community;
supports that ensure they start strong, stay
● Collaboration - We work together to find the
on course, and finish future-ready;
best solutions;
Experience engaging and relevant learning
● Perseverance - We overcome obstacles to
opportunities to deepen their knowledge
success; and
and skills;
● Growth Mindset - We believe that all
Believe they can get smarter and understand
members of our school community are able to
that effort makes them stronger so they put
continuously grow and evolve.

We believe students must:
●

●

●

●
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●

●

●

●

●

in extra time and effort, which leads to
higher achievement;
Engage the preconceptions they come to
class with or they may fail to grasp the new
concepts and information that are taught
and revert to their preconceptions;
Develop a deep foundation of factual
knowledge, understand facts and ideas in
the context of a conceptual framework, and
organize knowledge in ways that facilitate
retrieval and application to develop
competence in an area of inquiry;
Receive a “metacognitive approach to
instruction” which can help students learn to
take control of their own learning by
defining learning goals and monitoring their
progress in achieving those goals;
Acquire deep foundational knowledge and
transferable professional skills to
successfully compete in an ever-changing
world; and
Be original thinkers, literate in multiple
subjects, solve complex problems, and
perform non-routine jobs in an increasingly
automated world.
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Rhode Island Educator Code of Professional Responsibility
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Teacher Student Relationships
The education of a student at Ponaganset High School is the mutual task of the student and
his teachers. Each has responsibilities to the other, and to the educational process,
Education will be most effective when the relationship between teacher and student is at its
best. Thus a sound teacher-student relationship will flourish when the atmosphere of the
school and the classroom are conducive to education and when all are properly motivated.
The attitudes of the teacher and the student to each other must be based on mutual trust
and respect. The goal is the fulfillment of the individual’s potential and the preparation of
the student to assume a successful role in society.
Responsibilities
The teacher meets his/her responsibilities by preparing stimulating and effective programs
of instruction, by constructing a solid basic groundwork in school courses, by presenting
materials in a suitable way, by assisting students in their studies, by acting as a resource
person, by integrating practice with theory, by modifying the work to be appropriate to the
students, and by evaluating the success of the learning activities and the students.
The student meets her/his responsibilities by attending school, by participating in all
classes, by pursuing all assignments to completion, by performing required tasks and
demonstrating required skills, and by being personally accountable for the quality and
success of their own education. The student is required to reject passivity, to initiate their
own learning experiences, to contribute actively to the success of their classes, and to
participate in the general life of the school. Furthermore, the student is urged to develop
individual talents and capacities to the fullest extent, both for his/her own good, and for the
good of society.
Atmosphere
Teachers and students must work together to create a sense of sincere good will in the
school. The habit of purposeful, friendly, cooperative sustained industry is to be cultivated.
Interest and curiosity are to be stimulated, while sound education proceeds from orderly
and constructive methods.
Motivation
Teachers have chosen a profession which indicates the concern for young people and their
desire to be a part of a school situation. Students must make themselves realistically aware
of the value of school, so that they may actively and enthusiastically participate in their own
education.
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Trust
The teacher earns trust by treating each student as an individual, entitled to dignity and
privacy. The student’s progress and problems are a confidential matter, not subject to
gossip or unnecessary probing. The teacher earns trust by exhibiting a sincere interest in
the student, a desire to teach and help the student, and a willingness to share a superior
education and greater personal experience with the student.
The student earns trust by exhibiting a cooperative attitude towards the teachers,
classmates, course assignments, and administrative policies intended to benefit the entire
student body. The student earns trust by actively pursuing the welfare of the school and
developing a habit of personal honesty.
Respect
The teacher earns respect by being fully prepared, professionally and on a daily basis, to
share what he/she has to offer in a subject area with each student. Fully recognizing the
limiting factor of individual talents and abilities in his students, the teacher makes possible
for each student some sense of progress and accomplishment, and the feeling that they
have been treated with complete fairness. The teacher gains respect by tailoring methods
and materials to fit the individual so the student is not regimented into a preconceived
pattern.
The student earns respect by applying him/herself seriously to the current responsibilities,
and preparing earnestly for a future role in adult society. The student should demonstrate
the gradual achievement of the knowledge, skills, and attitudes which will make her/him a
successful citizen. The student is also respected as an individual who is still in the process
of growth and the exploration of personal values. Tolerance and guidance are required
during this period of experimentation.
Both teachers and students must accept and respect the individual differences among
people in personality, attitudes, philosophy, values, and goals.
Goals
Working in harmony, teachers will assist their students in preparing for their future roles as
self-supporting citizens, aware of their responsibilities to society and to themselves. The
students will reach a level of competence in their various fields of study, and they will
develop sound social habits and attitudes. Teachers will be attentive to the social and
emotional well-being of their students as well as to their intellectual need
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Section B: General Responsibilities
Academic Eligibility: Ponaganset High School bases eligibility status on the Rhode Island
Interscholastic League Eligibility Rule (Article 3, Section 4), RIIL rules under ARTICLE 3,
ELIGIBILITY Section 4.
The student-athlete should have secured for the period from the beginning of a quarter up
to the end of the regular marking period, which shall not exceed a maximum of twelve (12)
weeks, a passing grade in sixty (60%) percent of his/her program (credits).” This means a
student-athlete must obtain a passing grade in five out of seven (5/7) courses at the end of
the marking period. Eligibility is based on grades earned for each of the four quarterly
marking periods. Therefore, student-athletes’ eligibility will be determined equally and
fairly for each and every quarter. A student-athlete who has any “incompletes” at the end of
the quarter will have two weeks to satisfy the requirements of incomplete courses. A
student-athlete with three or more “incompletes” will be considered academically
ineligible. The principal and the Athletic Director reserve the right to deem student-athletes
ineligible due to violation of school rules.
Student-athletes are NOT eligible if:
● they are excused from Physical Education for medical reasons (including a
nurse's note);
● their 19th birthday occurs prior to September 1 of the school year in which
the student-athlete seeks participation;
● they have represented the school in any one sport for more than four seasons
or have been in attendance for more than eight semesters in the 9th, 10th,
11th or 12th grade or grades or the equivalent of such grade or grades in any
school or schools;
● they have changed schools without a change of legal residence, unless a
transfer rule affidavit is approved from the Rhode Island Interscholastic
League;
● they do not comply with rules outlined in the Rhode Island Interscholastic
League's Rules and Regulations. This publication may be found at
www.riil.org.

