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MISSION STATEMENT
Foster relationships with community partners in order to provide wrap-around services to
successfully meet the diverse needs of EAOP students.

VISION STATEMENT
We strive to find this common ground and assist with eradicating the school house to jail
house pipeline, which is so prevalent in our communities through innovation, opportunity
and access.
PROGRAM OVERVIEW
The Educational Alternative Outreach Program is an educational program for at-risk student
population. In essence, as we strive for perfection, knowing that the ongoing process will
be ever changing. Our overall goal is to provide challenging students with opportunities
that will hopefully change their chartered courses in life. In essence, the overall goal and
objective of the Educational Alternative Outreach Program is that “We are striving to
eradicate the school house to jail house pipeline!”
This manual has been created to provide all staff members with an overview of the procedures,
goals, duties, and responsibilities of all parties associated with the Educational Alternative
Outreach Program (EAOP). See Attachment #1 Organizational Chart
CO-PRINCIPALS
The Principals are responsible for the operation of the Educational Alternative Outreach
Program. They hold the final authority in all matters of policy and administration within the
school.
Working together with staff members, the principal’s main task is to coordinate all of the
school’s resources in order to provide and improve the educational programs available to our
students.
The Principals’ primary objectives are:
1. To provide instructional leadership to the faculty and staff and promote academic
excellence and to ensure student achievement.
2. To increase opportunities for all students to participate in various enrichment
programs.
3. To directly supervise and assist all teachers and facilitate the strengthening of
teaching competencies.
4. To promote inclusive practices to ensure a quality education that meets the needs,
interest, and abilities of all students.
5. To improve student, faculty, and community support of the school and our
educational programs.
6. To create a positive educational environment that is conducive to students’
mental, social, emotional, and physical growth.
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ANNOUNCEMENTS & AUTHORITY TO REPRESENT THE SCHOOL
Any communications, announcement, or letters that need to be sent to staff members as a group
must be first approved by an administrator prior to sending. Authority to represent the school
(EAOP) in any form of contract or agreement is vested solely to the Principal. Only the Principal
or his superiors reserve the right and responsibility to delegate authority to staff members for
specific purposes. Do not assume the role, right, or responsibility of writing letters, entering into
agreements, nor sending emails on behalf of EAOP without receiving prior written administrative
approval. Staff members are NOT authorized to solicit businesses, community groups, or agencies
for support in the name of the school (EAOP) without prior administrative approval. No staff is
authorized to send any correspondence out on behalf of the school or to staff-collectively or as a
group without administrative approval.

ATTENDANCE
All staff is asked to adhere to their assigned work schedule and hours as documented. The staff
member’s workday is dictated by the schedule of their assigned facility. On occasion, teachers
may be required to extend their duty day for the purpose of attending faculty meetings/
professional development trainings. Recognizing the duties of teachers which require the
expenditure of time beyond classroom duty hours, every reasonable effort shall be made to
commence meetings promptly and to limit such meetings and professional development sessions
to a period of one hour. We are respectfully requesting that all teachers and staff do not schedule
appointments or other activities on the dates that have been designated for faculty meetings or
professional development. See Attachment #2 EAOP Informational Chart and Attachment #3
Faculty/Professional Development Meeting Schedule

ABSENCES
When the occasion arises where a staff member has to be absent, he/she must notify Ms. Ivelisse
Sealy, Office Manager, as soon as possible so that she may prearrange temporary instructor
coverage (Substitute) for your classes. The primary number for contacting Ms. Sealy is (305)
694-4468 Work. When reporting your absences, you should contact Ms. Sealy on the evening
before you plan to be absent, or between the hours of 5:45 A.M. and 6:45 A.M on the day you
plan to be absent. In addition, you must notify Ms. Sealy before 2:00 P.M. o n t h e d a y o f
yo u r a b s e n c e t o i n fo r m h e r o f whether or not you will return to work on the following
day. Failure to notify Ms. Sealy will result in a substitute being hired to cover your class for the
following day and you, the teacher, being charged with another absence. If your position does not
require a temporary instructor, you are still required to notify Ms. Sealy of your absence for
payroll purposes. Upon returning from any absence, an employee must complete and sign a
payroll leave card, FM #5949 and give it to Ms. Sealy.
All instructional staff is required to submit emergency lesson plans to Ms. Young. It is
recommended that you submit an electronic copy via email, and retain a hard copy at your
facility/school(s) site for the substitute.
SIGN IN AND SIGN OUT PROCEDURES

All personnel will report to work promptly to their designated school site/facilities. Each staff is
required to sign-in daily upon reporting to school and i s al s o r equ i r ed t o s i gn -out when
leaving their school/facility. Hourly staff members must sign-in daily upon reporting to their
school/facility and sign-out when leaving their school/facility. If you are tardy for any reason,
it is imperative that you notify Ms. Sealy as soon as possible. In addition, prior approval
2

must be secured for planned events and activities that may cause you to be late, or absent.
ACCIDENT OR INJURY TO STAFF MEMBERS

If you suffer an injury or accident while on the job at school/facility, you must report the
accident/injury immediately to both designated Director of the facility where you report, and an
Administrator at EAOP. If you are unable to communicate with any of the above, you are
to contact Ms. Griggs, Principal Secretary, to immediately report the accident/injury. All
accidents/injuries are to be reported within 24 hours of occurring, so that an accident report can be
completed and the information must be submitted to workers’ compensation. Failure to comply
with this procedure may result in you not being covered by the District and become
ineligible for Workmen’s Compensation benefits. Again, the contact phone number for Ms.
Griggs (305) 694-4464.
ACCOUNTABILITY FOR ASSIGNED ITEMS

All personnel are responsible for the safe use, maintenance, storage and return of all items that are
assigned from EAOP. These include any item checked out to any staff member in Educational
Alternative Outreach Program. You are required to immediately report the loss of any school
property to Ms. Young, Assistant Principal. Please, under no circumstance, are you to lend or let
anyone use the item you have on loan, your keys, or other items in your care.
STUDENTS WITH MEDICAL CONDITIONS-(AIDS,etc)
Employees working closely with students with formally disclosed cases of HIV/AIDS will be
advised of the students’ medical condition only upon formal consent of a natural parent or legal
guardian. Where the Department of Children and Families (DCF) notifies the Superintendent of a
student’s positive HIV/AIDS test result, the Superintendent shall maintain the confidentiality of the
report and shall release it only in accordance with the statutory provisions. The consent form is a
highly confidential record, which must be maintained under the custody of the employee(s) to
whom disclosure is authorized.
CHILD ABUSE
Section 415.504, Florida Statutes, requires mandatory reporting of all cases of child abuse. This
Statute applies to suspected or confirmed reports against any person, regardless of occupation,
who is alleged to be involved or any person who is alleged to have committed any act of child
abuse. School personnel are not exempted from mandatory reporting of child abuse even when a
fellow employee is suspected or confirmed as the abuser.
Anyone aware of child abuse, suspected or confirmed, shall immediately make a report by
calling the Florida Department of Children and Families (DCF) at 1-800-96-Abuse. It is
suggested that once a report is made, the principal or appropriate school administrator be notified.
The name of the person reporting child abuse or neglect shall in no case be released to any
person other than employees of DCF responsible for child protective services.
Child abuse is defined to include harm or threatened harm to a child’s health or welfare and/or
willful or negligent acts which result in: neglect; malnutrition; sexual abuse; physical injury;
mental injury; or failure to provide sustenance, clothing, shelter, or medical treatment.
Any person including, but not limited to, physician, nurse, teacher, social worker, or employee of
a public or private facility serving children, who has reason to believe that a child has been a
3

subject of child abuse shall report this information as indicated in the procedures outlined in this
guideline.
Knowing and willful failure to report suspected or confirmed abuse and knowing and willful
prevention of another from making such a report is a crime punishable by up to two months in
jail and up to a $500 fine and may be subject to disciplinary action by Miami-Dade County
Public Schools.
Reporting of incidents to Department of Children and Families is not prima facie evidence that
child abuse has taken place. A subsequent investigation by DCF will ensure protection for the
School Board, the employee, and the student. No additional investigation should be initiated by
any school site personnel. However, WHEN IN DOUBT, REPORT CHILD ABUSE.
Employees reporting child abuse from an outside source are not to inform parents of the report; it
will be the responsibility of DCF to notify the parent/guardian.
Parents or guardians may try to find out who made the report. If confronted by a
parent/guardian, school staff members do not need to confirm or deny making the report.
All contact with school personnel by DCF representatives shall be with the principal or designee,
and under no circumstances shall a representative proceed directly to a classroom or other
portion of the school plant without the specific authority of the principal or designee.
Anyone aware of suspected or confirmed child abuse committed by School Board employees
acting in their official capacity shall immediately make a report to the principal or designee who
shall immediately make a report to the Miami-Dade County Public School Police and the
Regional Center office.
PURCHASING
All staff members requesting items for purchasing must complete FM#5707 or retrieve it from forms
management or the Technology Learning Center website at tlc.dadeschools.net. The form must be
submitted to Mr. Iber.
COMPUTERS

Computers are an integral part of the educational environment. Report all computer problems
via email to Mr. Alejandro Gonzalez and please CC administrators. All computer software
programs used in EAOP must comply with copyright policy and be appropriate to the learning
process. Building computers are on the LAN (Local Area Network) and the M-DCPS WAN
(Wide Area Network). Internet access is available throughout the building of the facility you are
assigned. All internet use by students must be monitored and relate to purposeful educational
endeavors. All Internet users must adhere to the M-DCPS Acceptable Use Policy located in the
Appendix. I f t h e r e a r e a n y q u e s t i o n s t h a t a p p l y t o c o m p u t e r u s a g e , please refer
them to Ms. Young, Assistant Principal. S h e w i l l t h e n f o r w a r d a l l c o n c e r n s t h a t a r e
a p p r o p r i a t e t o M r . A l e j a n d r o G o n z a l e z for further information regarding the use of
computers or technology.
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USE OF E-MAIL

M-DCPS e-mail system is intended to be used for educational purposes pertaining to the school
and district. Students should be monitored at all times when using e-mail to ensure that it
adheres to the procedures outlined in MDCPS e-mail policy. A copy of the policy is included in
the District Electronic Handbook.
Limited, incidental personal use of MDCPS computing and networking systems such as sending
short e-mails to friends or relatives is permissible if within reason. Personal use of the MDCPS
e-mail system is a privilege, not a right and is provided as a courtesy. If this privilege is abused,
it becomes a management issue and may result in the suspension or revocation of the user’s email functions or other disciplinary action.
Personal use of e-mail should not:
Deny or restrict other users’ access to the system resources
Tie up the system resources in any but the most unobtrusive way
Interfere with job performance
Advertise a product or service for profit
Fund-raise or advertise on behalf of unsanctioned, non-MDCPS organizations
Publicize unsanctioned, non-MDCPS activities
User should maintain the highest standards of courtesy, consideration and appropriateness in all
e-mail transmissions. Obscene, racist, sexist, harassing, or threatening language or images in email are prohibited.
Additionally, email sent to the entire staff or the entire faculty must first be approved by
the Administration (Principal or Assistant Principal). After the email is approved, the
Principal or Assistant Principal will b e t h e d e s i gn a t e d s t af f me mb e r t o s e n d th e
e ma i l to the faculty or staff on the senders (teachers) behalf.
CONTRACTUAL RESPONSIBILITIES OF STAFF MEMBERS
All staff members are responsible for compliance with all contractual obligations and must
adhere to M-DCPS policies and appropriate M-DCPS and United Teachers of Dade (UTD)
agreements.
CORPORAL PUNISHMENT
School Board Rule (6Gx13-SD-1.07) prohibits the use of corporal punishment. Staff members
may not use rulers, paddles or other instruments for the administration of corporal punishment,
no matter how lightly administered, or even as a threat to administer corporal punishment.
DISABLED EMPLOYEES
The School Board of Miami-Dade County, Florida, adheres to a policy of nondiscrimination in
employment and educational activities/programs and strives affirmatively to provide equal
opportunity for all as required by state and federal laws on the basis of disability as well as
gender, race, color, religion, ethnic or national origin, political beliefs, marital status, age, sexual
orientation, social and family background, and linguistic preference.
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The School Board takes positive steps to identify and overcome real or potential artificial
barriers to employment, training, or promotional opportunities for qualified staff and applicants
with disabilities.
PHYSICAL & VERBAL ASSAULTS

This is a reminder to all staff members that the Superintendent of Schools, School Board and
your school’s administration consider assaults on students and staff members to be an extremely
serious matter requiring prompt action. The actions listed below will be taken by the school
administration to prevent, and deal effectively with, assaults on students and staff members.
Physical assault on students and school staff members will be cause for suspension and a
consideration for the recommendation for expulsion. Verbal assaults on staff members by a
student will have similar serious consequences. Expulsion or suspension will be recommended
in all of the above cases except those for which, through investigation, the administration finds
that expulsion or suspension is not warranted. Stern disciplinary action, including suspension
and a recommendation for administrative placement in an alternative program, will be
administered to those students who repeatedly misbehave and disrupt the educational process of
the classroom. When serious incidents occur that may lead to suspension and/or expulsion, make
every effort to provide the administration with a written description of the incident and the
names of witnesses to the incident.
DISRUPTIVE STUDENTS

Each teacher is expected to handle the disciplinary problems which may occur within the
classroom. Teachers should be able to resolve most situations themselves. Please discuss the
Code of Student Conduct with all students to insure they are familiar with the contents.
Additionally, please review the policies of student behavior that exist at the facility where you
are assigned.
The present policies of the M-DCPS System Code of Student Conduct are as follows.
1. The teacher discusses the problem privately with the student involved along with
ways to correct the problem. If it is not resolved:
a. Via written note or telephone, the teacher informs the parent/guardian
of the problem. If application and follow up of all agreements reached
and commitments made do not resolve the problem, then:
b. Contact parent/guardian for personal conference regarding continued
misbehavior. If unacceptable behavior still persists and teacher(s) feel
assistance is needed, then:
c. Discuss it in detail with the counselor for additional strategies to be
implemented. If application and follow up of all findings still do not
produce positive results, then:
d. Review a l l s t e p s t a k e n . Be certain that all possibilities have been
exhausted. If not certain, repeat as needed. After teacher(s), student,
parents, and student services staff efforts have been documented and
unacceptable behavior continues, then:
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e. Send the completed Student Management Case (SCM-FM2981) form to
administration.
2. Appropriate actions will be taken in dealing with the situation as outlined in the
M-DCPS Code of Student Conduct. A copy of the completed SCM form will be
returned to the referring staff member indicating what student services and/or
administrative actions have been undertaken in an effort to resolve the situation.
3. Refer immediately to the Assistant Principal any behavior such as fighting,
harassing, bullying, smoking and other serious violations of the Code of Student
Conduct. A SCM form must be completed as soon as possible by the referring
staff member in order for administrative action to be taken and a report sent back
to that individual. (if applicable)
STUDENT BEHAVIOR

Each teacher is expected to handle the discipline problems, which occur within his/her
classroom. If a situation arises which a teacher cannot resolve, the teacher should follow the
procedures outlined in this handbook to secure any needed assistance to resolve the problem.
The teacher should not hesitate to preserve class morale by dealing firmly and fairly with a
troublesome student.
Every teacher and staff member is expected to correct any breach of proper behavior that he/she
may observe, providing no other teacher is directly in charge of the situation.
STUDENT CASE MANAGEMENT SYSTEM

The Student Case Management System is an automated system of recording and reporting data
that allows for more efficient delivery of services that are provided for students and the
disciplinary actions taken to improve student behavior. The Miami-Dade County Public School
System maintains a computerized Student Case Management System to ensure that all students
are provided equal access to preventative services consistent with their needs, and afforded fair,
consistent, disciplinary actions when violations of the Code of Student Conduct do occur.
This system has the capacity to ensure that the program complies with all federal and state
statutes relating to student records; indicates the exact nature of the service the student has
received; and develops a data base that assists in making recommendations for the refinement
and strengthening of services provided to students.
Administrators, teachers, and student services personnel at the school, area, and district level are
responsible for completing those forms that are required to record student case information. This
system has those safeguards that will ensure the accuracy and confidentiality of student
information.
When completing SCM form# 2981, be concise, comprehensive, and objective. Do not write
a suggested sanction, or other subjective material. See Attachment #6.
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DRESS CODE

The Educational Alternative Outreach Program should take pride in having a staff that dresses in
an appropriate manner for the school day. Attire should convey to students our professional
demeanor. Extremes in dress are to be avoided. Remember that we become a role model for
our students; we should dress accordingly.
DRUG-FREE WORKPLACE

M-DCPS and its employee unions recognize that substance abuse in our nation and our
community exacts staggering costs in both human and economic terms. Substance abuse can be
reasonably expected to produce impaired job performance, lost productivity, absenteeism,
accidents, wasted materials, lowered morale, rising health care costs, and diminished interpersonal
relationship skills. M-DCPS and its employee unions share a commitment to solve this problem
and to create and maintain a drug-free work place.
M-DCPS is responsible for the instruction and well-being of the students entrusted to its care. A
consistent message needs to be communicated to M-DCPS students; the use of illegal drugs, the
abuse of alcohol, and the misuse of prescription drugs is unacceptable.
Drug abuse by employees interferes with the educational and work process, and compromises the
safety and well-being of staff and students. Employees are expected to conduct themselves in a
manner consistent with the following provisions:


Employees on duty or on School Board property will not manufacture,
neither distribute, dispense, possess, or use illegal drugs, nor will they be under the
influence of such drugs.
 Employees on or off duty will not influence students to use illegal or abuse
legal drugs.
 An employee convicted of any criminal drug statute violation occurring in the
work place shall notify Miami-Dade County Public Schools no later than five
(5) days after such a conviction.
Alcohol, prescription, and over-the-counter drugs are legal and readily available. Generally safe
and acceptable, these drugs, when abused over time or used in combination with one another, can
result in chemical dependency or poly-drug addiction. Employees are expected to conduct
themselves in a manner consistent with the following provisions:

A.
Employees on duty or on School Board property will be free of
intoxication from alcohol. Employees in safety sensitive positions, as
defined herein, will be free of measurable alcohol concentrations.
Further, employees will not manufacture or use alcoholic beverages while
on School Board property or on duty.
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B.
Employees on duty will not use or take prescription drugs above the level
recommended by the prescribing physician, and will not use prescribed
drugs for purposes other than what the prescribed drugs were intended. In
addition, the employee will not distribute or dispense such drugs.
Disciplinary action may be instituted against employees who have violated the standards of
conduct cited in this rule, and who the Board believes will not be assisted by rehabilitation or
who have negatively impacted students and/or staff, pursuant to School Board Policy, applicable
Florida Statutes, State Board of Education Rules, Omnibus Transportation Employee Testing Act
of 1991 (OTETA), and applicable provisions of collective bargaining agreements. Disciplinary
sanctions, if appropriate, will be implemented as articulated in School Board Policy, applicable
Florida Statutes, State Board of Education Rules, Omnibus Transportation Employee Testing Act
of 1991 (OTETA), applicable provisions of collective bargaining agreements, and 34 CFR ñ
86.201. Nothing will preclude the Board from seeking prosecution for violation of this policy
where the Board deems appropriate.
EMPLOYEE CONDUCT

All persons employed by the School Board of Miami-Dade County are representatives of the
Miami-Dade County Public Schools. As such, they are expected to conduct themselves in a
manner that will reflect credit upon themselves and the school system.
Willful violation of administrative rules or Board policies will lead to reprimand by the
Superintendent, and to other disciplinary body recommended and approved by the Board.
FIELD TRIPS

A field trip is an important aid to the instructional program. It can give meaning and interest to
classroom activities and can be very valuable in bridging the gap between real experiences and
the relatively abstract thinking in society. The costs are high, however, and the risks of
liabilities involved are real. Therefore, we must exercise every precaution as we plan a field trip
so the experience will be worth the effort expended.
It is absolutely necessary that the following procedures be observed in preparing for a field trip:
1. Discuss the objectives and purpose for taking the trip with administration BEFORE
making contracts or commitments with community resources.
2. Please see attachment Field Trip Procedure
FIELD TRIP
Overview

In accordance with Board Rule 6Gx13-6A-1.22, field trips for students are permitted which have
value in meeting educational objectives and are directly related to the curriculum or are
necessary to the fulfillment of obligations to the interscholastic athletic and activity program.
A school-sponsored field trip is recognized as one that 1) meets the criteria specified in Board
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Rule 6Gx13-6A-1.22, 2) is properly authorized by the school principal, other M-DCPS
administrator, and/or the School Board, as applicable; and 3) generally transpires during the
course of the regular school year.
Trips should be planned so that students are not absent from school. In the event this is not
possible, absences shall be limited to the least number of school days possible.
Provisions must be made for the proper supervision of students by school employees.
Volunteers are permitted to assist in such supervision as long as they have been cleared by the
M-DCPS School Volunteer Program at Level II or Level III as appropriate for the trip. (See
Chaperone/Volunteer information for details)
The adult/student ratio shall be 1:15 or less.
Chaperone/Volunteer Guidelines

School-site employees of the school sponsoring the field trip as well as volunteers who have
been cleared by the M-DCPS School Volunteer Program (application completed, entered online,
background check processed and approval received by the school) are permitted to serve as
chaperones for field trips, so long as the person is aged 21 or older.
Employees at M-DCPS work locations other than the one sponsoring the field trip must complete
the School Volunteer Program clearance process prior to chaperoning any field trip that is not
sponsored by their work location.
All volunteers will undergo a background check.
VOLUNTEER LEVELS
1. Pending Volunteer is registered but is not yet cleared. Volunteer may not chaperone
or volunteer until clearance is received.
2. Level II: cleared volunteer who is limited to positions that are not “high
security” (no fingerprinting required). A Level II volunteer can chaperone a field trip
that is NOT an overnight trip involving hotel or similar accommodations.
3. Level III: cleared volunteer who can volunteer in any capacity, including
“High security” positions and overnight trips involving hotel or similar
accommodations. (Fingerprinting required)
PROCEDURE TO BECOME A VOLUNTEER
1. Prospective volunteer submits completed applications and photo ID (driver’s
license, passport, school ID, etc.) to school site volunteer liaison.
2.

Liaison enters information in database.
a. For Level II, no fingerprinting is required
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b. For Level III
i.
A fingerprinting request is made and letter issued to volunteer.
ii.
Volunteer has to call fingerprint office (at least 24 hours ahead)
to schedule appointment.
iii.
After fingerprinting, record will clear within 72 hours unless
there are record issues.
3. School will be notified electronically when volunteer is cleared.
4. Volunteer must then attend orientation training at school site and receive name tag/ID
badge.
5. Volunteer may now serve as a chaperone for that school site.
VOLUNTEER POLICIES
1. Preschoolers, or children not registered at the school sponsoring the field trip, may not
accompany volunteers/chaperones on field trips.
2. Volunteers/chaperones may not be left alone to supervise students. The visual and auditory
presence of an M-DCPS employee must be maintained at all times.
3. Volunteers/chaperones must wear an identifying badge whenever serving as a volunteer.
4. Volunteers/chaperones must sign in and out every time they serve the school.
5. Volunteers/chaperones must immediately report to someone in authority any safety concerns or
emergency issues relating to students.
6. Volunteers/chaperones must be appropriately dressed at all times.
7. Volunteers/chaperones must follow the Board Rules for Employee-Student Relationships and
Responsibilities and Duties
8. Volunteers/chaperones must not discipline students, inappropriately touch students, give
students gifts, rewards, or food items of any kind without the teacher’s/parent’s permission.
9. Volunteers/chaperones must always serve as positive role models using appropriate language and
discussing only age-appropriate matters with students.
STUDENT SUPPORT-GUIDANCE SERVICES

The student service department is an intricate part of EAOP. Our student population demands that
extensive student services be rendered for emotional, social and other issues that may exist in their
lives. Our goal is to eliminate the dependent behavior that may be prevalent in the child’s mental,
emotional, and social development. As a result, it is recommended that teachers break the barrier
that may exist between the student teacher relationship and if need be, when situations or incidents
arise that act as indicators that the student is having problems, please refer the student to the
student service department. The Chairperson for Student Service Department is Mr. Rolando
Garrote, and he is readily available to assist in any way possible. If you are unaware of what
Student Service staff member is assigned to your facility, please contact Mr. Garrote, and he will
assist you with familiarizing you with the appropriate counselor, social worker, or psychologist
that can best serve the student.
The range of services offered in a student services program may include:
1.
2.
3.
4.
5.
6.

Academic counseling and advisement
Vocational counseling and career planning
Group advisement and counseling
Personal and social counseling
Assessment and evaluation
Follow-up studies
11

7. Curriculum consultant
8. In-service training
9. School/community liaison
10. Parent Academy
11. One Stop Services
Procedures for making referrals to the Student Service Department:
1. All referrals are to be made in writing on appropriate Student Services forms
(FM 3673). See Attachment #7.
A written explanation of the problem is essential to a proper handling of any
student referral.
3. Referrals should be made to the counselor. The counselor is responsible for keeping
records of conferences held. The purpose of these records is to provide background
information for future counseling and is a part of the pupil’s confidential records.
4. A student who requests to speak to the counselor should first inform the classroom
teacher if in class. The teacher should inform the counselor of the request. The
counselors will get the student as soon as possible.
5. Any student who has demonstrated behavior and/or adjustment problems should be
promptly referred to the counselor. If we wait too long before referring a student for
help, we may compound the problem.
6. Referrals for any service through an outside agency should be made through the
guidance counselor.
7. Student/parent conferences may include teachers, counselor, administrators and
others if appropriate and should provide support to students who demonstrate chronic
behavior problems, are chronically absent, pronounced underachievers and/or
potential drop-outs.
8. Referrals for R & I evaluation by the school psychologist should be made through the
counselor and approved by the school’s Student Support Team and appropriate
administrative personnel. These referrals will be accepted only after a cooperative
consultation conference has been held and cooperative consultation forms have been
completed and implemented.
9. Referrals for health problems can be made by submitting an explanation of the
problem to the guidance counselor, who will initiate contact with the appropriate
outside agency.
Crisis Intervention Plan
The Miami-Dade County Public Schools, Educational Alternative Outreach Program, and the
facility you’re assigned to have a trained Crisis Care Core team to assist students, teachers and
families in times of crisis.
Teachers and school personnel should be on the lookout for a sudden or dramatic change in a
student’s performance, attendance or behavior. Report any unusual or sudden changes in
students’ behavior to the counselor.
12

Awareness of Warning Signs of Suicide
A.
B.
C.
D.
E.

Changes in eating or sleeping habits.
Increasing isolation from friends and family.
Tendency to become more active and aggressive than usual.
Lower academic achievement.
Giving away a valued possession or increased interest in getting his/her “life in
order”.
F. Talking about suicide.
G. Sudden and intense interest in religious beliefs and the after-life.
H. Recent loss, such as a divorce or death in the family, or a close friend moving away.
INSTRUCTIONAL PERSONNEL
Members of the instructional staff of the public schools, subject to the rules of the state and
district boards, shall teach efficiently and faithfully, using the books and materials required,
following the prescribed courses of study, and employing approved methods of instruction as
provided by law and by the rules of the state board.
INTERNET USE
All classrooms are equipped with at least one personal computer, which is connected to the
Internet. Teachers must continue to upgrade their skills in using Internet, Employee Portal, SAPESS, as well as the e-mail system. Our goal is to eliminate, as much as possible, paper memos by
simply sending information within the school using e-mail. All staff members are required to
check your email twice daily, morning and afternoon. It is also recommended that you access
the Weekly Briefings each week.

EMERGENCY LESSON PLANS
All teachers are to complete three days of emergency lesson plans for use by temporary
instructors. Plans should be completed and on file with Ms. Sealy. Plans should be updated at
least every 9 weeks to reflect what is being taught. Emergency lesson plans will not be
accepted over the telephone. Plans should include the lesson to be taught, teaching schedule,
p e r t i n e n t information such as, class discipline plan, and medical information that is
important for the safety of students. Special instructions that will ensure that students achieve
the maximum benefit of continued instructions during the teacher’s absence must be included.
PROPER-CARE OF THE BUILDING/FACILITIES WHERE YOU WORK
We must properly care for the school building and facilities where you are assigned. One of
the important lessons, which we wish our students to acquire, is thoughtful appreciation
and careful use of public property.
Teachers must be constantly alert to detect any defacing of desk tops, writing on the wall,
loosening of screws and bolts, etc., and report this immediately to an administrator. Each teacher
is responsible for the area in which he/she is assigned. Periodically during the year, a survey of
the school plant and equipment will be made to evaluate the care of the area.
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At the end of each day, the classroom must be left in a clean and orderly manner . Papers, books, and

other materials should be removed from the floor. Eating and/or drinking are prohibited in the
classrooms.
RECORDS AND REPORTS

All personnel shall keep all records accurately and prepare and submit promptly all reports that
may be required by State Law, State Board Rules, School Board Rules, and/or administrative
directive. Students’ records are confidential.
RELEASING/HOLDING STUDENTS FROM CLASS

Once a student enters the class he/she may leave only with the permission of the teacher and
must be issued a pass. Students shall be excused from class in emergencies only. (If applicable)
Teachers should not permit students to leave the school grounds during school hours by
themselves or with an adult without permission from an administrator. Parents/guardian must
report to the main office and obtain approval for the release of a student. In such cases, the
student will be called to the office.
REPORTING DISRUPTIVE BEHAVIOR

All employees of the Miami-Dade County Public School System are under an affirmative duty to
report any criminal act and/or disruptive behavior occurring on School Board property to the
administrator or designee to whom the employee is responsible. Personnel willfully failing to
report such occurrences to the responsible administrator and/or police agency and/or School
Security Department will be subject to disciplinary action.
Many potential incidents are prevented each year by the open communications between the
faculty and staff. In the event you become aware of any incident or potential problem that would
disrupt the orderly educational process, please notify an administrator immediately.
STUDENTS’ VALUABLES

If a teacher confiscates or holds valuables or money belonging to a student, the teacher is liable
by law for the return of these articles. If there is any question about the item, give it to an
administrator to return.
SUPERVISION OF STUDENTS
Teachers shall not leave their classes unsupervised, nor should an entire class be assigned to another
teacher, unless that teacher is free that period. If an emergency occurs, the principal or his/her

designee must be notified to provide temporary supervision.
SUPPLIES

All supply orders will be ordered by Ms. Ivelisse Sealy. Please check with Ms. Ivelisse Sealy for
supplies in stock.
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SUPPLEMENTS

The Miami-Dade County Board of Public Instruction issues a list of all authorized extra
duty/sponsor/coaching supplements. The principal will assign and authorize payments for each
of these positions. This is done on an annual basis and will be posted once all supplements are
awarded.
TEACHER TRANSFERS

In order for a Miami-Dade County teacher to transfer to another Miami-Dade County school, a
transfer application must be completed. Transfer applications are to be completed and on file in
the personnel office prior to the end of May each school year. Teachers new to M-DCPS cannot
transfer for the first three years of employment.
TELEPHONES in the CLASSROOM

Personal telephone calls will not be forwarded to the classrooms. In addition, students are not
permitted to use the phones that are in the classrooms. If a student needs to call home, issue that
student a pass to come to the office. Cellular phones should not be used during the school day
when staff is rendering instruction of students.
VISITORS

Teachers are to discourage all visitors from coming onto the school campus unless they have
legitimate school business. Visits by former students or the friends of faculty members during
school or working hours are not allowed. When arranging with persons to come into the
building, request that they first report to the main office and obtain a visitors pass.
All personnel are to direct anyone found in the building without a visitors pass to the main
office. In addition, notify the office that unauthorized visitors are in the building.
CLASSROOM PROCEDURES

It shall be the policy of the administration of this school that each teacher establishes a classroom
procedure for a classroom discipline plan. This plan must be posted in the classroom and sent
home to parents in order to obtain their support in the implementation of the aforementioned.
It is essential that all students entering the classroom be made fully aware of what is required of
them. No classroom procedure, regardless of its nature or the excellence with which it is
constructed, will work unless it is enforced. It is, therefore, expected that each teacher will take
the necessary steps to place their classroom procedure into effect and to keep it current.
ELECTRONIC GRADEBOOK
The Gradebook manager for EAOP is Ms. LaUntrice Starke. Any questions pertaining to the Electronic
Gradebook should first be made to Ms. Young, Assistant Principal, who will then forward questions to Ms.
LaUntrice Starke.

Teachers recording attendance on an electronic grade book must use the
following attendance codes:
Code

Description

Attendance
Weight

Who can enter
this code?
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A

Excused Absence

1

A2

Excused Absence-Block Schedule

2

U

Unexcused Absence

1

U2

Unexcused Absence-Block Schedule

2

T

Excused Tardy

1

T2

Excused Tardy-Block Schedule
(Split Lunch)
Unexcused Tardy

2

TU
TU2

1

Unexcused Tardy-Block Schedule
(Split Lunch)
ENT Entered Class

2

WD

0

Withdrawn from Class

0

All Teachers/
Attendance Manager
All Teachers/
Attendance Manager
All Teachers/
Attendance Manager
All Teachers/
Attendance Manager
All Teachers/
Attendance Manager
All Teachers/
Attendance Manager
All Teachers/
Attendance Manager
All Teachers/
Attendance Manager
All Teachers/
Attendance Manager
All Teachers/
Attendance Manager

For students marked with an "E, S, I, O, M or X" for official (homeroom)
attendance, teachers must use an excused absence (A or A2) for class
attendance. Teachers can add a comment to denote a reason for excused absence.
GRADING STUDENT PERFORMANCE
Parents are to be notified immediately when a student is in danger of failure or doing
unsatisfactory work.

In grades one through twelve, a common report card grading system is to be used. Academic
grades for students shall reflect the following explanation:
A-------A grade of “A” (90-100%) indicates that the student has demonstrated excellent
achievement in the subject and/or the skills area. The student consistently performs
academically at a level considerably higher than that of the typical student in the same
program or course. The student has mastered skills well above those required for
successful completion of the instructional program prescribed for the individual student
and has demonstrated an understanding of an ability to utilize the content of the program
effectively. An “A” student will have achieved and exceeded all of the instructional
objectives established for the subject during the grading period.
B-------A grade of “B” (80-89%) indicates that the student has demonstrated good but not
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outstanding achievement in the academic area. The student consistently performs at a
level above that which is expected of the typical student in the same program or subject.
The student has mastered skills in content beyond what is required for successful
completion of the instructional program prescribed for the individual student. The “B”
student will be progressing at a rate that will enable him/her to have achieved virtually all
of the instructional objective/performance standards established for the subject being
graded.
C-------A grade of “C” (70-79%) indicates satisfactory academic achievement. The
student performs at an average level in terms of mastery of skills/performance standards
and/or content of the program prescribed for the individual student. The student’s rate of
progress permits mastery of more than the minimal instructional objectives of the
program.

D------A grade of “D” (60-69%) indicates a minimal acceptable level of mastery of skills
and other course content and indicates that improvement is needed to achieve satisfactory
level of academic performance. The student’s rate of progress is such that the minimal
instructional objectives/performance standards for the program will be mastered.
F-------A grade of “F” (0-59%) indicates a level of academic performance that is
unsatisfactory. Students functioning at this level are not mastering the minimal
objectives required in the regular instructional program
CONDUCT GRADES
Conduct grades are to be used to communicate clearly both to students and their parents the
teacher’s evaluation of a student’s behavior. These grades are independent of academic and
effort grades. The conduct grade must be consistent with the student’s overall behavior in class
and should not be based on a single criterion.
A-------A conduct grade of “A” reflects excellent behavior on the part of the student. The
student consistently demonstrates outstanding behavior consistent with classroom, school
and district standards.
B-------A conduct grade of “B” reflects consistently good behavior. The student meets
established standards for student conduct.
C-------A conduct grade of “C” reflects satisfactory behavior. The student’s overall
behavior is generally acceptable according to established standards of conduct.
D------A conduct grade of “D” shows that improvement is needed in the student’s overall
behavior. The student does not consistently demonstrate behavior which is acceptable.
F-------A conduct grade of “F” reflects unsatisfactory behavior overall. The student
regularly violates established classroom, school, or district standards of behavior.