Additional eligibility guidelines:
● Student-athletes may have to sit 50% of the first scheduled varsity contests
of that season if they played or practiced with an outside team in any sport
that conflicts with the high school practice or contest
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● Student-athletes who arrive after 10:30 a.m. at PHS will be deemed ineligible
to participate in athletics or extracurricular activities on that day.
Academic Dishonesty: Academic dishonesty occurs when students obtain or assist others
in obtaining credit for work which is not their own. This includes, but is not limited to, the
copying of homework, the submission of test answers from sources other than those
allowed, unauthorized pre-knowledge of test materials, and plagiarism or any other
submission of work not original to the student submitting the work. The teacher assigning
the work will be responsible for determining the validity of submitted pieces and will apply
disciplinary actions as warranted. When a teacher finds reason to believe a student or
group of students has violated the academic honesty policy, the following steps will be
taken:
● The teacher will share his/her observation with the student and notification must
be made to the parent/guardian.
● The teacher will refer in writing whatever information the teacher has to the
assistant principal.
● The assistant principal and the teacher will confer.
● If they concur that academic dishonesty has occurred, the teacher will notify
parent(s) and student(s).
● At the discretion of the teacher, the assignment may be redone and/or resubmitted
or an alternative assignment may be given.
● Additional consequences may be required by an administrator.
Daily Schedule: Our purpose is to create a daily schedule that enhances student-teacher
relationships, provides access to personalized opportunities that prepare students for
college and careers by allowing them to discover their passion and pursue it wth
passion. The schedule includes a personalization period. This period serves meeting all
students’ needs in a distinctive way, yet with a unifying intention. The purpose is to provide
students with academic support/enrichment, career exploration opportunities, essential
life skills awareness, social-emotional wellness, and extracurricular access in an equitable
fashion. This will allow students more time to be successful in meeting academic
competencies as well as pursue topics and interests they are passionate about.
Correspondence/Communication- Any correspondence sent to parents, given to
students, district administration, or community is a reflection of you and the school. It is
recommended that teachers keep a copy of all correspondence sent home. Any questions
should be directed to administration. Successfully educating our students and preparing
them for their future roles requires partnering with families and guardians. The BEP
directs us to have frequent communication with students and their parents/guardians.
Although the electronic grade book is a useful tool to inform students and
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parents/guardians about their grades, this cannot be relied upon as the only mode of
communicating to families. If a student is going to receive a failing grade on the
progress report or at the end of the marking period , the teacher MUST phone or
e-mail the parents/guardians PRIOR to giving the student the “F”. Parents should
also be informed if the student’s grade or progress has declined. Teachers please
keep a log of the date and time of the phone message. If using email, the sent email
will serve as your documentation. Multiple modes of communication should be used
if a parent is non-responsive to one mode.
Ponaganset High School recognizes that electronic mail (e-mail) is a valuable
communication tool that is widely used across our society. Staff members are provided with
district e-mail accounts to improve the efficiency and effectiveness of communication both
within the organization and with the broader community.
General E-mail Guidelines for Parent Communication
Staff using e-mail to correspond with parents must adhere to the following:
● Staff must use a school provided e-mail account for all parent
communications.
● E-mail must never be used to discuss contentious, emotional or highly
confidential issues. These issues should be dealt with face-to-face or by phone.
● E-mail messages to parents should be consistent with professional practices
for other correspondence. This includes grammar, format, tone and salutation.
● All e-mails that reside on the District servers may not be confidential. E-mail
messages may be requested by the public under the Right-To-Know Law and
may, unless they are exempt under the law, be open to public inspection.
● E-mails should be short and directional in nature and only include facts.
● Care should be given when using student names. Refer to students by first
name, initials or your son/daughter depending on the content. Do not discuss
non-related students.
The School District maintains e-mail accounts for teachers to facilitate
parent/teacher communication and internal staff communication. The District
reserves the right to block or filter e-mail messages to staff that are not directly
related to District business or to the District's educational mission.
Acceptable Use of Parent Communication
● E-mail should be used for general information such as; class activities,
curriculum, assignments, tests, deadlines and special events.
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● To arrange for a meeting/telephone call regarding a student issue including
a general description of the issue e.g. I would like to arrange a meeting to
discuss your daughter's attendance.
● Follow-up on an issue that has previously been discussed.
Unacceptable Use of Parent Communication
E-mail should not include:
● Any discussion related to other students.
● Personal information about other students.
● Specifics about a sensitive student issue which was not initiated by the
parent or had not previously been discussed with the parent. (e.g. I am
concerned that your daughter failed the last three tests and was not at
school again today.)
● Any discussion related to other staff.
● Any sensitive student information that would normally be discussed
face-to-face or by phone. (e.g. I am concerned that your daughter may have a
learning disability.)
Generic Email Response
If a teacher believes that a topic is too sensitive for an e-mail reply, here are a few
generic responses:
Dear (Fill in),
Thank you for your e-mail. Ponaganset High School does not use email to discuss
sensitive and/or confidential student information. In order to best address your
concerns and quickly answer your questions, please feel free to call me at
401-710-7500 and I will be happy to discuss this with you further.
Thank you,
------------------------------------------------------------------------------------------------------------------Dear (Fill in),
Thank you for your e-mail. I feel this concern is too sensitive for email. I would prefer
to speak in person regarding this matter. I will call you on (state the date and time) to
discuss this matter further.
Thank you,
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------------------------------------------------------------------------------------------------------------------Corridor Pass- Students are not permitted in the corridors without a signed pass. A
student who arrives to class after the bell and does not produce a legitimate pass will be
admitted to class but will be considered late by the classroom teacher and
disciplinary measures will be applied. Teachers should not detain students from another
teacher’s class unless there is an emergency or unless there is prior permission from the
receiving teacher.
A student may only leave his/her class with permission. The student must obtain a pass
from the teacher and then the student must sign out on the hallway pass log that is
maintained by the classroom teacher. Teacher should keep their hallway pass logs for the
duration of the school year. These may be requested by an administrator at any time.
Faculty Meetings- Faculty meetings and departmental meetings at which attendance is
mandatory until 3:25.
Field Trip Procedure- All field trip requests must be submitted at least 2 weeks prior to
the requested date. All out of state field trips must be approved by the school committee. All
field trips require the appropriate number of chaperones, who must be on the approved
chaperone list. Special requests may be made to the Superintendent’s office. Be sure that
the proper forms have been submitted to the principal’s secretary in a timely manner to
allow for processing.
Grade Reporting- Please refer to the district Grading and Reporting Policy for explicit
information on our district grading practices.
Progress Reports- Timely reporting of student progress:
● Teachers will notify parents immediately of an indication that a student is in danger
of failing the marking period.
● When a teacher becomes aware of a student’s achievement declining by ten points
or more, the teacher will notify the parent.
● Student progress and reporting to students and families shall occur on a regular and
timely basis, through a variety of formats (telephone, email, notes, report cards,
conferences, etc.) as appropriate, and, when necessary and possible, in multiple
languages.
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Reports Cards
● Report cards represent one method to report student performance and conduct.
Academic achievement should be a reflection of your objective judgment concerning
achievement. Behavior is reflected in comments, not achievement.
Marking System
CLASS RANK GRADE POINT AVERAGE

*Notes: Students who earn a grade of F as a final course grade may enroll in summer school
in order to make up the failed course.
Grading Timeline● Teachers will have five (5) calendar days to correct assignments/enter into Canvas;
and, enter quarterly grades, comments, post grades in Aspen, and verify grades.
Please follow the following steps when completing and posting grades:
○ print grade class rosters from Aspen
○ sign and date each grade sheet signifying verification of grades
○ submit to the Guidance Office by the end of the fifth day (2:00 PM)
● Updates/revisions of grades after Report Cards are published, should be given to
Guidance Office.
● Teachers should notify parents minimally at mid-quarter of any students failing, or
in danger of failing as per the District’s Grading Policy.
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● When issuing an incomplete grade on a report card, the student will have two weeks
after the marking period closes to submit tasks/assessments for an academic
achievement grade. If the grade does not change, the Incomplete will become an F
on the report card/transcript.
Report cards will be distributed immediately upon completion of grade submission. These
dates may change due to unforeseen circumstances.
Grade Failure-Makeup Policy- When graded work is missing or incomplete, it will be
reflected in the electronic grade book. It is expected that our teachers and staff will make
multiple attempts to intervene with and communicate with students and/or parents about
incomplete or failing work. Should a student earn a grade of “Incomplete” for a marking
period, the student will have two weeks after the marking period closes to submit
tasks/assessments for an academic achievement grade. However, for the final fourth
quarter marking period, students will not have the opportunity to submit missing work
beyond the end of that quarter. Students who do not complete and pass tasks/assessments
will receive a grade on the report card based on the total work assigned for a quarter. If
missing assignments in the final marking period result in a failing grade for the year, then
the student will have Summer School, re-taking the course, online courses, tutoring, the
credit recovery program, expanded learning opportunities, or other appropriate actions as
options for making up the work and attaining a passing grade or required proficiency for
the course.
Homework- Ponaganset High School Homework Guidelines- Homework is one of many
learning activities. Homework and practice will give students opportunities to deepen their
understanding and proficiency with content being learned. Teachers should communicate
the purpose of homework and provide specific feedback to students. Homework does not
refer to long-term assignments and/or projects, e.g., long-term writing pieces, long-term
test preparation, or work assigned with the intention of being formally graded. Homework
that is partially scored may be included in the formative assessment grade. Homework that
is not scored and graded (i.e., only checked for completion) will not be considered as part of
a student’s academic achievement grade, but shall be reflected in the student’s personal
responsibility grade report comments. Homework is intended to be a short-term
assignment designed to provide students:
● Extended learning and/or practice in applying concepts initially presented in the
classroom;
● Opportunities to strengthen concept and skill development; and
● Opportunities for enrichment.
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The amount of homework varies somewhat from teacher to teacher, subject to subject, and
grade to grade. All assignments will have educational value and none will be given for
punishment or as busy work.
If a student is out more than two days, parents may request work by phoning the guidance
office prior to 8:30 am on the third day of absence. If teachers feel students will be able to
complete work at home, without having been in class, they will send it to the office where it
may be picked up by a parent at 2:00 P.M.
Work Completion- Students are expected to take tests, make classroom presentations,
and/or demonstrate mastery and competence through performances when they are
scheduled. The best educational practice is for students to complete work to the best of
their ability and to submit this work on the due date. Late work from students will be
accepted in accordance with the following:
● Students with special circumstances should work with the teachers and others to
determine alternate individualized due dates when appropriate;
● Extension of original due dates are subject to teacher and/or administrative
discretion;
● A student with an approved due date extension for long-term projects, long-term
writing pieces, etc. will have no penalty in the grade for the assignment; and
● A student who submits class assignments, homework, long-term projects, long-term
writing pieces, proficiency tasks, etc. late, without approval, may have a late work
penalty applied in accordance with the district policy.
● Submission of late work by a student, without approval, shall also be reflected in the
student’s personal responsibility grade and may jeopardize participation in school
activities.
Guest Speakers- All guest speakers must be documented properly in the main office and
approved by the administrator. Guest speakers must be appropriate to the age of the
students and relevant to the curriculum. Any guest to the building must be supervised by
the accompanying staff at all times.
SPED/504- REFERRAL, EVALUATION AND ELIGIBILITY DETERMINATION
504S AND IEPS: IT IS THE RESPONSIBILITY OF THE CLASSROOM TEACHER TO ADHERE TO STUDENTS’ 504S AND
IEPS. CLASSROOM TEACHERS MUST SIGN OFF IN THE MAIN OFFICE THAT THEY HAVE COME TO THE MAIN OFFICE TO
OBTAIN A COPY OF THE 504 FOR ANY STUDENT ON HIS/HER ROSTER. 504S AND IEP FLAGS CAN ALSO BE FOUND
IN ASPEN.
Response to Intervention:
IDEA 2004 promotes early intervening services to address children’s learning and
behavioral needs and reduce unnecessary labeling of children as having disabilities. Except
for those children with obvious significant disabilities which require immediate intensive
services, special education should normally be provided only to those students who do not
respond to systematic, research-based general education instruction and interventions.
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Ponaganset High School Referral Process:
A systematic review is in place to support students who are not meeting the academic or
behavioral standards. Once student concerns arise at the classroom level, the classroom
teacher can initiate the referral process by following this set of directions PHS Referral
Process. Upon receipt of the information, the Student Support Team will review the full
academic and behavioral profile of the student and the interventions in place to determine
next steps and the need for additional support.
Initiating a Referral for Special Education Services:
All students who are suspected of having a disability, which impacts learning, shall be
referred to the school’s building administrator or designee (LEA) with the proper
documentation from the Work, Attitude, Conduct Inventory provided by the Student
Success Team. The LEA may then initiate the process of determining eligibility for special
education and related services. If the referral is from any source outside of the school’s
problem solving team, the administrator or designee, with the agreement of the parent,
may request a review by the problem solving team prior to the scheduling of an Evaluation
Team meeting. The core RtI team, shall document attempted classroom interventions and
outcomes. (This process does not prohibit direct referral for a special education evaluation
at any time by a parent, teacher, or other individual. Individuals making a referral directly
to the Evaluation Team will do so through the building administrator).
Note: Referral for special education screening should be considered only for those students
who are performing well below their peers and have not demonstrated sufficient progress
despite being provided with effective instructional and/or behavioral interventions whose
efficacy has been repeatedly assessed. Referral for special education screening also may be
considered when a student is making meaningful growth when provided with intensive
interventions but the student’s growth rate can only be maintained with significant and
ongoing resources that are beyond the capacity of general education.
Referrals for students attending school:
A student with a suspected disability who may need special education and related services
should be referred in writing (on the NWSER referral for special services form). Referrals
may be made by the parent or staff through the Student Support Team (SST) or directly to
the Evaluation Team (ET). The SST may refer when, despite a series of documented
informal and formal interventions, a student has not made appropriate progress and staff
has reason to believe the student may have an educational disability and requires special
education and, possibly, related services.
The referral notice, which includes the reasons for the referral and a description of the
interventions used with the student and the outcomes of those interventions, is forwarded
to the building administrator. Upon receipt of the referral, the building administrator (or
designee) identifies a case manager and schedules a time and date to consider the referral
at an Evaluation Team Meeting.
The student support team shall document the following:
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●
●
●
●