17

EFFORT GRADES

Effort grades are utilized to convey both to students and their parents the teacher’s evaluation of
a student’s effort as related to the instructional program. These grades are independent of
academic and conduct grades. In assigning an effort grade, the teacher must consider the
student’s potential, study habits, and attitude.
1-------An effort grade of “1” indicates outstanding effort on the part of the student. The
student will, when necessary, complete a task again in order to improve the results. The
student consistently attends to assigned tasks until completed and generally exerts
maximum effort on all tasks. The student consistently works to the best of his/her ability.
2-------An effort grade of “2” indicates satisfactory effort on the part of the student. All work is
approached with an appropriate degree of seriousness. The student usually finishes
assignments on time and usually stays on task. The student usually works at a level
commensurate with his/her abilities.
3-------An effort grade of “3” reflects insufficient effort on the part of the student. Little
attention is paid to completing assignments well and/or on time or to completing them in
a manner commensurate with the student’s ability.
HOME LEARNING POLICY (See School Board Rule 6Gx13- 6A-1.23 Homework)

On October 10, 1998, the Miami-Dade County School Board adopted a revised homelearning policy. The policy emphasizes the importance of reading and encourages parents to
become involved in the implementation of the homework guidelines, which include a marked
emphasis on reading.
LESSON PLAN POLICY

Instructional planning is essential to effective instruction. In order to support the instructional
program, the principal has the authority to determine whether or not instructional objectives and
related content are consistent with Board educational policy decisions and established
instructional guidelines. Lesson plans to meet such instructional objectives are best developed
by the teacher for his/her use and shall be governed as follows:
1. Classroom teachers are required to develop weekly lesson plans which shall reflect
one or more objectives, activities, home learning assignments, and a way of
monitoring student progress that is in accordance with the Competency Based
Curriculum/Sunshine States Standards and the Pupil Progression Plan. Principals

may suggest, but not require a particular format.
2. Only where a principal has documented deficiencies through classroom
observation using IPEGS may a teacher be required to use a set form in
preparation of lesson plans.
3. Teachers may reflect required lesson plan components through abbreviated
notation and/or referencing techniques.
4. Continuing contract and Professional Service contract teachers are not required
to submit lesson plans on a weekly basis to the principal or his/her designee
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except as stipulated below:
a. Lesson plans shall be available to the principal or designee during
classroom visit(s) and/or immediately prior to an official observation.

b. Where performance deficiencies have been documented through the
categories of IPEGS, the teacher may be required to use a specific format in
the preparation of lesson plans and to submit such plans for review on a
weekly basis.
5. To insure that the appropriate scope and sequence of the instructional
program are maintained, all teachers shall retain their lesson plans for the
current school year for review by the principal or designee upon request.
6. Emergency lesson plans for use by temporary instructors shall be prepared in
accordance with reasonable procedures established by the principal.
7. Teachers of exceptional students shall be permitted to meet the requirements of
this policy through regular lesson plans or written IEP implementation plans.
PARENT COMMUNICATION

School Board Rules require that parents are to be notified at any time during a grading period
when it is apparent that the student may fail, or is performing unsatisfactorily in any course or
grade level. Parents are also to be notified at any time during the grading period when it
becomes evident that the student’s conduct or effort grades are unsatisfactory.
Teachers are encouraged to communicate with parents at any time during a grading period when
the teachers feel, in their professional judgment, that such communication may be beneficial to
the student. When students are from homes where a language other than English is spoken,
every effort should be made to communicate with parents in a language they can understand.
Student progress reports are distributed during the fifth week of each grading period. Teachers
have the responsibility to notify parents in writing any time a student’s work falls below a “C” in
the teacher’s class. A failing grade for the marking period is not to be given if the above
responsibility is not met.

PUPIL PROGRESSION PLAN REQUIREMENTS

The Miami-Dade County Public School System, in accordance with the Educational
Accountability Act of 1976, has established a comprehensive program for pupil progression.
Minimum performance objectives in reading, writing, and mathematics have been identified as
standards for promotion for grades 3 through 11. It is each teacher’s responsibility to teach these
minimum performance objectives as they relate to the content areas. Thus, teaching and
reinforcing the basic skills are every teacher’s responsibility.
REPORT CARDS

All schools shall use a standard computer-generated report card appropriate for the school level
as the primary means of reporting student progress. With the approval of the Regional
Superintendent, schools may develop additional or supplementary reporting instruments, which
may be used in conjunction with the standard report card.
Report cards are to be issued for all students, K-12, four times a year according to the schedule
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established in Opening of Schools-Procedures and Schedules. A report card will also be issued
at the close of the summer program to all students, K-12, who attended any portion of the
summer program.
In conjunction with the above requirements, the following guidelines should be adhered to:
1. Report card grades are to provide the student and/or student’s parents with an
objective evaluation of the student’s scholastic achievement, effort, and conduct.
2. Students’ academic grades are to reflect their academic achievement. Students
who receive passing grades on their report cards can be assumed to be working
within a range acceptable for the grade or subject.
3. Students are to be advised of the grading criteria employed in the school and in
each class at the beginning of the grading period. Students and parents are also to
be advised of district wide standards for promotion and graduation as applied to
the student’s grade placement.
4. Grades in conduct and effort are to reflect objectively the student’s progress
independent of academic achievement. Standards for grading in these areas are to
be explained to the students: CONDUCT implies the degree to which a student
relates to others in socially acceptable ways; EFFORT implies the degree to
which a pupil has demonstrated a desire to learn or to engage in learning tasks
which should lead to a mastery of educational goals.
5. If a student has not been enrolled in a program for a sufficient length of time for
the teacher to evaluate the student’s performance, an appropriate notation should
be made on the report card.
6. If the principal of a school feels it is necessary to change a pupil’s grade in any
subject at the end of a grading period, the principal shall consult with the teacher
who issued the original grade, give reasons in writing for the necessary change to
the teacher, and place a copy of the reasons in the pupil’s Cumulative Record
Folder.
7. If a change in grade is made, as described in number 6 above, it shall be recorded
as the principal’s grade and not the teacher’s grade. Students and their parents
shall be notified of all such changes.
Attendance must be submitted no later than 10:00 a.m. daily.
The Attendance Clerk for
Educational Alternative Outreach Program is Ms. Mar ilyn Pigott. Students are to be

counted in attendance only if physically present in the class or have been excused by the
subject area teacher on a class related assignment.
I. Excused School Absence
A. Student Illness
B. Medical Appointment – (Student)
C. Death in Family
D. Observance of a religious holiday or service
E. School-sponsored event or activity previously approved
F. Immigration/Court appearance
G. Suspension
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Students granted an excused absence have the right to make up all class work within a reasonable
length of time. After successful completion of all make-up assignments, the student cannot be
penalized for that absence.
II.
Unexcused School Absence
Any absence that does not fall into one of the above excused absence categories will be classified
as an unexcused absence.
Teacher Responsibilities

1. Record attendance online as described in the faculty handbook.
2. Encourage good attendance by calling parents/guardians after student has accumulated
two absences, consecutive or otherwise, within a semester.
3. Submit a referral to the appropriate administrator after three absences.
Classroom Teacher Attendance Responsibilities

Check the roll personally each day. Each teacher should utilize a seating chart and have it
available for the substitute.
B. A daily attendance bulletin will be posted in the main office. The Attendance Bulletin
must be verified by all instruction personnel. The bulletin will be posted daily. The
bulletin will include:
1. Students absent each day
2. Students suspended outdoors
3. Withdrawals, entries, and corrections
C. The names of students who were absent on the bulletin, but present in your class should
be given to Ms. Pigott in the main office.
D. An absence should be marked unexcused until the teacher receives an excused notice.
EMERGENCY PROCEDURES

In addition to previously established procedures for emergencies, the following plans will be
implemented in the event of an emergency at all Miami-Dade County Public Schools and affiliated
facilities. The code that indicates that all students must be kept indoors and classroom doors
locked is: CODE RED/CODE YELLOW.
1) Teachers supervising students will keep them indoors and continue class activities. If
students are outside, they are to be taken indoors to the nearest suitable place and do all
that is possible to keep everyone calm. At the first opportunity after being notified of the
emergency, (CODE RED/CODE YELLOW) doors should be closed and locked. No
unauthorized persons should be allowed in a classroom during the emergency. Teachers
should remain alert for announcements: classes will not change until the emergency
ends.
2) Teachers and support staff not supervising students will move immediately to the areas
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outside their classroom and do all possible to:
a. Move students indoors
b. Protect students from injury
c. Deny unauthorized individuals access to the school
d. Protect school property from damage
3) Administrative and guidance personnel will report to the area of disturbance.
ADMINISTRATORS, SECURITY PERSONNEL AND OFFICE STAFF WILL GO TO THE AREAS
OUTSIDE THE BUILDING WHERE STUDENTS AND TEACHERS ARE AND ESCORT THEM TO
THE NEAREST ROOMS.

4) Custodial personnel will, as soon as possible, secure storerooms, restrooms, and work
rooms. Teachers near these areas should assist in clearing the students from these rooms
if necessary.
5) Cafeteria personnel will take the necessary action to secure trays, cash registers, and
close/lock doors.
6) Library personnel will have students remain in their seats, close and lock all doors.
Unauthorized adults, including parents, are not to be allowed in the school during the
emergency. Parents who wish to remove their children from the school must wait outside while
their children are brought to them. All other unauthorized persons will be advised that unless
they leave the school grounds immediately they will be charged with trespassing.
SITE SAFETY
A sign-in/out log will be at every site for ALL visitors to sign in upon entrance and sign out upon exit.
Metal detector wands will be utilized at ALL S3C programs.
FIRE SAFETY
Door stops on interior doors: Door stops are not permitted on corridor doors. “Don’t let today’s
shortcut become tomorrow’s tragedy”. Use of extension cords as permanent wiring: It is not

permitted to utilize extension cords as permanent wiring.
Excessive art work and teaching materials attached to wall: Not more than 20% of any wall shall

be covered with art work and teaching materials.
BOMB THREAT
Receiving the call

1. Keep the caller on the line as long as possible. Ask the caller to repeat the message.
Record every word spoken by the caller.
2. Listen closely to the voice: male or female, youthful sounding, accent or speech
impediment, or excited speech.
3. If the caller does not indicate the location of the bomb, or time of possible explosion, you
should ask the caller for this information.
4. Pay particular attention for strange or peculiar background voices or sounds that may
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indicate location or certain types of employment.
5. If there is sufficient time, you should attempt to advise the caller that there are several
hundred children in the school who may be injured/killed in an explosion.
6. Attempt to get the caller’s name if possible.
7. Notify the principal immediately. In his/her absence, notify an assistant principal and
he/she will determine notification of the police and fire department, school security
office and region office.
8. Each bomb threat must be evaluated and an appropriate response determined by the
person(s) in charge of the school.
BOMB SEARCH

1) The principal or his designee is responsible for making the decision to evacuate.
2) The cafeteria personnel will be responsible for the examination of the kitchen, storage
rooms, garbage can rooms, dining room areas, and other areas as the Principal
directs. If the facility is not staffed, it will be the responsibility of the Principal to
assign personnel to search this area.
3) The physical education instructors and other special personnel who may be at the
particular school will be assigned to examine certain portions of the grounds and
inspect the P.E. areas, such as locker rooms, and P.E. storage rooms.
4) The custodial staff will be assigned to inspect such areas as the boiler room, meter
room, toilet areas, storage rooms and the teacher’s lounge.
5) The office staff is responsible for checking all administrative offices.
6) The media center staff is responsible for checking the media center area.
7) Non-instructional personnel will report to the office for search assignments.
8) Teachers will remain with their classes outdoors in the event of an evacuation.
9) The principal will assign staff members to cover areas of the building not previously
covered.
10) If the decision is made to evacuate the building, the fire drill signal will be used, but
will be a sustained ring and evacuation routes will be followed unless there is need to
reroute classes, in which case you will be advised.
ELECTRICAL STORMS

Electrical storms present life safety hazards to students and personnel that are unique in their
characteristics and fatality producing potential.
The following protective action will be taken by faculty and students in the event of a storm in
the vicinity causing cloud to ground lightning that is generally associated with thunderstorm
activity:
A. School Grounds
Get out of the open area as quickly as possible upon the approach of the storm. Do not
seek shelter under isolated trees or close to wire fences, playground equipment or shelters
located in exposed locations. The decisions to move indoors when students are involved
will be made by their responsible supervisor who will act in accordance with these
guidelines.
B. School Buildings
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Avoid standing close to windows, electrical light circuits, plumbing and metal objects
until the storm has passed.
C. Field Trips
Get off high ground as quickly as possible; avoid lone trees and small sheds. Stay away
from metal fences, pipes and railroad tracks. Seek shelter in thick timber.
D. Power Failure
In the event of a power failure, stay where you are. Under no circumstances should
you send students out of the room, keep your students with you in your classroom until
power is restored or until you receive further instructions.
EVACUATION PROCEDURES

1. Teachers shall count the number of students present in each class and take their places at
the room exits and at their signal; the students shall march out of the room quietly and in
single file.
2. While pupils are marching out of the room, the teacher will check the room to see that
everyone is leaving. The teacher will then close, but not lock, the door and will join the
pupils as they march out of the building.
3. Classroom windows are not to be closed, shades are not to be drawn and classroom items
are to be left in the room. Teachers are to take their emergency contact cards with them.
4. Students not under the direct supervision of a teacher are to be instructed to join and
march out with the nearest supervised group.
5. While it is desirable that buildings be evacuated quickly, speed should not become a
consideration to the extent that injuries occur due to tripping, shoving, etc. It is also
necessary that conversation be held to a minimum so that the person in charge can remain
in absolute control of the situation.
6. A building diagram is posted in each room, giving specific routes to be followed by the
occupants of that room.
FIRE DRILL PROCEDURES

Fire drills are held in accordance with state regulations. Detailed instructions concerning fire
drills are provided. It is essential that each teacher follow exact instructions about exits, as the
building should be emptied in two (2) minutes. Teachers are expected to see that each of their
students leaves the building; teachers are required to escort their students out of the building.
Each work station will be provided with an evacuation diagram to be posted on the bulletin board
at all times, showing the route to be followed by the class when a fire drill is sounded. Students
should be cautioned that there is to be no talking or running while leaving or re-entering the
building.
Classroom teachers should be certain students do not rearrange their desks thereby blocking the
doorways at any time. While the pupils are marching out of the room, the teacher will check the
room to see that everyone is leaving. The teacher will then ensure that the door has been closed,
but not locked, and will join the pupils as they march out of the building.
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HURRICANE PRECAUTIONS

When hurricane warnings are displayed, we will depend on school personnel to assist in taking
the following precautions:
1.
2.
3.
4.

All windows closed and fastened.
All loose boards and debris disposed of or stored in a safe place.
Awnings secured or taken down and stored.
All books, papers, typewriters, and other equipment should be moved as far away
as possible from the windows and other areas that might be damaged and admit
water to the building. These items should be stored at least several inches above
the floor to protect them from water damage due to minor flooding.
5. All items such as garbage cans, cartons, tin cans, and other miscellaneous items,
should be stored inside the building.
TORNADO ALERT PROCEDURES

The following procedures should be taken in the classrooms following a tornado alert from the
main office:
1. Close shades and blackout curtains if time permits.
2. Group furniture for maximum protection against expected hazards, especially
falling walls and flying glass.
3. See that exterior doors are unlocked.
4. Have pupils place themselves in best protective position (prone or turtle
position) and away from windows.
5. Check for additional interior hazards.
Pupils not assigned to remain in rooms and those out on the P.E. field or in portables when the
warning is received, should move quickly to the Media Center, the cafeteria or other secure area
if time permits. If the tornado occurs before shelter can be reached, pupils exposed on the P.E.
field should orderly assemble under the P.E. shelter and assume a prone position with their hands
protecting the back of the head and neck.
An “All-Clear” announcement will come from the main office when the danger has passed.
SERIOUSLY ILL OR INJURED STUDENTS

It is imperative that every student has a completed EMERGENCY HOME CONTACT card on file
in the Main Office. Emergency procedures of any kind must be simple in nature and clearly
understood by all personnel. All members of the school staff are expected to study the following
procedures and implement it correctly in case of emergency.

When a child is judged by the classroom teacher/person in charge of the activity to be seriously
ill, or when a child is seriously injured, the following procedures are to be implemented:
1. The teacher shall IMMEDIATELY notify the administrative staff via the office.
2. In cases of serious illness or injury, make the child as comfortable as possible under the
circumstances. DO NOT ATTEMPT TO MOVE THE STUDENT.
3. In case of an accident, take First Aid measures depending on the nature of the accident.
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Each staff member needs to have a basic working knowledge of First Aid.
4. The Attendance Office will notify the parent/relative, neighbor, physician, etc. as listed
on the Emergency Contact Card.
5. In cases where the parents or others listed on the Emergency Contact Card cannot be
reached and it is apparent that immediate professional help is needed, the administrator
in charge shall contact the police for the purpose of summoning assistance.
6. All accidents are to be reported, in writing, to the appropriate entities by the teacher in charge of
the group or activity as soon as possible.