The record of home contact between the parent and the teacher
Previous academic support provided to the student (with outcomes)
Non-academic concerns that may be impacting the student progress
Primary area of concern and current level of performance

If the student support team believes that a referral is warranted:
● a member of the SST (generally the classroom teacher/guidance counselor) will
contact the student’s parents informing them that a referral for special services has
been initiated
● the referring teacher documents the discussion with the parent and dates the
“Referral for Special Services” form
● the “Referral for Special Services” form is submitted to building administrator for
signature
● the administrator signs and dates the referral form, identifies a special education
case manager and sets a referral meeting date (to be held at Evaluation Team)
within ten school days
● “Referral Notice to Parents” accompanied by “Procedural Safeguards” is sent to the
parent by the case manager/special education department chair.
Summer Learning Assignments- All Ponaganset High School students are expected to
complete their summer learning assignments. Students may be required to fulfill summer
learning in all of their core courses (English, Math, History, Science, and World Language).
Each department may provide a summer assignment based on an annual topic to be
completed by any student enrolled in that subject during the upcoming school year. There
will be a portion of the assignment that must be completed at home and a departmental
assessment will be given once the students return to school in September.
Compelling research suggests that a significant cognitive loss takes place during the
summer in all subjects and skills unless students are engaged in some type of meaningful
educational activity.

Section C: General Responsibilities/Supervision
Arrival/Departure- It is expected that all teachers sign-in daily and be in their rooms or
assignment stations promptly at 7:40 AM, the start of the work day, and ready for class to begin at
7:48 AM. Turn and log on to computer as soon as possible; this needs to be done before students
arrive in class to ensure the system is running; if the computer is not running, report this to
Technology Department and the Main Office by 7:50 AM. – do not delay.
Absences Reporting- (Please also refer to the attendance policy) Duty coverage is absolutely
essential at all times. In the event of an absence:
· Prior to 6:30 am on the day of the absence, faculty must create an absence on AESOP.
Please make sure you see a confirmation number on-line.
· After 6:30 am, please call the principal’s secretary at x 3182.
· If need for absence occurs after the school day is in progress, please inform the principal’s
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secretary and complete Early Dismissal/Late Arrival Form.
· If you are attending a conference, please create the absence in AESOP as soon as possible.
Leaving Early/Arriving Late- A teacher who wishes to leave school early or arrive late must
secure permission from an administrator to do so. They must then notify the principal’s secretary
so that coverage can be arranged. Teachers must sign out of school on the sign-out log in the main
office. They also must fill out an AESOP timesheet.
Professional Learning - The Foster-Glocester Regional School District Professional Learning
Policy can be found here.
Lavatories-Teachers are to check the student lavatories periodically throughout the day to deter
smoking, vandalism and bullying. Teachers should be visible during passing time and when
students are entering and leaving the building to eliminate behavioral problems and ensure the
safety of the students.
Lunch Period- Teachers are provided a lunch period in accordance with the school issued lunch
schedule. Teachers must report to their rooms prior to the start of the class period.
Mailbox-Check mailbox daily for any notices or other information that may have been placed
there. The use of students to collect faculty mail will not be allowed. If it is necessary to have
someone other than you collect your mail, ask a colleague for help. Many times confidential
information is placed in the mailboxes and it would be inappropriate to have a student review
such material.
ID Cards - Teachers are expected to wear their school issued identification cards at all times.
Maintenance- Teachers are to keep a close check on damage to furniture and classroom fixtures.
Report any damage to the office immediately and register the need for repair
Accident/Incident Reports- First Report of Injury: Employees who are injured in the line of
duty must fill out a First Report of Injury form immediately with the school nurse, unless there is
an emergency medical situation. Forms should be filled out completely, signed off by the
principal, and sent to the Business Office for processing. In the event of a work-related injury
requiring medical attention, please inform the medical provider that this is a work-related injury
and the insurer is Beacon Mutual.
Daily Attendance - Attendance should be taken within the first 10 minutes of the start of every
period. These records must be accurate, current, and available to administration upon request.
Students may be marked tardy from the second period on.
Discipline- The major objective of discipline at Ponaganset High School is to help each student
grow into a responsible person able, willing, and aware of the role each will play in the future as
an educated citizen. Discipline is a result of conscious effort on the part of all involved to maintain
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an attitude of mutual respect. To this end, it is imperative that the teacher should assume full
responsibility for discipline in the classroom. Minor instances of misbehavior are best handled by
the teacher as they occur. Parental involvement at an early stage can eliminate or alleviate most
problems before they become confrontations. Continual referring of students to the office for
classroom infractions can only result in lessening the effectiveness of both the teacher and the
office discipline.
In attempting to create a proper classroom climate of mutual respect, the following are suggested:
A. The best means of gaining respect is to give respect
B. At all times set the example as a professional
C. Keep students actively engaged in learning
D. Review class rules and consequences with the students regularly
E. Develop an atmosphere of honesty, fairness, and trust
Large Group Punishment- Large groups of students are not to be punished unless the
teacher can make an allegation regarding the guilt of each and every member of the group
or show that members of the group are withholding information relating to an infraction.
Supervision of Students - Students are not allowed to roam the building, nor are they to be left
unsupervised in a classroom. All students are expected to be in class, and if not must have a
signed pass by a teacher which includes where they are coming from and where they are going to.
Outdoor Classes- Taking classes outside the building for class periods must be approved by an
administrator. Please contact the main office and leave information in your classroom, such as on
the board if you take your students out of the classroom so that students and staff may be located
in case of an emergency.
Parent ConferencesHow to Handle Parent Teacher Conferences Allison Demas
Parent Teacher Conferences are quickly coming upon us. For many teachers this is the
first time you will be meeting the parents and it is the initiation of a very important
working relationship. This means that within a few short minutes you’re going to have
to: make the parents feel welcome, tell them everything they need to know about their
child's academic and social progress, answer any questions or concerns they may have,
not offend any parents, afford the same time and courtesy to every other parent waiting
and, of course, not keep them waiting too long. What to do, what to do?
Presentation:
Your classroom should be clean, appealing and reflective of the hard work that is
conducted there. You can arrange a table at the front of your classroom to display some
of the work your class has completed. You could set out a photograph album, a class
book, and projects from a recent course of study, or an array of books the students use.