7. Students with minor ailments, i.e., headaches, hangnail, etc. are to remain in the
classroom or be sent to the appropriate areas.
If a teacher is negligent in the performance of these duties, there is no legal power, which can protect
against the consequences of negligence. However, if a teacher exercises due care to foresee

harmful consequences and to provide reasonable safety measures; the burden of proof of
negligence is placed on the accuser. The courts have upheld teachers who exercised reasonable
care in handling students under their supervision.
There are not statutes in Florida, which grant immunity to teachers from suits for injuries
sustained by pupils. However, the courts have interpreted the law to mean that a teacher is not
liable for injuries to a pupil unless the teacher is negligent.
The best course of action for any teacher to take is to follow known safety rules, to instruct
students as to the best way of carrying out a specific assignment, and to exercise reasonable
precaution in the performance of regular school duties whether they are in the classroom, on the
field or on a field trip. In other words, teachers should use sound judgment and exercise
initiative.
CODE OF ETHICS OF THE
EDUCATION PROFESSION IN FLORIDA

(1)

The following disciplinary rule shall constitute the Principles of Professional Conduct of
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.
(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
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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 services, unless disclosure serves professional
purpose or is required by law.
(4)

Obligation to the public requires that the individual:
(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 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 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 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
colleague.
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(f) Shall not use coercive means or promise special treatment to influence
professional judgment 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 of the Education Profession in Florida and other
applicable Florida Statues and State Board of Education Rules.
(m) Shall report to appropriate authorities any known allegation of a
violation of the Florida School Code or State Board of Education
Rules.
(n) 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.
(o) Shall comply with the conditions of an order of the Education Practices
Commission imposing probation, imposing a fine, or restricting the
authorized scope of practice. Shall, as the supervising administrator,
cooperate with the Education Practices Commission in monitoring the
probation of a subordinate.
INSTRUCTIONAL
STANDARDS (IPEGS)

PROFESSIONAL

PERFORMANCE

Clearly defined performance standards for personnel constitute the foundation for the
instructional personnel evaluation system. A fair and comprehensive evaluation system provides
sufficient detail and accuracy so that both professionals and assessors reasonably understand the
standards.
Performance Standards refer to the major duties performed and vary based on the role of the
professional: teacher, instructional support personnel or student services personnel.

Performance Standards for Teachers
For teachers, there are eight performance standards which are described below.
PERFORMANCE STANDARD 1: LEARNER PROGRESS
The work of the teacher results in acceptable and measurable learner progress as
specified in F.S. §1012.34.
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PERFORMANCE STANDARD 2: KNOWLEDGE OF LEARNERS
The teacher identifies and addresses the needs of learners by demonstrating respect
for
individual
differences,
cultures,
backgrounds,
and
learning styles.
PERFORMANCE STANDARD 3: INSTRUCTIONAL PLANNING

The teacher uses appropriate curricula (including state reading requirements, if
applicable), instructional strategies, and resources to develop lesson plans that
include goals and/or objectives, learning activities, assessment of student learning,
and home learning in order to address the diverse needs of students.
PERFORMANCE STANDARD 4: INSTRUCTIONAL DELIVERY AND ENGAGEMENT
The teacher promotes learning by demonstrating accurate content knowledge and
by addressing academic needs through a variety of appropriate instructional
strategies and technologies that engage learners.
PERFORMANCE STANDARD 5: ASSESSMENT
The teacher gathers, analyzes, and uses data (including FCAT state assessment data,
as applicable) to measure learner progress, guide instruction, and provide timely
feedback.

ard6
Florida Statute

§1012.34(PERFORMANCE

STANDARD 6: COMMUNICATION

The teacher communicates effectively with students, their parents or families, staff, and
other members of the learning community.

PERFORMANCE STANDARD 7: PROFESSIONALISM
The teacher demonstrates behavior consistent with legal, ethical, and professional standards
and engages in continuous professional growth.
PERFORMANCE STANDARD 8: LEARNING ENVIRONMENT
The teacher creates and maintains a safe learning environment while encouraging fairness,
respect, and enthusiasm.

Performance Standards for Instructional Support Personnel
For instructional support personnel, there are seven performance standards which are described
below.
PERFORMANCE STANDARD 1: LEARNER PROGRESS
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The work of the instructional support professional results in acceptable and
measurable learner or program progress as specified in F.S. §1012.34.
PERFORMANCE STANDARD 2: KNOWLEDGE OF LEARNERS
The instructional support professional identifies and addresses the needs of the
target learning community by demonstrating respect for individual differences,
and understanding of cultures, backgrounds, and learning styles.
PERFORMANCE STANDARD 3: PROGRAM MANAGEMENT
The
instructional
support
professional plans, organizes,
promotes, and manages programs
and/or services to meet the
diverse needs of all learners.
PERFORMANCE STANDARD 4: PROGRAM DELIVERY
The instructional support professional uses knowledge of subject/content/field/ technology
to implement services for the targeted learning community consistent with established
standards and guidelines.
PERFORMANCE STANDARD 5: ASSESSMENT
The instructional support professional gathers, analyzes, and uses data (including FCAT
state assessment data, if applicable) to measure and guide learner or program progress, and
to provide timely feedback.

The performance standards

PERFORMANCE STANDARD 6: COMMUNICATION
The instructional support professional communicates effectively with learners, their parents
or families, staff, and other members of the learning community.

PERFORMANCE STANDARD 7: PROFESSIONALISM
The instructional support professional demonstrates behavior consistent with legal, ethical,
and professional standards and engages in continuous professional growth.

Performance Standards for Student Services Personnel
For all student services personnel, there are seven performance standards which are described
below.
PERFORMANCE STANDARD 1: LEARNER PROGRESS
The work of the student services professional results in acceptable and
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measurable learner or program progress as specified in F.S. §1012.34.
PERFORMANCE STANDARD 2: KNOWLEDGE OF LEARNERS
The student services professional identifies and addresses the needs of the
target learning community by demonstrating respect for individual differences,
and understanding of cultures, backgrounds, and learning styles.
PERFORMANCE STANDARD 3: PROGRAM MANAGEMENT
The student services professional plans, organizes, and manages programs
and/or services to meet the diverse needs of all learners.
PERFORMANCE STANDARD 4: PROGRAM DELIVERY
The student services professional uses knowledge of subject/content/field/
technology to implement services for learners and the learning community
consistent with established standards and guidelines.
PERFORMANCE STANDARD 5: ASSESSMENT
The student services professional gathers, analyzes, and uses data (including FCAT state
assessment data, if applicable) to measure and guide learner or program progress, and to
provide timely feedback.
PERFORMANCE STANDARD 6: COMMUNICATION
The student services professional communicates effectively with learners, their parents or
families, staff, and other members of the learning community and advocates for learners.
PERFORMANCE STANDARD 7: PROFESSIONALISM
The student services professional demonstrates behavior consistent with legal, ethical, and
professional
standards
and
engages
in
continuous
professional growth.
EMPLOYEE ASSISTANCE PROGRAM

Miami-Dade County Public Schools recognize that a wide range of problems not directly
associated with an employee’s job function can have an effect on an employee’s job
performance. In most instances, the employee will overcome such personal problems
independently and the effect on job performance will be negligible. In other instances, normal
supervisory assistance will serve either as motivation or guidance by which such problems can
be resolved so the employee’s job performance will return to an acceptable level. In some cases,
however, efforts of neither the employee nor supervisor have the desired effect of resolving the
employee’s problems and unsatisfactory job performance persists over a period of time, either
constantly or intermittently.
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The Employee Assistance Program is intended to help employees and their families who are
suffering from such persistent problems as may tend to jeopardize an employee’s health and
continued employment. The problems may include alcoholism, drug abuse, emotional or other
concerns, such as health, family, financial, legal, or vocational difficulties.
Dade County Public Schools recognize behavioral disorders and mental health problems as
illnesses that can be successfully treated. Employees who need help in those areas of concern
will be given the same considerations as those employees with other illnesses. The program
goal is to help individuals who develop such problems by providing for consultation, and
referral to treatment, and rehabilitation to prevent their condition from progressing to a degree at
which they cannot work.
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SPED & ESOL
STUDENT SUCCESS
CENTERS
SSC

CUSTODIAL &
SECURITY SUPPORT

STUDENT
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ONE STOP

BUDGET

Secondary Student
Success Centers
S3C’S

JUVENILE JUSTICE
CENTER SCHOOL

TGK
METRO WEST
JACKSON HOSPITAL
RICHMOND-PERRINE

TESTING &
DATA
DISSAGGREGATION

DJJ
AFFILIATING
PROGRAMS
DJARF
Miami Youth,
AMI-(North and South)
and PACE

COACHES &
PROFESSIONAL
DEVELOPMENT

Citrus, His House, Boys
Town, Here’s Help,
Miami Bridge(North and South)
Nicklaus Children Hospital

IPEGS
IMPLEMENTATION
IPEGS
IMPLEMENTATION

CLERICAL,
ATTENDANCE,
TRUANCY, &
TECHNOLOGY

Compliance Review
& Title I
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Dr. Theron A. Clark
Student Services
One Stop
Andrea Fletcher-Dawkins
Susan Hansen
Maria Molina
Social Workers
Ben Cabell
Edward Ellenwood
Trust Counselor
Eileen Machado
Counselors
Rolando Garrote
Lynn Nelson
Cleofe Rodriguez
Security
Vernon Atchison (PT)
Ernest Daniels (PT)
Clyde Gibson (PT)
Geneva Harrison
Marvin Jones
Claudia Nichols
Xochitl Perez Marthell
Ms. Scott (PT)
Joyce Williams
Bernard Williamson (PT)
Custodians
Antoine Brown
Alonzo Britt (PT)
Ana Bueno (OT)
Randy Fortner(OT)
Lyndell Hodge (OT)

Student Success Centers
(AOS)
Raymond Beneby
Ricky Burgess
Leonardo Cancio
Maxie Graham
Thomas Harrington
Wayne Jackson
Valerie Jean-Gilles
Mario Jeune

S3C’S
Dr. Lynn Atkinson
Thonda Ollis-Bellamy
Carolyn Castillo
Walter Cheso
Leslie Gamble (PT)
Sunil Gokul
Liane Harris
Willa Jackson (Para)
Launtrice Starke
Angela Toombs
Teresa Valcarcel
Sabrina Waters

Jacqueline Merkerson
Robyn Messina
Theophilus Morley (PT)
Kevin Roach
Santos Torres
Dr. Jesse Walker
Success Coaches
Dr. Will Bankston
Anneliese Bunge-Roman
Mary Castellon
Holly Howard
Jennifer Lanzetta

Technology
Alejandro Gonzalez

Juvenile Justice Center
School
Tonya Daly-Barnes (AP)
Rose Cromartie
Anthony Bush
Gina Graham-Clark
Jasmine Rose
Frieda Griffith
Desrick Campbell
Sharon Davis
Jacquelle Sconiers
Vondolyn Hightower
Darin Oden
Latonya Shackelford
Eliana Meza
Darline Jean-Pierre
Martha McGuire
Beatrice Coldros
Sean Pascale
Dwight Kumanchik
Sophia Allen
Nicole Adams
Rene Rojas
Mellar Levasseur
Diana Stafford
Bertha Wilson
Onielio Rios
Geneva Banks
Frances James

Jackson Memorial
Hospital Child
Dr. Larry Moss
TGK
Kimberly Charles
Simona Smith
Carlos Won
Metro-West
Kevin Carpenter
Richmond Perrine
Kimberly Scalf

Clerical
Maria Alvarez (Boystown)
Stephanie Griggs
Liliane Jean-Louis
Nonito Palencia (His House)
Noris Pazo
Marilyn Pigott
Marybella Portalatin
Ivelisse Sealy

Karen Pino
Rubin Proctor
Sandra Santiago-Viruet
Rosemarie Scott-Gibbs
Ariel Valdes
Esther Wilson
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Mr. Alberto Iber

Coaches/PD
Instructional Coaches
Mesha C. McLemore
Dr. Belinda Baptiste
Joella Nortelus
TBA (Math/Science)
DJJ Programs
Dade Juvenile Residential
Frank Gonsalves
Jesus Gonzalez
Larry Fair
Esther Del Rio
M. Molina (Counselor 1-Stop)
Miami Youth Academy
Jeffrey Rudd
Dan Wynn
Deborah Sanchez (PM)
Edith Meneses (SPED)
M. Molina (Counselor 1-Stop)

Boystown
Grace Bloom
Dr. Jorge Diaz
Teresa Perez
Miami Bridge-North
Michelle Soucy
Thomas Wilkinson

Miami Bridge-South
Juan Izquierdo
Tanya Loyd-Gonzalez

SPED ESE
Christina Gonzalez
Alina Lago
Vivienne Lopez-Perez
Katherine Stoner

Here’s Help
Mary Connors
Taylor Strauss

Psychologist
Aura Bencosme
Fior Breslaw
Dr. Margarita Tomasso

His House
Felicia Baez
Vanessa Campbell
Susan Castleman
DeShannon Cooper
Rebekah Erdvig

ESOL
Nidia Perez de Ayllon

Citrus Health Crisis
Carrie Zinman

Test Chairperson
Nadeshka Alonso

Path Academy
Maria Blandon
Nicklaus Children
Hospital
Peggy Eason

AMI Kids-North &South
Susan Hansen( Counselor-1 Stop)
Catrilia Thrasher (SPED)
Fior Breslaw (Psychologist)
PACE Center for Girls
TBA (Counselor- 1-Stop)
Alina Lago (SPED)
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EDUCATIONAL ALTERNATIVE OUTREACH PROGRAM
AFFILIATING AGREEMENTS
2017 - 2018 School Year
Dr. Theron A. Clark, Co-Principal
Mr. Alberto Iber, Co-Principal
ADJUDICATED/INCARCERATED
Center / Address / Phone / Fax
Director
*Dade Juvenile Residential
Facility
(G4S Secure Solutions)
18500 SW 424th Street
Florida City, FL 33034
P (305) 247-6492
F (305) 247-1881

Board
Item

Length of
Agreement

Grade

School
Hours

Staff
Hrs

951
7806
NA

Expires
6/30/18

6-12

7:20 am
2:00 pm

7:00 am
2:20 pm

Description

Residential treatment
for DJJ adjudicated
males in need of
intensive dual
diagnosis or mental
health treatment
services

Mr. Peter Plant
*Miami Youth Academy
(G4S Secure Solutions)
10855 SW 84th Street
Miami, FL 33173
P (786) 518-3263
Mr. Peter Plant

602
7811
NA

Turner Guilford Knight Center 351
7000 NW 41st Street
7840
Miami, FL 33166
P (786) 263-5500 (Main/Unit 26)
P (786) 263-5326/27 Classroom
NA

Expires
6/30/18

Expires
6/30/18

6-12

6-12

8:00 am
2:40 pm

7:30 am
2:00 pm

7:20 am
2:40 pm

Residential treatment
facility for males
adjudicated by DJJ

7:00 am
2:20 pm

Residential
Incarceration
Mandatory for males
and females18 and
under and SPED
through age 22

7:00 am
2:20 pm

Residential
Incarceration
Mandatory for males
and females18 and
over and SPED through
age 22

M-DCPS Teachers

Counselor

Frank Gonsalves
(Social Studies, PCSD),
Jesus Gonzalez (Lang. Arts,
Reading)
Larry Fair (Math, Science)
Esther Del Rio (SPED)
Debbie Sanchez
(AM—Principles of Food Prep)

Maria
Molina

Jeffrey Rudd (Science, Math,
Social Studies)
Dan Wynne (Reading, Lang.
Arts, Social Studies)
Deborah Sanchez (PM—
Career Research)

Kimberly Charles (Language
Arts, Reading)
Carlos Won (Math, Science)
Simona Smith
(r)

Maria
Molina

Cleofe
Rodriguez

Placement/
Psychologist

Res/
Non
Res

Esther Del Rio (SPED)

Katherine Stoner
TBA

Res

Katherine Stoner
TBA

Res

Katherine Stoner
Fior Breslaw

SPED/
ESOL

Res

Jesus Gonzalez
(ESOL)

Edith Meneses (PT) (SPED)
Dan Wynne
(ESOL)

Simona Smith
(SPED)
TBA
(ESOL)

Ms. Cobarco-Bridges
Metro West Detention Center
13850 NW 41st Street
Miami, FL 33142
P (786) 493-9516
Ms. Cobarco-Bridges
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NA

Expires
6/30/18

6-12

7:30 am
2:00 pm

Dr. Larry Moss SPED

Cleofe
Rodriguez

TBA
Fior Breslaw

Res

Vivienne Lopez-Perez
(SPED)
Nidia Perez de Ayllon
(ESOL)

Center /
Address /
Phone / Fax
Director
Department of
Juvenile
Justice
3300 NW 27TH
Avenue
Suite 1116B
Miami, FL
33142
P (305) 4936071

Board
Item

Length of
Agreement

C-50
2/12

Expires
6/30/18

Chief
Probation
Officer Terria
Flakes

School
Hours

Staff
Hours

7:50 am

7:30am

2:50 pm

2:50pm

Description
This cooperative agreement outlines the
responsibilities for the effective and efficient
delivery of services for children and youth
served in DJJ settings including residential
programs, detention centers, and youth under
any non-residential supervision according to
specific statutory responsibilities for each
agency. The agreement’s purpose is to ensure
that in the implementation of applicable
provisions of Florida’s statutes and rules, the
School Board is the responsible agency and
exercises general authority over all education
programs within the county. This agreement
also ensures that the School Board and DJJ
cooperatively plan for the provision of
education and social services to all children
and youth who are eligible and in need of such
services.