When parents enter your classroom, their attention should be drawn to this table and
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not the conference taking place further inside the room. At the front of the table, place a
dated sign-in sheet, pens and a note requesting parents to sign-in.
Scheduling:
You need to remember that you and the parent you are meeting have something very
important in common.
Pacing is important. Rehearse what you need to say and make sure you can get to
everything within your time allotment. You want to come across as knowledgeable,
professional and self-assured. You may choose to use a timer, although this feels like
playing Beat the Clock.
If you are not able to schedule appointments, you can have numbered index cards in a
basket or library pocket next to your sign-in sheet. Post a notice requesting parents to
"Please sign in and take a number." If you choose this approach then make sure you take
the numbered card from the parents as you meet with them. This avoids the confusion
of a parent taking a number that has been returned to the basket.
Preparation:
Since your time is limited, you need to use it well. Prepare an agenda for yourself,
prioritizing the topics you need to discuss. These should be general topics appropriate
for all your students. You could keep this on your desk, if this is where your conferences
will take place, or else on a clipboard you can carry with you.
Always start your meetings on a positive note. Invite the parent to sit down and begin by
complimenting the student. Even if this seems difficult, find something positive to say. It
is a good idea to create a folder for each student in your class. This should contain any
relevant information pertaining to that student, i.e. tests, homework assignments,
completed assignments, incomplete assignments, attendance records. Documentation is
necessary to substantiate any remarks made to the parents. A parent may be unaware
that his/her child has been arriving late to school. Showing the late passes for the child
provides the proof. Keep copies of all notes sent home and a record of any phone calls
that may have been made, especially if you have had to leave a message on voicemail or
an answering machine. Messages can be erased.
Ending the conversation:
How you end your meeting is as important as how you begin it. Even with constraints of
time you do not want to rush the ending. As you go through your agenda, slowly wind
down the tone of the meeting. Inquire if the parents have any questions they need to
address. Be sure to thank the parents for meeting with you. Reiterate that you both have
the best interest of the child in common.
If the meeting requires a follow-up, you might want to take the opportunity to schedule
another meeting. If this is not possible, you can explain that you will call the parents or
send a letter with times for possible meetings. If the follow-up requires action on your
part (i.e. referral to a speech therapist, behavior chart, etc.) explain when you will take
the action and how you will notify the parent. An important note regarding follow-up
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actions after the conferences: If you say you are going to do something, then do it. An
empty promise serves no purpose for anyone involved.
It is especially important to have a positive ending if it was a difficult conference. If you
have had to be the bearer of bad news the parents may be surprised, shocked and
embarrassed. This puts them at a disadvantage and may work against you. You need the
parents to leave with a positive feeling about both you and their child's academic
situation (even if the student's current academic situation is not a good one). The
parents need to know that you are trying to do the best for their child, and you need
parental support in order to do the best for their child and every other child in your
class.
These are some basic tips that can help you survive your first encounter with
Parent Teacher Conferences. Be confident, be pleasant and above all be prepared.
All teachers should share their course syllabus when meeting with parents.
Parking- Parking is provided in the first parking lot by the auditorium, behind the south building
(main office entrance), in the athletic entrance parking lot or along the drive in front of the north
building. Please do not park in areas designated for administrative building (reserved spaces),
visitors or handicapped parking
Providing Work for Students- Out of School for Medical or Other Excused Reasons—This work
must be provided by the teacher no later than noon on the day following the day of the request.
Work may be provided electronically ( via email or LMS) or in paper format.
School Activities Calendar- Increased use of the building, combined with increased activities
during and after school, necessitates an Activity Calendar. Please inform the Principal’s secretary
far in advance of any activity before, during, or after the school day which would require the use
of school space outside of your own classroom during the day and any room at other times.
Please refer to the shared Ponaganset Google calendar for updated activities and events.
Substitute Teachers- In the event of a teacher’s absence, it is the responsibility of the
teacher to arrange for class coverage by a substitute teacher by accessing Aesop.
Secretaries are not allowed to access teachers’ Aesop accounts to arrange for substitutes
without permission. The teacher is also responsible for providing written plans and class
rosters as well as other pertinent information for the substitute in order to prevent
disruption of studies and to ensure the safety of the students. An initial set of emergency
plans must be left in a location of the room that is documented with the main office and
updated as necessary. Please be certain your Canvas account is updated and print out
of your classroom roster found in Aspen.
Teacher Evaluation- The purpose of ongoing teacher evaluation is to improve the quality
of instruction and to provide support for teachers as needed. Teacher evaluations are
conducted according to the RIDE regulations and the NEAPON contract schedule.
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Emergency School Closings- School closings are announced on Channel 10, 6, and 12.
Announcements will also be made through the designated alert system by phone call to
whatever phone number you have provided to the business office for that purpose. You may
also go online to each news channel’s website for information.