Site
Administrator

MDCPS Teachers

Tanya DalyBarnes

Rose Cromartie
(Language Arts,
Department Head)
Anthony Bush (Language
Arts)
Gina Graham-Clark (
Language Arts)
Jasmine Rose
(Science/Social Studies)
Frieda Griffith ( Social
Studies)
Desrick Campbell ( Math,
Department Head)
Sharon Davis ( Math)
Jacquelle Sconiers (
Math, Test Chair)
Vondolyn Hightower
(Science)
Darin Oden ( Business
Ed)
Latonya Shackelford
(Reading)

* Juvenile Justice Extended Year (15 Saturdays)
**Juvenile Justice Extended Year (No Saturdays)
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Counselors

Placement/
Psychologist

Res/
Non
Res

SPED/
ESOL

Eliana Meza
(Grades 10-12)
Darline Jean-Pierre
( Grades 5-8)
Martha McGuire
( Grades 9)
Beatrice Coldros

Sean Pascale

Res

Dwight
Kumanchik
SPED
Sophia Allen
SPED

EDUCATIONAL ALTERNATIVE OUTREACH PROGRAM
AFFILIATING AGREEMENTS 2017-2018 School Year
SELECTED COMMUNITY BASED ORGANIZATIONS
Center / Address / Phone / Fax
Director
Belafonte TaColcy Center Inc,
6161 NW 9th Avenue
Miami, Fl. 33127
P (305)751-1235
F (305) 751-0228
Mr. Horace Roberts
Boystown
9525 Sterling Drive
Miami, FL 33157
P (305) 4951474
F (305) 385-8301
Ms. Devika Austin
Citrus Health CRISIS
4175 W 20th Avenue
Hialeah, FL 33012
P (305) 825-0300
F (305) 824-1006

N/A

NA
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Expires
6/30/18

Grade

K-12

School
Hours

N/A

M-DCPS Teachers

Counselor

Placement/
Psychologist

Res/
Non
Res

SPED/
ESOL

N/A

Provide counseling to
students by redirecting
their behavior through a
series of positive
interventions strategies
that includes individual
and group sessions

Agency provides Staff

N/A

N/A

Non
Res

N/A

7:30 am
2:50 pm

Temporary residential
program (2-12 mo.) for
unaccompanied minor
immigrants awaiting
placement (male/female)

Grace Bloom (Lang. Arts, Reading,)
Dr. Jorge Diaz (Social Studies)
Teresa Perez (Science, Math)
Sandra Schwartz (Art)
Maria Alvarez (PT Clerical)

Rolando
Garrote

7:00 am
2:20 pm

Crisis unit and short term
residential facility
(approx. 3 days)
for children under
psychiatric evaluation
and treatment

Carrie Zinman
(Lang. Arts, Reading, Social
Studies, Math, Science)

Cleofe
Rodriguez

7:40 am
3:00 pm

Residential substance
abuse treatment program
for males

Staff
Hrs

Expires
6/30/18

K-12

7:45 am
2:00 pm

401
7833
NA

NA

Expires
6/30/18

Expires
6/30/18

K-12

6-12

8:00 am
2:00 pm

8:00 am
3:00 pm

Description

325
7865

NA

Mr. Anibal Stephenson

Length of
agreement

851
7819

Mr. Mario E. Jardon
Here’s Help
601
15100 NW 27th Avenue
7823
Miami, FL 33054
P (305) 769-9662
F (305) 953-0988
P (305) 685-8201 Main Office ext.233
Mr. John Kross
His House
20000 NW 47th Avenue
Miami, FL 33055
P (786) 663-3562

Board
Item

Expires
6/30/18

6-12

8:10 am
2:30 pm

8:00 am
3:20 pm

Temporary residential
program (approx. 1-2
mo.) for unaccompanied
minor immigrants
awaiting placement

Taylor Strauss (Math, Science)
Mary Connors ( Lang..Arts, Soc Stu)
TBA (SPED)

Felicia Baez ( ESOl)
DeShannon Cooper (Lang.
Arts/ESOL
Rebekah Erdvig (PSC/Music)
Susan Castleman ( Lang. Arts, Soc.
St.)
Vanessa Campbell ( Math, Science)

Cleofe
Rodriguez

Lynn
Nelson

Katherine
Stoner

Tonya Loyd
SPED
Res

TBA

Grace Bloom
ESOL

TBA
Fior Breslaw

Res

TBA
Fior Breslaw

Res

Maria Blandon
(SPED)
Mary Connors
(ESOL)

Maria Blandon
(SPED)

TBA
Fior Breslaw

Carrie Zinman
(ESOL)

Res
Felicia Baez
(ESOL)

Center / Address / Phone / Fax
Director
Jackson - CHILD
1695 NW 9th Avenue
Miami, FL 33136
P (305) 355-7343
F (305) 355-7271
P (305) 355-7336 Classroom
Ms. Sandra Severe
Miami Bridge NORTH
2810 NW South River Drive
Miami, FL 33125
P (305) 635-8953
F (305) 636-3521
P (305) 636-3542 Classroom
Ms. Dorcas Wilcox
Miami Bridge SOUTH
326 NW 3rd Avenue
Homestead, FL 33030
P (305) 246-8956
F (305) 242-8222
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Length of
agreement

Grade

School
Hours

Staff
Hrs

Description

7:20 am
2:40 pm

Crisis unit and short term
residential facility
(approx. 3 days) for
children under psychiatric
evaluation and treatment

7:00 am
2:20 pm

Temporary (approx. 3
weeks) residential shelter
for neglected, dependent,
and runaway males/
females referred by DCF
or police, or voluntary
placement

100
7826
NA

Expires
XXXX

K-12

7:30 am
2:00 pm

250
7832
NA

Expires
6/30/18

6-12

8:00 am
2:00 pm

260
7812

Ms. Dorcas Wilcox
Nicklaus Children’s Hospital 450
3100 SW 62nd Avenue
7855
Miami, FL 33155
P (305) 666-6511
Ms. Jackie Gonzalez

Board
Item

NA

NA

Expires
6/30/18

6-12

Expires
6/30/18

K-12

8:00 am
2:00 pm

7:20 am
2:40 pm

8:00 am
3:00 pm

7:45 am
3:05 pm

Temporary (approx. 3
weeks) residential shelter
for neglected, dependent,
and runaway males/
females referred by DCF
or police, or voluntary
placement
Short term residential
(approx. 3 days)
psychiatric program for
males/females

M-DCPS Teachers

Dr. Larry Moss (Reading, Lang.
Arts, Science, Social Studies,
Math, PSCD)

Michaelle Soucy (Science, Math)
Thomas Wilkinson (Reading,
Soc. St.)
Kimberly Scalf (SPED)

Counselor

Cleofe
Rodriguez

Cleofe
Rodriguez

Juan Izquierdo & Tonya Loyd
(Lang. Arts, Reading, Social
Studies, Science, Math)

Cleofe
Rodriguez

Peggy Eason
(Lang. Arts, Science, Social
Studies, Math, PCSD)

Cleofe
Rodriguez

Placement/
Psychologist

Katherine
Stoner

Res/
Non
Res

Res

SPED/
ESOL

Dr. Larry Moss
(ESOL)

Dr. Margarita
Tomasso

TBA
Dr. Margarita
Tomasso

Katherine
Stoner

Res

Res

Dr. Margarita
Tomasso

Tonya Loyd
(SPED)
Juan Izquierdo
(ESOL)

TBA
Dr. Margarita
Tomasso

Thomas Wilkinson
(ESOL)
Kimberly Scalf
(SPED)

Res

Peggy Eason
(ESOL/SPED)

EDUCATIONAL ALTERNATIVE OUTREACH PROGRAM
CONTRACTUAL AGREEMENTS 2017-2018 School Year

Center / Address / Phone / Fax
Director
*AMI Kids Miami-Dade
North
2701 NE 151st Street
Miami, FL 33160
P (305) 944-1960
F (305) 945-7754
Mr. Enrique Garcia
* AMI Kids Miami-Dade
South
1820 Arthur Lamb Road
Key Biscayne, FL 33149
P (305) 361-7934
F (305) 361-9298
Mr. Terrance Levell
**PACE Center for Girls
1400 NW 36th Street, #200
Miami, FL 33142
P (305) 978-1493

Board
Item

Length of
agreement

Grade

School
Hours

Staff
Hrs

C-11
8/13

Expires
7/31/18

6-12

9:20 am
3:20 pm

8:00 am
3:20 pm

DJJ day treatment and
conditional release
program for adjudicated
males/females

CBO provides educational
program and hires its own
teachers.

150
7804
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Counselor

C-11
8/13

Expires
7/31/18

C-12
8/13

Expires
7/31/18

Expires
XXXX

9:20 am
3:20 pm

8:00 am
3:20 pm

6-12

8:00 am
3:00 pm

7:30 am
3:00 pm

DJJ prevention program
for females identified as
at-risk

CBO provides educational
program and hires its own
teachers.

Gwen Belton

7:45 am
3:05 pm

Specialized education
program that provides
educational and
socioemotional services
for M-DCPS at-risk
students for grades 3-5.

CBO provides educational
program and hires its own
teachers.

Rolando
Garrote

7:00 am
2:20 pm

Alternative educational
facility for students
meeting dropout
prevention criteria

3-5

8:00 am
3:00 pm

750
7835
C-11
8/10

Expires
7/31/18

Susan
Hansen

6-12

001
8012

N/A

CBO provides educational
program and hires its own
teachers.

DJJ day treatment and
conditional release
program for adjudicated
males/females

Ms. Sabrena Payne

Mr. Lance Williams

Staffing Responsibilities
Contract Funding Allocation

Placement/
Psychologist

Res/
Non
Res

201
7805

Ms. Sherry Thompson-Giordano
Path Academy
6300 NW 27th Avenue
Miami, Fl. 33147
P (305) 694-4390

Richmond Perrine
18055 Homestead Avenue
Miami, FL 33157
P (305) 233-9325
F (305) 232-7815

Description

6-12

7:20 am
2:20 pm

CBO provides educational
program and hires its own
teachers.

Susan
Hansen

TBA
Fior Breslaw

Katherine
Stoner
Dr. Margarita
Tomasso

TBA

Cleofe
Rodriguez

Fior Breslaw

TBA

Katherine
Stoner

Non
Res

Non
Res

SPED/
ESOL

Catrilla Thrasher
(SPED)
Nidia Perez de
Ayllon
(ESOL)

Catrilla Thrasher
(SPED)
Nidia Perez de
Ayllon
(ESOL)

Non
Res

Edith Meneses
(SPED)
Nidia Perez de
Ayllon
(ESOL)

Non
Res

Kimberly Scalf
(SPED)

Non
Res

Kimberly Scalf
(SPED)
Nidia Perez de
Ayllon
(ESOL)

EDUCATIONAL ALTERNATIVE OUTREACH PROGRAM
SECONDARY STUDENT SUCCESS CENTERS S3C 2017 - 2018 School Year
Center / Address / Phone / Fax

Parkway Educational Ctr.
2349 NW 175th Street
Miami, Fl. 33169

Board
Item

N/A

Site
Principal

Ms. Ronda
Mims

Grade

6-8

School
Hours

7:20 am
2:20 pm

Staff Hrs

Descriptiom

MDCPS teachers

7:00 am
2:20 pm

Credit Recovery
Center for
overage students

Liane Harris (Science, Soc.
Studies)
Thonda Ollis-Bellamy (Lang.
Arts, Soc. Studies)
Sabrina Waters (Math, Soc.
Studies)

P (305) 624-9613
Lindsey Hopkins Tech
750 NW 20th Street
Miami, FL 33127
P (305) 324-6070

802
7861

Robert Morgan
18180 SW 122nd Avenue
Miami, FL 33177
P (305) 253-9920

803
7862

D. A. Dorsey Technical College
7100 NW 17th Ave.
Miami, FL 33147
P (305) 693-2490
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N/A

Ms. Nyce
Daniel

N/A

Mr. Reginald
J. Fox

N/A

Dr. Angela
ThomasDupree

6-8

7:20 am
2:20 pm

7:00 am
2:20 pm

Credit Recovery
Center for
overage students

6-8

7:20 am
2:20 pm

7:00 am
2:20 pm

Credit Recovery
Center for
overage students

7:00 am
2:20 pm

Credit Recovery
Center for
overage students

6-8

7:20 am
2:20 pm

Angela Toombs (Math, Science)
Dr. Lynn Atkinson (Lang. Arts,
English Soc. St.)
Willa Jackson- Para

Counselor

Placement/
Psychologist

Lynn Nelson

TBA
Fior Breslaw

Rolando
Garrote

TBA
TBA

Sunil Gokul (Math, Science)
Carolyn Castillo(Social Studies,
Math)
Theresa Valcarcel (Lang. Arts,
Science)

Rolando
Garrote

Launtrice Starke,(Lang. Arts,
Social Studies)
Walters Cheso (Math, Science)
TBA

Lynn Nelson

Katherine Stoner

SPED

Alina Lago
(SPED)

Alina Lago
(SPED)

Alina Lago
(SPED)

TBA

TBA
TBA

Alina Lago
(SPED)

EDUCATIONAL ALTERNATIVE OUTREACH PROGRAM
Student Success Centers 2017– 2018 School Year
Center / Address / Phone / Fax
SSC @ 5000 Role Models
6300 NW 27th Avenue
Miami, FL 33147
P (305) 694-4449
SSC @ North Regional Center
733 E. 57th Street
Hialeah, Fl. 33013
P (305) 953-6077
SSC @ Homestead Senior High
2351 SE 12th Avenue
Homestead, Fl. 33034
P (305) 245-7000 ext. 2296
SSC @ Andover Middle School
121 NE 207th Street
Miami Gardens, Fl 33179
P (305) 654-2727 ext. 2101
SSC @ Parkway Educational Complex
2349 NW 175th Street
Miami, Fl. 33055
P (305) 624-9613 ext. 2282
SSC@ Paul Bell Middle School
Miami, FL 33182
P (305) 220-2075 ext. 2113

11800 NW 2nd Street

SSC @ Riviera Middle School
10301 SW 48th Street
Miami, FL 33165
P (305) 226-4286 ext. 2261
SSC @ Madison Middle School
3400 NW 87th Street
Miami, Fl. 33147
P (305) 836-2610 ext. 2254
SSC DOROTHY M. WALLACE COPE CENTER
10225 sw 147TH Ave.
Miami, Fl. 33176
P (305) 233-1044
SSC @ NORTH MIAMI BEACH SENIOR HIGH
1247 NE 167TH Street
North Miami Beach, Florida 33162
P (305) 949-8381 Ext. 2443
SSC Overtown Youth Center
450 NW 14th Street
Miami, Fl. 33136
P (305) 349-1204
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Site
Principal

Grade

School
Hours

Staff Hrs

Description

Dr. Theron
A. Clark

6-12

7:45am
2:30pm

7:40am
3:00pm

Alternative to
Outdoor
Suspension

Dr. Theron
A. Clark

6-12

7:45am
2:30pm

7:40am
3:00pm

Alternative to
Outdoor
Suspension

Mr.
Guillermo A.
Munoz

6-12

7:45am
2:30pm

7:40am
3:00pm

Alternative to
Outdoor
Suspension

Robyn Messina
Kevin Roach
Mary Castellon/ Success Coach

Mrs.
Rennina
Turner

6-12

7:45am
2:30pm

7:40am
3:00pm

Alternative to
Outdoor
Suspension

Mario Jeune
Esther Wilson/ Success Coach
TBA
Theophilus Morley / Interventionist

Ms. Ronda
Mims

6-12

7:45am
2:30pm

7:40am
3:00pm

Alternative to
Outdoor
Suspension

Dr. Jesse Walker
Eddie Walker
Jennifer Lanzetta/ Success Coach

Ms.Ingrid
Soto

6-12

7:45am
2:30pm

7:40am
3:00pm

Alternative to
Outdoor
Suspension

Mr. Jorge
Rivas

6-12

7:45am
2:30pm

7:40am
3:00pm

Alternative to
Outdoor
Suspension

Thomas Harrington
TBA
Ariel Valdes/ Success Coach

Dr. Philippe
J. Napoleon

6-12

7:45am
2:30pm

7:40am
3:00pm

Alternative to
Outdoor
Suspension

Leonardo Cancio
TBA
Sandra Santiago/ Success Coach

Annette
Burks-Grice

6-12

7:45am
2:30pm

7:40am
3:00pm

Alternative to
Outdoor
Suspension

Ricky Burgess
TBA
Annaliese Roman/ Success Coach

Mr. Randy A.
Milliken

6-12

7:45am
2:30pm

7:40am
3:00pm

Alternative to
Outdoor
Suspension

7:40am
3:00pm

Alternative to
Outdoor
Suspension

Dr. Theron
A. Clark

6-12

7:45am
2:30pm

MDCPS teachers/Success
Coaches
Maxie Graham
TBA/ Success Coach
Raymond Beneby
TBA
Karen Pino/Success Coach

Wayne Jackson
TBA
Rosemary Scott-Gibbs/ Success Coach

Santos Torres
Valerie Gauthier
Dr. Willie Bankston/ Success Coach
Jacqueline Merkerson
TBA
Holly Howard/ Success Coach

EDUCATIONAL ALTERNATIVE OUTREACH PROGRAM
STUDENT SERVICES

Name

Base Location

Work Hours

Assigned Sites

Susan Hansen
One Stop Specialist

ONE STOP

8:00 am – 3:20 pm

Rolando Garrote

EAOP

8:00 am – 3:20 pm

Lynn Nelson

EAOP

8:00 am – 3:20 pm

Cleofe Rodriguez

EAOP

8:00 am – 3:20 pm

Maria Molina
One Stop Specialist

One Stop

8:00 am – 3 :20 pm

One Stop-Central 500 Role Model
AMIKids North
AMIKids South
S3C @ Robert Morgan
S3C @ Lindsey Hopkins
Boystown
Path Academy
S3C @ Parkway
S3C @ DA Dorsey
His House
Citrus Health CRISIS, Jackson CAAP, Miami Bridge
South, Richmond Perrine, Nicklaus, Miami Bridge North,
TGK, Metro West, Here’s Help
One Stop-South Miami MacArthur Sr. High School
DJRF
Miami Youth Academy

Gwendolyn Belton
One Stop Specialist

One Stop

8:00 am – 3 :20 pm

One Stop-North Jan Mann Opportunity School
PACE Center for Girls

Fior Breslaw

AMI Kids North

8:00 am – 3:20 pm

AMI North, Citrus, Here’s Help, His House, PACE,
Parkway S3C, & TGK

TBA

Lindsey Hopkins Tech

7:00 – 2:20

Boystown, D. A. Dorsey, Jackson Hospital, Lindsey
Hopkins, Metro West and Richmond Perrine

Margarita Tomasso

5000 Role Models

8:00 am – 3:20 pm

Bridge North, Bridge South, DJRF, MYA, Nicklaus
Children’s Hospital and Robert Morgan, AMI South

Counselors

Psychologists
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EDUCATIONAL ALTERNATIVE OUTREACH PROGRAM
SUPPORT STAFF

Coaches
Name
Belinda Baptiste - Math
Mesha McLemore-Campbell - Reading
Joella Nortelus-Reading