Section D: District Policies and Procedures
It is expected that all faculty be familiar with District policies and procedures as they
impact day to day work. For your convenience, below are links to frequently used policies.
All other policies can be found on the district website. Please click the link to review the
listed policies. All policies approved by the Foster Glocester Regional School Committee can
be found here.
· Employee Absence Policy
· Anti-Bullying Policy
. Civil Rights Complaint
· Code of Professional Responsibility and Ethics Policy
· Grading and Reporting Policy
· Graduation by Proficiency Diploma System Policy 2016
· Educational Field Trips
· Internet Use Policy
· Physical Restraint Policy
· Sexual Harassment Policy
. Title IX Non-Discrimination/Anti-harassment policy and grievance procedure
· Wellness Policy

GRIEVANCE PROCEDURE FOR REPORTING DISCRIMINATION AND HARASSMENT
The following grievance procedure has been established to ensure prompt and effective
investigations into allegations of discrimination, including sexual harassment. Any
individual who has actual knowledge or knows of allegations of discrimination, including
sexual harassment can provide notice to the School in person, by mail, by telephone, or by
email, using the Title IX Coordinator’s contact information and can be made at any time,
including non-business hours. Any employee who has actual knowledge of sexual
harassment or knows of allegations of sexual harassment, must notify the Title IX
Coordinator. A Complainant may file a Formal Complaint at any time with the Title IX
Coordinator. In the event that a party other than the Complainant provides the Title IX
Coordinator with allegations of sexualharassment or discrimination, the Title IX
Coordinator is to sign the complaint triggering an investigation. To report any Title IX or
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Civil Rights concerns, please reach out to Superintendent, Dr. Renee Palazzo by email at:
rpalazzo@fgschools.com or by phone at: (401)710-7500 ext 7568.
Non Discrimination Notice- Ponaganset High School does not discriminate on the basis of
race, sex, color, national origin, handicap or age. Inquiries regarding compliance with Equal
Opportunity and Affirmative Action may be directed to:
Business Manager/Treasurer
Foster-Glocester Regional School District
P.O.Box D
Chepachet, RI 02814