Base Location
500 Role Models
500 Role Models
500 Role Models

Assigned Sites
All Sites
All Sites
All Sites

ESOL Chair Person
Name

Base Location
500 Role Models

Assigned Sites
All Sites

Name
TBA

Base Location
500 Role Models

Katherine Stoner

500 Role Models

Vivienne Lopez-Perez/SPED Program Specialist
Alina Lago/Gifted

500 Role Models
500 Role Models

Assigned Sites
AMI North, PACE, Parkway, Lindsey, Dorsey, Metro
West, Citrus Health, Here’s Help, His House & MBN,
AMI South, RPO, Robert Morgan, DJRF, MYA, TGK,
Boystown, Jackson, MBS & PATH
All Sites
DEOA Sites/S3C@Parkway, Lindsey, Dorsey,
Bridge South, Here’s Help & Robert Morgan

Nidia Perez de Ayllon
SPED Specialists

Testing Chair
Name

Base Location
500 Role Models

Assigned Sites
All Sites

Name

Base Location
500 Role Models
500 Role Models

Assigned Sites
All Sites
All Sites

Name
Eileen Machado

Base Location
500 Role Models

Assigned Sites
S3C & RPO

Technology and Telecommunication
Name
Alejandro A Gonzalez

Base Location
500 Role Models

Assigned Sites
All Sites

Nadeshka Alonso
Social Workers
Ben Cabell
Edward Ellenwood
Trust Specialist
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Administrative & School Support Staff
Name
Dr. Theron A. Clark, Principal
Mr. Alberto Iber, Principal
Tabitha Young – Assistant Principal
Stephanie Griggs – Principal’s Secretary
Geneva Harrison – Security Monitor
Willa Jackson (DJJ Special Assignment)
Liliane Jean-Louis – School Clerk/ESE
Marvin Jones – Security Monitor
Claudia Nichols – Security Specialist
Xochitl Perez-Marthell – Security Monitor
Marilyn Pigott – Attendance Manager
Marybella Portalatin - Registrar
Ivelisse Sealy – Office Manager
Joyce Williams – Security Monitor

Base Location
500 Role Models
500 Role Models
500 Role Models
500 Role Models
500 Role Models
DJJ
500 Role Models
D.A. Dorsey Technical College
500 Role Models
S3C @ Lindsey Hopkins
500 Role Models
500 Role Models
500 Role Models
Parkway Educational Center

Assigned Sites
500 Role Models
500 Role Models
500 Role Models
500 Role Models
500 Role Models
S3C @ Lindsey Hopkins
500 Role Models
D.A. Dorsey Technical College
500 Role Models
S3C @ Lindsey Hopkins
500 Role Models
500 Role Models
500 Role Models
Parkway Educational Center

Part-Time Employees
Name
Maria Alvarez
Vernon Atchison
Alonzo Britt
Ernest Daniels
Leslie Gamble
Clyde Gibson
Theophilus Morley
Noris Pazos
Sharon Smith-Butler
Bernard Williamson
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Base Location
Boystown
Parkway
500 Role Models
S3C @ Robert Morgan
500 Role Models
500 Role Models
S3C @ Andover
500 Role Models
S3C @ Homestead
S3C @ Robert Morgan

Assigned Sites
Boystown
Parkway
500 Role Models
Robert Morgan S3C
500 Role Models
500 Role Models
S3C @ Andover
500 Role Models
S3C @ Homestead
S3C @ Robert Morgan

Attachment #3
(TENTATIVE) FACULTY MEETINGS /PROFESSIONAL
DEVELOPMENT ACTIVITIES FOR 2017-2018 SCHOOL YEAR
1. September 21, 2017
2. September 28, 2017
3. October 2, 2017
4. October 27, 2017
5. November 22, 2017
6. January 19, 2018
7. February 15, 2018
8. March 23, 2018
9. April 19, 2018
10. April 20, 2018
11. May 17, 2018

Teacher Planning Day/PD Student Success Center Staff
Secondary Early Release Faculty Meeting/Professional Dev.
District-Wide Professional Development Day
District-Wide Professional Development Day
Teacher Planning Day/PD Student Success Center Staff
Teacher Planning Day/PD Student Success Center Staff
Secondary Early Release Faculty Meeting/Professional Dev.
Teacher Planning Day/PD Student Success Center Staff
Secondary Early Release Faculty Meeting/Professional Dev.
Teacher Planning Day/PD Student Success Center Staff
Secondary Early Release Faculty Meeting/Professional Dev.

Attachment #4
Miami Dade County Public Schools
Educational Alternative Outreach Program
Truancy Procedures and Intervention Plan 2017-2018
Dr. Theron Clark – Co-Principal EAOP
Mr. Alberto Iber – Co-Principal EAOP
Ms. Tabitha Young - Assistant Principal EAOP
Ben Cabell - School Social Worker EAOP

Ben Cabell MSW Ed.S
School Social Worker – Educational Alternatives Outreach Program
6300 NW 27th Avenue Miami, Florida 33142
Cell: 786-241-2597
Fax: 1-888-734-0531
Email: benriz@gmail.com or bcabell@dadeschools.net
EAOP Truancy Procedures
Each center is responsible for developing, monitoring and completing attendance plans
and submitting completed attendance packets to School Social Work. Each center
MUST call the home of students who are not in attendance each day, unless the
absence is pre-arranged. As per MDCPS procedures, it is mandatory that a truancy
intervention plan be initiated for each student with 5 or more unexcused absences and a
completed truancy plan must be submitted for all students with 15 unexcused absences
in a 90 day period. Once a student has been accepted by Attendance Services, no
additional documentation is required by the district. You do not need to re-submit
packets for students already on report (see ISIS for student’s current status).
We only have 10 days following the 15th absence to submit completed packet and we
must re-submit every student every 2 years. We need to submit by the 5th day so if we
make an error we can address the error prior to 10-day deadline. If we fail, our program
will be sited for non-compliance and the student will not be marked as truant for another
year. Although it is not required by the district, based on our own EAOP procedures, we
should have had many conversations with parents and at least one home visit long
before the 15th unexcused day is reached, except for the students we inherit.
Please complete attendance plans and packets during the beginning of the
school year, it may be difficult for you to get parents back in when students are
approaching the 15th day. When a student reaches the 15 day, call me for
immediately to pick-up the completed packet with or without parent signature. (If you
don’t know last year’s attendance I will address this). It is urgent that I receive the
completed packet immediately after the 15th absence as I will have to locate the
parents, complete a home visit and all procedures for all EAOP students within 10 days
of the 15th absence.
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Regardless of a student’s truancy status with the district, we cannot make progress with
students who are not in school, so we must work with all of our students with
attendance problems, including those students who are already on truancy report. We
need everyone to promptly, submit student’s to SSW after the 3rd consecutive or
5th cumulative unexcused absence so that I can immediately engage with these
families. Frequently students who have received SSW services, show initial
improvement, but after a period of time, revert to previous patterns. Please re-submit
students each time they meet the 3 consecutive / 5 cumulative unexcused thresholds so
that I can follow-up. Our EAOP procedures apply to all EAOP students regardless of
their status with Attendance Services.
If you have any questions please email or call my cell (786-241-2597).
Many EAOP programs enroll students through third parties. Outreach School Social
Work (SSW) provides limited attendance support to these centers. These centers
receive support from SSW in the areas of student assessment evaluation and
placement (social history SIB etc.). Our efforts in the area of attendance are focused on
assisting programs who enroll students who are not detained and reside with family
members who are responsible for their children’s participation in school. These
programs include:









AMIKids– North
AMIKids - South
Richmond-Perrine Optimist Academy
S3C at DA Dorsey Technical College
S3C at Parkway Educational Complex
S3C at Lindsey Hopkins Technical College
S3C at Robert Morgan Educational Center
PACE School for Girls

Each center is responsible for developing an individualized plan to address
attendance. Centers should call the primary caregiver each day a student is
absent. Each center should document each contact and develop a formalized,
written plan to reward and promote good attendance in the program. Please find
an alternative to excluding students from participation in school, when students
are not in uniform.
Pre-Truancy Intervention
MDCPS does not define a student as “truant” until they have 15 or more unexcused
absences in a 90 day period. In traditional school programs, students are not referred to
SSW until this numerical threshold has been met. Our goal in EAOP is to provide
intensive services to families, regardless of the numerical number of absences. If your
center is unable to contact a caregiver for any reason and/or you have specific
concerns, please contact SSW, so that we can attempt to immediately locate the
caregiver and provide assistance to the family in getting the child back in school. To
refer a student to SSW, submit an email to benriz@gmail.com or
2017-18 EAOP Truancy Procedures and Intervention Plan Page 2
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bcabell@dadeschools.net. In your email, please include; MDCPS ID#, name of student
and primary caregiver, the complete address including apt. # and all relevant phone
numbers and any other information you feel may be helpful to SSW. If you have
questions, please call me (786-241-2597). If the caregiver provides a satisfactory
explanation, please indicate this in the email to SSW that intervention is not indicated.
Parental Involvement
Many of our caregivers do not have working phones, are unable to take time from work
or have other issues that preclude their participation during normal school hours. When
parents are unreachable by phone, traditional programs notify caregivers by mail and
conduct intervention at school without parental participation. This method has proven
ineffective with our population and will be utilized only as a last resort, primarily for
purposes of documentation for attendance services.
Caregivers of all students with 3 consecutive or 5 total unexcused absences will
be referred to SSW. SSW will contact the primary caregiver by phone and / or in
person and request that they participate in developing an attendance plan. This meeting
will take place at a time and location convenient to the parent/caregiver. The caregiver
may elect a school based meeting, during normal school hours or a home based
meeting at the caregiver’s residence or location convenient to the caregiver and at a
time convenient to the caregiver. SSW is available to meet with parents between 9:00
AM and 10:00 PM Monday – Thursday, 8:00AM – 3:30PM on Friday and 6:00 PM –
9:00 PM on Sunday whenever school is in session.
The procedures for home based meetings will be identical to that which is prescribed in
the MDCPS Truancy Procedures, with the exception that the meetings will be divided
into two parts. The first part of the meeting will take place at the student’s home and will
include the primary caregiver(s), student and the SSW. The SSW will provide a partially
completed attendance plan and written report concerning issues addressed to the
center and EAOP administration by email. The second part of the meeting will take
place the following school day at school and include the student, counselor,
administrative designee and psychologist (when possible). The purpose of this meeting
at school is to finalize the plan. If attendance issues persist, please contact SSW so
that we can follow-up / re-access / re-address.
Intensive Intervention
Students with 3 consecutive or 5 cumulative unexcused absences will be placed in
EAOP intensive intervention. Many of our families experience issues that exacerbate
attendance problems. Often, families become aware of obstacles to attendance, such
as legal involvement and / or detention, transportation failures, eviction, change in
caregivers, domestic violence, food insecurity, child care issues, medical and mental
illness, etc. after school hours. Students and caregivers of students in intensive
intervention (3 consecutive or 5 total unexcused) should be given the cell phone
number for SSW and encouraged to call SSW immediately when they become
aware of any problem that may prevent the student from attending school the
following day.
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We have a limited number of Metro-Dade County bus tokens to assist students with
emergency transportation problems. We provide these tokens in cases such as: “We
got evicted and had to move far from school, my grandmother has to go to the hospital
and I have to get my little brother ready for school etc.” Even if a student is assigned to
traditional MDCPS bus transportation, we can still give the student a token and tell
him/her to “come to school, even if you come late”. If you need an emergency token at
your center, please contact SSW. Each center is responsible for documenting tokens
given to students and returning unused tokens to the Outreach office.
School Abandonment (W022)
When caregivers are unreachable by phone, SSW will visit the caregiver’s last known
address. The SSW may leave a note on the door and ask neighbors for assistance in
locating the family. If SSW is unable to locate the family a follow-up visit will be
conducted. If the caregiver (or students who are over 18 years old) are unreachable,
SSW will notify the center that no further intervention can occur until the family is
located. In these cases administration should be notified to determine if the student
should be withdrawn. If the student returns to school, it is essential that the center
obtain an accurate address and phone number. (Please get the caregivers phone #
even if it is not in service). After a minimum of two unsuccessful attempts, or when the
parent and/or student indicate they are unwilling to work with the school, a traditional
truancy conference may be conducted and a packet submitted to Attendance Services.
EAOP School Social Work Contact Information
Ben Cabell MSW EdS (Office 305) 694-4444 - Cell 786-325-3205)
benriz@gmail.com or bcabell@dadeschools.net
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MIAMI-DADE COUNTY PUBLIC SCHOOLS
JOB DESCRIPTION
CLASS TITLE:

School Psychologist

JOB CODE: 0718

DEPARTMENT: Office of Exceptional Student Education

BASIC OBJECTIVES
The school psychologist functions as a member of the total educational team. The
psychologist brings to the team specialized knowledge and skills related to learning
processes, techniques of assessment of learning and social adjustment, research design,
and modification of behaviors.

JOB TASKS/RESPONSIBILITIES
1.

Assessment and Diagnosis: Completes a thorough psychological evaluation of
each child referred to him/her. This evaluation may include the following tasks:
- Observation of children in a classroom setting.
- Administration of individual tests of intellectual aptitudes and academic
achievement; tests that identify special aptitudes of mental process skills; and
tests and inventories that measure emotional, social, and behavioral
characteristics, and personality adjustment.
- Interpret and integrate evaluation data and write comprehensive educationally
relevant psychological reports.

2.

Consultation: Use a consultation model in Child Study Team and staffing
conferences which includes:
- Consulting with teachers, student support personnel, administrators, parents,
and other appropriate personnel regarding specific case referrals and provide
recommendations for alternative strategies.
- Design and/or provide teacher inservice training in such areas as classroom
management, learning disabilities, etc.
- Act as referral agents to school personnel, agencies, and parents.

3.

Counseling/Behavior Management: Use psychological techniques and learning
principles to improve communication, socialization, adjustment, adaptations, and
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achievement by providing short-term counseling for students and assistance in
developing behavior management programs for teachers.
4.

Research: Plan and/or participate in educational research aimed at improving
instructional programs.

5.

Professional Development: Attend inservice meetings and conferences to
enhance professional skills and aptitudes.

6.

Other Responsibilities: Perform other responsibilities as assigned by the
immediate supervisor, Region Director for ESE, or the supervisor of Psychological
Services.

PHYSICAL REQUIREMENTS
This work requires the following physical activities: climbing, bending, stooping, kneeling,
twisting, reaching, sitting, standing, walking, lifting, finger dexterity, grasping, repetitive
motions, talking, hearing and visual acuity. The work is performed primarily indoors.

MINIMUM QUALIFICATION REQUIREMENTS
1.

Current certification or evidence of certifiability in School Psychology by the State
of Florida.

2.

Demonstration of good writing skills.

3.

Demonstration of ability to work cooperatively with others.

4.

Demonstrate a working knowledge of duties to be assigned.
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Miami-Dade County Public Schools
Job Description
CLASS TITLE: Mathematics Coach
DEPARTMENT: Curriculum and Instruction

JOB CODE: 1535
Salary Schedule: AO/CO

DATE: 8/20/08

BASIC OBJECTIVES
The Mathematics Coach (K-5/6, 6-8, 9-12) will direct instructional services related to
mathematics for students and provide technical assistance to teachers implementing the
Comprehensive Mathematics Plan at the school level. Emphasis will be on utilizing the
coaching model to facilitate the successful implementation of research-based mathematics
instruction. The Mathematics Coach plays a pivotal role in the success of the school’s
mathematics program.
JOB TASKS/RESPONSIBILITIES
1. Assists with the coordination and implementation of the Comprehensive
Mathematics Plan, District Mathematics Curriculum, and Florida’s Mathematics
Standards.
2. Utilizes the coaching model (planning, demonstrating, providing feedback) with
teachers at the school site.
3. Assists administration and classroom teachers in the interpretation of student
assessment data.
4. Facilitates mathematics learning teams.
5. Participates in professional development and shares the content with school-site
personnel.
6. Plans and implements a professional development schedule and provides site-based
professional development in mathematics content, instructional strategies, literacy,
and technology to staff that is aligned to the needs of students based upon student
assessment data.
7. Performs other duties comparable to the above, as these duties describe only the
typical, primary features of the job.
PHYSICAL REQUIREMENTS
There is light physical work which requires the following physical activities: mobility, sitting,
finger dexterity, grasping, repetitive motions, talking, hearing, and visual acuity. The work is
performed indoors. Frequent travel within the county may be required.
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Job Code TBD
MINIMUM QUALIFICATIONS
1. Minimum of three years classroom teaching experience in Mathematics and/or
elementary education with appropriate certification.
2. Certification in Elementary Education (Grades K-6), Middle School Mathematics (Grades
5-9), and/or Mathematics (Grades 6-12).
3. Ability to work with and serve in a collaborative role between administrators, teachers,
students, school staff, and community members.
4. Ability to prepare and deliver presentations and workshops that may include grade-level
specific mathematics content to varying audiences, including teachers and
administrators.
5. Demonstrate an in-depth knowledge of mathematics and principles of effective
mathematics instruction.
6. Ability to analyze data and use it to inform instruction.
7. Ability to communicate effectively in both oral and written forms.
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Miami-Dade County Public Schools
Job Description

CLASS TITLE: Reading Coach
DEPARTMENT: Curriculum and Instruction

JOB CODE: 1530
Salary Schedule: AO/CO

DATE: 8/25/08

The
Reading
Coach (K-5/6, 6-8, 9-12) will direct instructional services related to literacy for students
BASIC
OBJECTIVES
and provide technical assistance to teachers implementing the K-12 Comprehensive Research-based
Reading Plan (CRRP) at the school level. Emphasis will be on utilizing the coaching model to
facilitate the successful implementation of research-based literacy instruction. The Reading Coach
plays a pivotal role in the success of the school’s reading plan.
JOB TASKS/RESPONSIBILITIES
1. Assists with the coordination and implementation of the K-12 Comprehensive Researchbased Reading Plan.
2. Utilizes the coaching model (planning, demonstrating, providing feedback) with teachers at
the school-site.
3. Provides site based professional development to staff that is aligned to the needs of
students based upon student assessment data.
4. Assists administration and classroom teachers in the interpretation of student assessment
data.
5. Assists in coordinating and monitoring intervention services to identified students.
6. Participates in professional development and shares the content with school-site personnel.
7. Plans and implements a professional development schedule to includes topics such as but
not limited to: the five essential elements of reading, the effective utilization of researchbased reading materials, the effective implementation of differentiated instruction, the
implementation of professional study groups, analyzing and utilizing student assessment
data.
8. Performs other duties comparable to the above, as these duties describe only the typical,
primary features of the job.
PHYSICAL REQUIREMENTS
There is light physical work which requires the following physical activities: mobility, sitting, finger
dexterity, grasping, repetitive motions, talking, hearing, and visual acuity. The work is performed
indoors. Frequent travel within the county may be required.
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Job Code 1530

MINIMUM QUALIFICATIONS
1. Minimum of three years classroom teaching experience in Language Arts and/or Reading
and/or English, and/or elementary education with appropriate certification.
2. Certification in Reading or Endorsement in Reading or advanced coursework in reading
instruction.
3. Ability to work with administrators and faculties.
4. Ability to prepare and deliver presentations and workshops to varying audiences, including
content area teachers and administrators.
5. Ability to provide coaching experiences in classrooms using the coaching model.
6. Exhibit knowledge of scientifically based reading research.
7. Demonstrate special expertise in high quality reading instruction.
8. Ability to analyze data and use it to inform instruction.
9. Ability to communicate effectively in both oral and written forms.

Prior revision date(s): 5/05/05
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MIAMI-DADE COUNTY PUBLIC SCHOOLS
JOB DESCRIPTION

CLASS TITLE: School Clerk II
DEPARTMENT: Schools

JOB CODE: 4215/4216
PAY GRADE: 18 (UO)

DATE: 01/29/01

BASIC OBJECTIVES
This is advanced clerical work to support attendance, student services, after school care,
magnet, curriculum of community school programs, managing and maintaining student
attendance information or assisting the School Secretary, Registrar and/or Treasurer. The
work involves performing a variety of tasks which require a working knowledge of school
operating policies, practices, and procedures.
JOB TASKS/RESPONSIBILITIES
1.

Prepares and maintains a wide variety of documents, including, but not limited to:
forms, reports, business correspondence, evaluations, announcements, and
psychologicals.

2.

May assist with accounting or financial management activities. Receiptsfees, collects
payments, and prepares recap of deposits.

3.

Greets visitors, operates switchboard, makes and distributes photocopies.

4.

Processes and distributes incoming mail.

5.

Assistswith registration activities: registers, transfersand withdrawalsstudents, enters
data via CRT terminals to change status or update records as required.

6.

Schedulesappointmentsor conferencesfor administrative or instructional personnel.

7.

May keep attendance recordsof staff and processpayroll or distribute payroll checks.

8.

May be responsible for the processing of electronic RPA’s, security and accident
reports, purchase requisitions and maintenance requests.

9.

Arrangesbustransportation and issuesbuspassesand work permits, processeslunch
applications and may supervise a small group of student aides.

10.

Performs related work as required or as assigned.
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Job Code 4215/4216
PHYSICAL REQUIREMENTS
Thisislight work whi ch requiresthe following physical activities: twisting, reaching, sitting,
standing, walking, lifting, climbing, finger dexterity, grasping, talking, hearing and visual
acuity. Work is performed primarily indoors.

MINIMUM QUALIFICATION REQUIREMENTS
1.

Graduation from high school or an equivalent recognized certificate.

2.

One to two years secretarial, clerical or bookkeeping experience.

3.

Knowledge of school operations and related policies and procedures preferred.

4.

Ability to operate automated office equipment.

5.

Must demonstrate competency by passing the appropriate clerical examination.

Prior revision date(s): 08/24/83, 04/29/93, 10/07/94
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MIAMI-DADE COUNTY PUBLIC SCHOOLS
JOB DESCRIPTION

CLASS TITLE: School Monitor
DEPARTMENT: Schools

JOB CODE: 8010/8004
PAY GRADE: 7 (U1)

DATE: 02/20/01

BASIC OBJECTIVES
Under general direction from the school principal, he/she performs duties to monitor
student activity in promoting and maintaining a safe learning environment and insures
that appropriate standards of conduct are followed.
JOB TASKS/RESPONSIBILITIES
Visually observes student behavior during school hours, on school property. Reports
serious disturbances to the school administration and resolves minor altercations.
Physically patrols all school buildings, grounds, and determines reason for the
presence of outsiders. Stops and questions all students not in class during class time.
Monitors parking lots and student gathering areas (before, during and after school
hours). Reports any safety or security problems to the administration. Performs any
other duties set by the school principal or his/her designee.
PHYSICAL REQUIREMENTS
This is light work whi ch requires the following physical activities: climbing, bending,
stooping, twisting, reaching, standing, walking, grasping, talking, hearing and visual
acuity. The worker is exposed to noise and the work is performed indoors and
outdoors.
MINIMUM QUALIFICATION REQUIREMENTS
1.

High school diploma or equivalent certification.

2.

Applicant must be at least 21 yearsold and pass a Criminal History background
check.

Prior revision date(s): 05/12/93, 02/03/94
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MIAMI-DADE COUNTY PUBLIC SCHOOLS
JOB DESCRIPTION
CLASS TITLE: School Social Worker JOB CODE: 1397/1398
DEPARTMENT: Division of Student Services DATE: April 14, 2006
I. BASIC OBJECTIVES
The school social worker (SSW) is a member of the student services team
and is responsible for assisting all learners in developing their potential to
grow academically, socially and emotionally. School social workers operate
from an ecological perspective, having specialized knowledge, training and
skills in viewing the whole child in their environmental context. They serve as
the link between the home, school and community, facilitating productive
communication. School social workers encourage and support students’
academic and social success by reducing barriers interfering with learning
and promoting wellness. They act as advocates for the school, student and
family. School social workers provide assessment, intervention, and
prevention services. They work collaboratively with school team members to
promote the mental and physical health and well being of all students.
II. JOB RESPONSIBILITIES/TASKS
1. Assessments: Conducts formal or informal assessments (e.g.
psychosocial developmental history, adaptive behavior measurements,
classroom observations) of students’ individual strengths and needs.
Prepares individualized assessments, taking into account the ecological
perspective in focusing on the student as well as their interactions in the
school environment, at home and in community settings. Provides information
that is directly useful in designing interventions. Incorporates assessment
data into reports that include the parents’ perspective, educationally relevant
recommendations, and performance objectives.
2. Prevention and Intervention Services: Develops or designs models of
prevention and/or intervention aimed at improving school attendance, student
academic achievement, behavior and/or social/emotional development.
Ensures that students and their families are provided services within the
context of multicultural understanding and competence that enhances
families’ support of students’ learning experience. Plans prevention and
intervention services related to measurable outcomes in collaboration or in
conjunction with Student Services school staff when appropriate.
3. Counseling Services: Provides individual, group and family counseling to
address targeted problems interfering with students’ functioning and well
being. Utilizes understanding of human behavior in the social environment as
well as psychosocial, developmental and cultural factors to identify obstacles
to success while building on strengths and resiliencies. Offers the opportunity
to explore different ways of understanding and perceiving the environment
and facilitates more effective ways of coping.
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4. Attendance Intervention: Works with student truancy cases as
determined by School Board Rule 6GX13-5A-1.04 utilizing social work
expertise to create intervention plans to reduce poor attendance. Participates
in school truancy intervention teams employing school and community
resources to provide escalating
services for truancy referrals. Assists students and families in resolving
factors impeding regular attendance.
Page 2 Job Code 1397/1398 – School Social Worker
5. Case Management: Coordinates access to community resources that
address the needs of the student and support students’ success. Helps
parents better understand the school and its programs and services.
Empowers students and their families to gain access to and effectively use
formal and informal community services, maintaining current knowledge of
relevant community resources.
6. Consultation: Provides consultation to facilitate an understanding of
factors in the home, school, and community that affect students’ educational
experiences. Works in collaboration with administrators, student services
professionals, teachers, and other school personnel and community providers
whose common purpose is to develop interventions and programs that
support and enhance the health, social and emotional well being and safety
of students.
7. Advocacy: Advocates for compliance with student and family rights and
responsibilities. Provides information to students and families regarding
district policies and procedures, promoting awareness and compliance.
Promotes mutual respect, understanding and support between school and
home via parent conferences and/or home visits.
8. Crisis Intervention: Assists schools in creating and maintaining a safe
school environment that promotes the development of cognitive, academic,
emotional, and social growth among students. Participates in reducing risk for
vulnerable students by promoting awareness, responding to crises and
assisting schools in reinstating a state of functional safety and security.
9. Professional Development: Seeks to extend knowledge, build skills, and stay
abreast of current trends and best practice models. Upgrades professional
knowledge through research, review of literature, participation in classes,
workshops, conferences, and seminars.
10. Accountability and Confidentiality: Maintains accurate data relevant to
planning, management and evaluation of school social work services. Uses
available technology to enhance communication, obtain and organize
information and demonstrate accountability. Complies with the various local,
state, and federal mandates related to confidentiality. Exercises professional
judgment in the use of confidential information, based on best practice, legal,
and ethical considerations.
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III. PHYSICAL REQUIREMENTS
This is work which requires climbing, bending, reaching, sitting, standing,
frequent, walking, lifting, finger dexterity, grasping, talking, hearing, acuity and
visual acuity. The employee is required to travel frequently by car and is subject
to both indoor and outdoor environmental conditions.
IV. MINIMUM QUALIFICATION REQUIREMENTS
1. Master’s degree in Social Work
2. Current certification in School Social Work by the Florida Department of
Education
3. Demonstrates effective written and verbal communication skills
4. Valid Florida driver’s license.
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MIAMI-DADE COUNTY PUBLIC SCHOOLS
JOB DESCRIPTION
CLASS TITLE: ESE Placement Specialist

SCHEDULE: AO/CO

DEPARTMENT: Designated District/Regional Center Offices & Schools

JOB CODE: 1543
DATE: 8/20/07

BASIC OBJECTIVES
The Placement Specialist for Exceptional Student Education (ESE) programs assists the
Instructional Supervisor for Special Education and the administrators in the Division of
Special Education with the regional center/district level activities related to the delivery of
instructional programs and services for exceptional students.
JOB TASKS/RESPONSIBILITIES
1.

Serves as the Local Education Agency (LEA) representative for the Assistant
Superintendent, Office of Special Education and Psychological Services, when a
determination of initial eligibility, initial placement, change of eligibility and/or
placement, manifestation determinations/expulsion reviews, adding or deleting
supplementary aids and related services, and dismissal of exceptional students is
required.

2.

Reviews psychological evaluations and other pertinent records prior to Individual
Educational Plan/Educational Plan (IEP/EP) team meetings, Mediations and Due
Process Hearings to assure that procedures outlined in the Policies and
Procedures for the Provision of Specially Designed Instruction and Related
Services for Exceptional Students have been adhered to.

3.

Completes all required forms related to eligibility and placement of exceptional
education and/or Section 504 students.

4.

Assists the IEP/EP team in identifying the range of placement options and
determining the least restrictive environment.

5.

Makes referrals to FDLRS-South, outside agencies, professional organizations,
support groups, websites, and/or region/district staff when additional diagnostic data,
services or additional information is needed.

6.

Provides professional development through inservice training and individual support
to schools.

7.

Requests transportation services as needed for assigned schools.

8.

Monitors reevaluation staffings and the transmittal of required documents to the
regional center/district office.
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9.

Provides follow-up services related to implementation of the IEP/EP/Section 504
Accommodation Plan and/or mediation agreement and maintenance of required
records (including cumulative and electronic records) at the school level, monitoring
records for compliance with federal, state and district mandates.

10.

Provides follow up services relative to inclusion practices for individual students
and/or school wide implementation.

11.

Monitors the need and proper utilization of 1:1 paraprofessionals.

12.

Explains procedural safeguards and assures compliance with due process
procedures at all IEP/EP/Section 504 meetings.

13.

Participates and prepares cases for District Placement Review Committee Meetings,
Mediations and Due Process Hearings.

14.

Performs related work as required or as assigned by the supervising administrator or
his/her designee.

PHYSICAL REQUIREMENTS
This work requires the following physical activities: sitting, mobility, lifting, finger dexterity, grasping,
repetitive motions, talking, hearing and visual acuity. The work is performed primarily indoors.
MINIMUM QUALIFICATION REQUIREMENTS
1.

Master's degree in Exceptional Student Education with certification in one or more
areas of exceptional student education is preferred.

2.

Minimum of three (3) years teaching experience.

3.

Ability to communicate effectively in both oral and written forms.

4.

Experience in writing IEPs.

5.

Knowledge of the referral, evaluation and placement process.

Prior revision date(s): 5/03/02
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JOB DESCRIPTION
MIAMI-DADE COUNTY PUBLIC SCHOOLS
CLASS TITLE: Special Education Teacher

JOB CODE: Multiple

DEPARTMENT: Exceptional Student Education

DATE: 06/25/03

BASIC OBJECTIVES
This is a professional position responsible for the instruction of exceptional students through the teaching of
academic, social skills in accordance with the students Individualized Educational Plan (IEP).
JOB TASKS/RESPONSIBILITIES
1.

Plans curriculum and prepares lessons and other instructional materials to meet individual needs of students,
considering such factors as physical, emotional, and educational levels of development.

2.

Confers with parents, administrators, testing specialists, social workers, and others to develop individual plan
for students.

3.

Instructs students in academic subjects and social interaction skills.

4.

Teaches socially acceptable behavior employing techniques such as behavior modification and positive
reinforcement.

5.

Confers with staff members to plan programs designed to promote educational, physical and social
development of students.

6.

When appropriate, physically controls students who present a danger to self or others, using School Board
approved physical restraint procedures.

7.

Prepares and administers tests to evaluate pupil progress, records results, issues reports to inform parents of
progress, and assigns final grades.

8.

Assigns lessons, assesses students' progress (including homework assignments) and hears presentations.

9.

Maintains attendance and grade records as required by school.

10.

Participates in faculty and professional meetings, IEP conferences and inservice classes.

11.

Participates in development of a Functional Assessment of Behavior (FAB).

12.

Performs related work as required or as assigned by the supervising administrator or his/her designee.

PHYSICAL REQUIREMENTS
This is medium work which includes the following physical activities: bending, stooping, kneeling, crouching,
twisting, reaching, sitting, standing, walking, pushing, pulling, lifting, finger dexterity, grasping, talking, hearing and
visual acuity. The work is performed primarily indoors.
MINIMUM QUALIFICATION REQUIREMENTS

Attachment #5
As specified in the State Statutes.
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MIAMI-DADE COUNTY PUBLIC SCHOOLS
JOB DESCRIPTION
CLASS TITLE: Classroom Teacher
DEPARTMENT:

K-12 Schools

JOB CODE: Multiple
DATE: 6/29/2009

BASIC OBJECTIVES
This is a professional position responsible for the instruction of one
or more subjects to K-12 school students.
JOB TASKS/RESPONSIBILITIES
1.

Instructs students, using various teaching methods, including
lectures and demonstrations.

2.

Prepares course objectives and outline for course of study
following curriculum guidelines.

3.

Assigns lessons; assesses student's progress including homework
assignments; and hears presentations.

4.

Prepares and administers tests to evaluate pupil progress, records
results, issues reports to inform parents of progress and assigns
final grades.

5.

Maintains attendance and grade records as required by school.

6.

Counsels pupils when adjustment and academic problems arise.

7.

Maintains discipline in the classroom.

8.

Meets with parents to discuss pupils' academic, social and
behavioral progress.

9.

Participates in faculty and professional meetings, educational
conferences and inservice classes.

10.

Performs related work as required or as assigned by the
supervising administrator or his/her designee.

PHYSICAL REQUIREMENTS
This is light work which requires the following physical activities:
mobility, reaching, sitting, finger dexterity, lifting, grasping,
repetitive motions, talking, hearing and visual acuity.
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MINIMUM QUALIFICATION REQUIREMENTS
As specified in the State Statutes.

Attachment #5

JOB DESCRIPTION
MIAMI-DADE COUNTY PUBLIC SCHOOLS
CLASS TITLE: TRUST Specialist

JOB CODE: 1382

DEPARTMENT: Division of Student Services

DATE: 03/26/03

BASIC OBJECTIVES
The TRUST Specialist is a member of the student services team
which is responsible for assisting all learners in developing
their potential to grow academically, socially, and emotionally.
The TRUST Specialist facilitates the acquisition of competencies
by students in the areas of personal/social, educational, and
career development through the implementation of the standardsbased student career development program as well as the substance
and violence education curricula.
JOB TASKS/RESPONSIBILITIES
1.

Provides short term individual and/or group counseling to enhance
learner development
Provides ongoing individual and/or family counseling responsive
services for learners referred to the program in need of support.
Conducts structured sessions, using group and/or individual
techniques, that are appropriate to identified goals that meet the
needs and abilities of learners.
Selects appropriate materials and curriculum resources to enhance
the individual and/or group process.
Implements self-help groups and/or peer helper groups.

2.

Provides developmental, preventative, and/or responsive guidance
for individuals, small groups, and whole class groups to assist
learner.
Conducts learning activities in substance and violence education
that
are
planned
in
conjunction
with
student
services
professionals, administrators and teachers.
Assists
learners
in
the
development
personal/social and career competencies.

of

Provides resources and information to assist learners.

educational,
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Selects appropriate materials and curriculum resources to enhance
the guidance activities
Conducts the Alternative Intervention Program (AIP) in lieu of
suspension and/or for students who exhibit behavioral problems.
(AIP provided outside regular school hours and compensatory time
for the specialist should be arranged with the appropriate
administrator.)
3.

Consults with teachers, parents/guardians, administrators and
others as appropriate to meet learner needs
Implements
staff
inservice
programs
for
school
personnel
(including
feeder
pattern
schools)
and
assists
in
the
implementation of substance and violence education, curricula,
programs and activities.
Participates
and/or
facilitates
conferences
with
teaches,
learners, and parents/guardians to address learner issues/needs.
Works with teachers to develop appropriate strategies
learner needs.

to meet

Works with teachers and parents/guardians to develop plans that
will assist learners.
4.

Identifies appropriate community resources in consultation with
parents/guardians to address the special needs of individual
learners and serves as liaison to agencies.

5.

Collaborates in activities which support the effective management
of the standards-based program.
Assesses the needs of the learners, parents/guardians, school, and
community.
Identifies standards/benchmarks to address targeted needs.
Evaluates the program’s processes and outcomes.
Attends staff development programs.
Updates skills and knowledge.
Completes appropriate documentation of services provided to
learners.