Director of the Office of Civil Rights
Department of Health Education and Welfare
Washington, DC 20201

Office of Civil Rights in Education
State Department of Education
255 Westminster Street
Providence, RI 02903
Notification of Rights Under the Protection of Pupil Rights Amendment (PPRA)
PPRA affords parents, students who are 18, or emancipated minors (“eligible students”)
certain rights regarding our conduct of surveys, collection and use of information for
marketing purposes, and certain physical exams. These include the right to:
Consent before students are required to submit to a survey that concerns one or more of
the following protected areas ("protected information survey") if the survey is funded in
whole or in part by a program of the U.S. Department of Education (ED) 1. Political affiliations or beliefs of the student or student's parent;
2. Mental or psychological problems of the student or student's family;
3. Sex behavior or attitudes;
4. Illegal, anti-social, self-incriminating, or demeaning behavior;
5. Critical appraisals of others with whom respondents have close family relationships;
6. Legally recognized privileged relationships, such as with lawyers, doctors, or
ministers;
7. Religious practices, affiliations, or beliefs of the student or parents; or
8. Income, other than as required by law to determine program eligibility.
Receive notice and an opportunity to opt a student out of 1. Any other protected information survey, regardless of funding;
2. Any non-emergency, invasive physical exam or screening required as a condition of
attendance, administered by the school or its agent, and not necessary to protect the
immediate health and safety of a student, except for hearing, vision, or scoliosis
screenings, or any physical exam or screening permitted or required under State
law; and
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3. Activities involving collection, disclosure, or use of personal information obtained
from students for marketing or to sell or otherwise distribute the information to
others.
Inspect, upon request and before administration or use 1. Protected information surveys of students;
2. Instruments used to collect personal information from students for any of the above
marketing, sales, or other distribution purposes; and
3. Instructional material used as part of the educational curriculum.
The Foster-Glocester Regional School District developed policies, in consultation with
parents, regarding these rights, as well as arrangements to protect student privacy in the
administration of protected information surveys and the collection, disclosure, or use of
personal information for marketing, sales, or other distribution purposes. The
Foster-Glocester Regional School District will directly notify parents of these policies at
least annually and after any substantive changes are made.
Parents who believe their rights under PPRA may have been violated may file a complaint
with ED by writing to the Family Compliance Office. Complaints must contain specific
allegations of fact giving reasonable cause to believe that a violation of PPRA occurred.
For additional information or technical assistance, call 202-260-3887 (voice). Individuals
who use TDD may call the Federal Information Relay Service at 800-877-8339. Or contact
the following:
Family Policy Compliance Office
U.S. Department of Education
400 Maryland Avenue, S.W.
Washington, D.C. 20202
Family Educational Rights and Privacy Act (FERPA)
FERPA is a federal law that protects the privacy of student education records, giving parents
certain rights with respect to their children’s education records. These rights transfer to the
student, or former student, who has reached the age of 18 or attends a school beyond the
high school level. Students to whom the rights have transferred are “eligible students.”
Parents or eligible students have the right to inspect and review all of the student’s
education records maintained by the school. Parents and eligible students have the right to
request that a school correct records which they believe to be inaccurate or misleading. If
the school decides not to amend the record, the parent or eligible student then has the right
to a formal hearing. After the hearing, if the school still decides not to amend the record, the
parent or eligible student has the right to place a statement with the record commenting on
the contested information in the record.
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Generally, schools must have written permission from the parent or eligible student in
order to release any information from a student’s education record. However, FERPA allows
schools to disclose records, without consent, to the following parties:
1. School officials who have a need to know;
2. Other schools to which a student is transferring;
3. Certain government officials in order to carry out lawful functions;
4. Appropriate parties in connection with financial aid to a student;
5. Organizations conducting certain studies and/or services for the school;
6. Accrediting organizations;
7. Individuals with court orders or subpoenas;
8. Appropriate officials in cases of health and safety emergencies;
9. State and local authorities, within a juvenile justice system, pursuant to specific State law;
and
10. Another school in which a student enrolls.
Parents have the right to file a complaint with the U.S. Department of Education concerning
alleged failures by the Foster-Glocester Regional School District to comply with the
requirements of FERPA. The name and address of the office that administers FERPA are
below.
Family Policy Compliance Office
U.S. Department of Education
400 Maryland Avenue, SW
Washington, DC 20202
202-260- 3887
www.ed.gov/FPCO

Schools may also disclose, without consent, directory-type information such as a student’s
name address, email address, telephone number, date and place of birth, photographs, and
dates of attendance for school publications such as awards, honor rolls, yearbooks, sports
activity data, and graduation programs. However, schools must tell parents and eligible
students about directory information and allow parents and eligible students a reasonable
amount of time to request that the school not disclose directory information about them.
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