6.

Participates in, coordinates and/or conducts activities which
promote a safe and positive school climate.
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Assists administrators and other
intervening with at-risk youth.

students

services

staff

in

Serves as a member of the school-based critical incident response
team.
Coordinates school-wide affective education programs.
Facilitates
the
orientation
parents/guardians, and teachers.

process

for

learners,

Facilitates the articulation process for learners, parents, and
teachers.
Conducts workshops for learners, teachers, parents/guardians,
administrators and others as appropriate to meet learner needs.
7.

Performs program related work as required or as assigned by the
supervising administrator or his/her designee.

PHYSICAL REQUIREMENTS
This is sedentary work which requires the following physical
activities: climbing, bending, stooping, twisting, reaching,
sitting, standing, walking, talking, hearing and visual acuity.
The work is performed primarily indoors.
MINIMUM QUALIFICATION REQUIREMENTS
1.

Master’s degree in counseling, psychology, social work, or related
field.

2.

Certification in guidance and counseling, school social work,
school
psychology
or
another
field
in
which
employment
opportunities are consistently available.

3.

Successful experience in substance abuse prevention, intervention,
and/or
treatment. A minimum of two (2) years experience is
strongly preferred.
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MIAMI-DADE COUNTY PUBLIC SCHOOLS
JOB DESCRIPTION
CLASS TITLE: Secondary/Adult Vocational Teacher

JOB CODE: Multiple

DEPARTMENT: Middle/Senior High School and
Vocational Technical Centers

DATE: 07/25/95

BASIC OBJECTIVES
This is a professional position responsible for the instruction of one or more subjects to
secondary and adult vocational students.
JOB TASKS/RESPONSIBILITIES
1.

Instructs students, using various teaching
demonstrations and laboratory/shop projects.

methods,

including

lectures,

2.

Prepares course objectives and outline for course of study following curriculum
guidelines.

3.

Assigns lessons; assesses student's progress including homework assignments;
project evaluations and hears presentations.

4.

Prepares and administers tests to evaluate pupil progress, records results, issues
reports to inform parents of progress and assigns final grades.

5.

Maintains attendance and grade records as required by school.

6.

Counsels pupils when adjustment and academic problems arise.

7.

Maintains discipline in the classroom.

8.

Meets with parents to discuss pupils' academic, vocational, social and behavioral
progress.

9.

Participates in faculty and professional meetings, educational conferences, industry
related conferences and inservice classes.

10.

Performs related work as required or as assigned by the supervising administrator or
his/her designee.
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PHYSICAL REQUIREMENTS
This is light work which requires the following physical activities: climbing, bending,
reaching, sitting, standing, walking, finger dexterity, lifting, grasping, repetitive motions,
talking, hearing and visual acuity. In addition, the individual will be required to function in the
vocational trade physical requirements.

MINIMUM QUALIFICATION REQUIREMENTS
1.

As specified in the State Statutes.

2.

Must maintain certification and/or licensing requirements in this applied technology
program area as applicable.
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The School Board of Miami-Dade County
Bylaws & Policies
Unless a specific policy has been amended and the date the policy was
revised is noted at the bottom of that policy, the Bylaws and Policies of the
Miami-Dade County Public Schools were adopted on May 11, 2011 and
were in effect beginning July 1, 2011.

1113 - CONFLICTING EMPLOYMENT OR CONTRACTUAL RELATIONSHIP
No District officer or employee, including but not limited to, Board members, administrators, instructional
staff members, or support staff members, shall have or hold any employment or contractual relationship
with any business entity or any agency which is doing business with the employee's school or work
location, excluding those organizations and their officers who, when acting in their official capacity, enter
into or negotiate a collective bargaining contract with the District.
No District officer or employee, including but not limited to Board members, administrators, instructional
staff members, or support staff members, shall have or hold any employment or contractual relationship
that will create any conflict whatsoever between his/her private interests and the performance of his/her
duties or that would impede the full and faithful discharge of his/her duties.
F.S. 112.313(7)

The School Board of Miami-Dade County
Bylaws & Policies
Unless a specific policy has been amended and the date the policy was
revised is noted at the bottom of that policy, the Bylaws and Policies of the
Miami-Dade County Public Schools were adopted on May 11, 2011 and
were in effect beginning July 1, 2011.

1124 - DRUG-FREE WORKPLACE
The purpose of this policy is to:
A.

promote a healthy, safe working environment;

B.

seek the rehabilitation of permanent employees with a self-admitted or detected substance
abuse problem;

C.

eliminate substance abuse problems in the workplace;

D.

provide a consistent model of substance-free behavior for students;

E.

provide a clear standard of conduct for District employees;

F.

communicate that persons who violate the standards of conduct cited in this policy and who
refuse or cannot be assisted by rehabilitation or who have negatively impacted students and/or
staff shall be dismissed; and

G.

hire drug-free employees.

Illegal Drugs
A.

Employees on duty or on School Board property shall not manufacture, distribute, dispense,
possess or use illegal drugs, or be under the influence of such drugs.

B.

Employees on or off duty shall not influence students to use illegal drugs or abuse legal drugs.

C.

Employees convicted, adjudicated guilty, or who have entered a plea of guilty for any criminal
drug statute violation occurring in the workplace shall notify the District within forty-eight (48)
hours after final judgment.

One time only, prior to testing, the District shall provide all job applicants and part-time employees
transitioning to full-time employment a written statement of its policy on a drug-free workplace.

Alcohol and Prescription Drugs
A.

Employees on duty or on Board property shall not be under the influence of alcohol. Employees
in safety sensitive positions will be free of measurable alcohol concentrations. Safety sensitive

positions are defined in the Drug-Free Workplace Technical Guide, incorporated by reference.
Employees shall not manufacture or use alcoholic beverages while on Board property or on
duty.
B.

Employees on duty shall not use or take prescription drugs above the level recommended by
the prescribing physician or use prescribed drugs for purposes other than intended. In addition,
the employee shall not distribute or dispense such drugs, except as provided in Policy 5330.

Pre-Employment Drug Screening
A.

The District shall require pre-employment drug screening of applicants according to the DrugFree Workplace Technical Guide.

B.

Applicants will be referred to Board approved, independent, certified laboratories using
recognized techniques and procedures, as described in the Drug-Free Workplace Technical
Guide.

C.

Specimens collected shall not be used to conduct any other analysis or test unless otherwise
authorized by law.

D.

The validity period for pre-employment drug screening is one (1) year.

E.

Applicants will be informed in advance of the requirement of a negative drug screen as a
condition of employment. Applicants testing positive will not be eligible for employment for three
(3) years from the date of the test. Applicants for designated positions will be informed of the
requirement for a random drug screening test, without prior notification, after employment,
under existing labor contracts, statutes, OTETA, and Board policies.

Employee Physical Examinations/Screening/Health Services
A.

Drug screening shall be included in all physical examinations current employees and contracted
persons in covered positions will be screened under the Omnibus Transportation Employee
Testing Act of 1991 (OTETA), and as required under existing labor contracts, statutes, State
Board Rules, and Board policies.

B.

Circumstances under which testing may be considered include, but are not limited to, the
following:
1.

observed use of illegal drugs and/or abuse of alcohol during work hours;

2.

apparent physical state of impairment of motor functions;

3.

marked changes in personal behavior on the job not attributable to other factors;

4.

employee involvement in serious or repetitive accidents on the job causing personal injury
to self or others and/or significant property damage;

5.

employee involvement in an accident requiring the vehicle to be towed or medical
treatment away from the scene of the accident; and

6.

any vehicular fatality.

C.

Drug and/or alcohol screening shall be conducted by Board approved, independent, certified
laboratories using recognized techniques and procedures as described in the Drug-Free
Workplace Technical Guide which shall be located in the Board Office, Citizen Information
Center, and the Office of the Board Clerk.

D.

Medical records and related information shall be maintained in strict confidentiality, with the

highest regard for employee privacy consistent with Florida's Public Records laws and the
purpose of achieving and maintaining a drug-free workplace. Any laboratory contract shall
provide that the contractor's records are to be kept confidential. The District shall establish a
system of maintaining records to include both the District's and the contractor's record of
applicant and employee urinalysis and blood alcohol results.
E.

Chemical dependency is an illness that can be successfully treated and where possible, the
District will seek rehabilitation of permanent employees with a self-admitted or detected drug
problem.

Disciplinary Sanctions
Employees who violate these standards of conduct and who the Board determines will not be assisted by
rehabilitation or who have negatively impacted students and/or staff shall be dismissed. A refusal to
submit to a drug test or a second violation of this policy shall constitute an inability to be assisted by
rehabilitation. Nothing precludes the Board from seeking criminal prosecution for violation of this policy
where the Board deems appropriate.
F.S. 440.101, 440.102
34 C.F.R. 34-86.201
34 C.F.R. Parts 85, 86, 104
20 U.S.C. 86-201
20 U.S.C. 701-706 Rehabilitative Act 1973
20 U.S.C. 3171 et seq.
20 U.S.C. Omnibus Transportation Testing Act of 1991
29 U.S.C. 705 (20), 794, 794A
41 U.S.C. 701 et seq.
Vocational Rehabilitation Act of 1973
Drug-Free Schools and Communities Act of 1986
Drug-Free Workplace Act of 1988
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1129 - CONFLICT OF INTEREST
Employees are governed by the statutory provisions contained in the Code of Ethics for Public Officers
and Employees, Part III of F.S. Chapter 112, and by certain other statutes in the Education Code. The
following sections of this policy provide the principles, in simplified form, in the statutory mandates. They
cannot be used as definitive rules to apply to different sets of circumstances or factual situations. In any
given situation, the full statutory language must be consulted for applicable definitions, and for any
exemptions.
A.

Employees are required to comply with all provisions of the Code of Ethics, including those
provisions outlined below. This requirement discourages the appearance of impropriety and the
perception of undue influence upon the business functions of the District.

B.

This policy applies specifically to conflicts of interest. Employees are reminded that other Board
policies exist that may also address an employee’s particular issue or question. It is an
employee’s responsibility to refer to and observe all Board policies that may be applicable to
his/her individual situation.

Provisions
A.

B.

Gifts
1.

Employees are prohibited from soliciting or accepting anything of value, such as a gift,
loan, reward, promise of future employment, favor, or service that is based on an
understanding that their official action or judgment would be influenced by such gift. (F.S.
112.313(2))

2.

No employee or his/her spouse or minor child shall accept any compensation, payment, or
thing of value when s/he knows, or with the exercise of reasonable care should know, that
it was given to influence an action in which the employee was expected to participate in
his/her official capacity. (F.S. 112.313(4))

Misuse of Public Position
No employee shall corruptly use or attempt to use his/her official position or perform his/her
official duties to secure a special privilege, benefit, or exemption for himself/herself or others.
(F.S. 112.313(6))

C.

Doing Business with the School Board
1.

No employee acting in his/her official capacity shall directly or indirectly purchase, rent, or

lease any goods or services for the District from any business entity of which the
employee, spouse, or child is an officer, partner, director or proprietor, or in which the
employee, spouse, or child, or any combination of them, has a material interest.
(F.S. 112.313(3))
2.

Some case-specific exceptions to this provision may apply. Employees should review F.S.
112.313(12), for exemptions that may be applicable to their particular situations.

3.

Guidelines for Avoidance of Conflict of Interest
To avoid conflicts of interests or the appearance of conflicts as it relates to personal
purchases or private contracting, employees who are required to file an annual statement
of financial interests (financial disclosure form) or who have the authority to make
purchases on behalf of the District shall adhere to the following guidelines. These
guidelines do not apply to purchases made in a private capacity of goods or services at a
price and upon terms available to similarly situated members of the general public.
a.

b.

4.

When entering into a transaction or contractual relationship as described above,
employees subject to these guidelines will make the following inquiries to the entity
with whom they are contracting:
1)

Does the business entity have a contractual relationship with the Board for more
than $500?

2)

Is the contracting individual a principal or employee of an entity with a
contractual relationship with the Board for more than $500?

If an affirmative answer is given to either inquiry above, the employee will request
from the Board Attorney guidance on whether contracting with the individual or entity
would constitute a conflict of interest pursuant to Code of Ethics for Public Officers
and Employees, or other statute or Board policy. The Board Attorney will issue a
written opinion or will refer the employee to the Florida Commission on Ethics.

Clarification and opinions regarding the application of the Code of Ethics for Public
Officers and Employees can be obtained at any time from the Florida Commission on
Ethics.

D.

No employee shall disclose or use information not available to members of the general public
and gained by reason of his/her official position for his/her personal gain or benefit or for the
personal gain or benefit of any other person or business entity. (F.S. 112.313(8))

E.

Employment After Termination
Employees are prohibited from personally representing another person or entity or acting as an
agent or attorney for compensation in connection with any matter in which the District is
interested for two (2) years after the employees’ service terminates. (F.S. 112.313(9))
1.

This restriction applies to all school senior level employees classified as Managerial
Exempt Personnel, Pay Grade 22 and above, Dade County School Administrators
Association, Pay Grade 47 and above, and other equivalent positions.

2.

Exception to this provision is provided by statute for the purpose of collective bargaining,
and may be granted to former District employees who are employees or agents of not-forprofit organizations, other governmental agencies or those whose business relationship is
determined by the Board to be in the best interest of the District.

3.

The District is prohibited from entering into any business relations or continue an existing
business relationship with any person or entity determined to have engaged in a violation
of the restriction contained in this provision.

4.

In addition to penalties outlined in Penalties below, penalties for violation of this provision
include a civil penalty equal to the compensation that the employee received for the
prohibited conduct.

Self-Reporting Requirement
All employees, upon initial hire and annually thereafter, shall certify that they will comply with this Board
policy, and that they will self-report any relationship that may implicate a potential conflict of interest or
other violations of this policy. The certification shall be submitted according to a process determined by
the Office of Human Resources.

Penalties
Penalties for violation of this rule and/or violations of the Code of Ethics include dismissal from
employment, suspension from employment for not more than ninety (90) days without pay, demotion,
reduction in salary level, forfeiture of no more than one-third salary per month for no more than twelve
(12) months, civil penalty not to exceed $10,000, restitution of any pecuniary benefits received because of
the violation committed, and/or public censure and reprimand. (F.S. 112.317)
F.S. 112.313, 1006.32
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1139 - EDUCATOR MISCONDUCT
A certificated administrator is required to self-report within forty-eight (48) hours any arrests/charges
involving the abuse of a child or the sale and/or possession of a controlled substance. The notice shall
not be considered an admission of guilt nor be admissible for any purpose in any proceeding, civil or
criminal, administrative or judicial, investigatory or adjudicatory. Self-reporting shall also be required for
any conviction, finding of guilt, withholding of adjudication, commitment to a pretrial diversion program, or
entering a plea of guilty or nolo contendere for any criminal offense other than a minor traffic violation
within forty-eight (48) hours after the final judgement. When handling sealed and expunged records
disclosed under this policy, the District shall comply with the confidentiality provisions in Florida statutes.
All legally sufficient complaints against a certificated administrator shall be reported to the Department of
Education within thirty (30) days after the date on which the subject matter of the complaint comes to the
attention of the Board or the Superintendent. A complaint is legally sufficient for reporting if the subject
matter of the complaint includes any of the grounds in Florida law for discipline or dismissal.
The Superintendent shall require that all legally sufficient complaints are timely filed in writing with the
Department of Education. The Superintendent shall file with the Department of Education all information
relating to the complaint which is known to the Superintendent at the time of filing. Additionally, Policy
8141 provides the procedures for mandatory reporting of alleged misconduct by school administrators to
the Florida Department of Education.
All employees shall promptly report to the office of the Superintendent or Human Resources any
complaint against an administrator that comes to the employee's attention and that includes grounds for
the revocation or suspension of a teaching certificate. The willful failure by an employee to promptly
report a complaint shall subject the employee to discipline as provided by law and Board policy.
F.S. 943.0585(4)(c), 943.059(4)(c), 1012.795, 1012.796
F.A.C. 6B-1.006
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1170.01 - EMPLOYEE ASSISTANCE PROGRAM (EAP)
The School Board encourages the earliest possible identification and intervention for mental health
problems, illegal drug use or controlled substance abuse, emotional problems, and other personal
concerns, and supports sound treatment efforts. Whenever feasible, the District will assist employees and
their immediate families in resolving these issues. However, the decision to seek assistance and accept
treatment is primarily the individual employee's responsibility. Any costs associated with treatment in
excess of those costs covered by the employee's medical insurance plan shall be borne by the individual.
Employees and their families may seek assistance from the Employee Assistance Program (EAP).
Assistance will be provided on a confidential basis, and each individual will be referred to the appropriate
treatment and counseling services.
Although the District will assist an employee to the extent feasible through the EAP, the Board cannot
guarantee that the employee's problems will not impact adversely the employee's job performance and
employment status through disciplinary action.
F.S. 1012.798
Rehabilitation Act of 1973, 29 U.S.C. 794
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1210 - STANDARDS OF ETHICAL CONDUCT
All employees are representatives of the District and shall conduct themselves, both in their employment
and in the community, in a manner that will reflect credit upon themselves and the school system.
A.

An administrator shall:
1.

keep current in their subject area through attendance at professional meetings,
acquaintance with professional publications, and participation in inservice activities;

2.

make a 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;

3.

not unreasonably restrain a student from independent action in pursuit of learning;

4.

not unreasonably deny a student access to diverse points of view;

5.

not intentionally suppress or distort subject matter relevant to a student's academic
program;

6.

not intentionally expose a student to unnecessary embarrassment or disparagement;

7.

not intentionally violate or deny a student's legal rights;

8.

not harass or discriminate against any student on any basis prohibited by law or the Board
and shall make reasonable efforts to assure that each student is protected from
harassment or discrimination;

9.

not exploit a relationship with a student for personal gain or advantage;

10. keep confidential personally identifiable information obtained in the course of professional
service, unless disclosure serves professional purposes or is required by law;
11. take reasonable precautions to distinguish between personal views and those of any
educational institution or organization with which the individual is affiliated;
12. not intentionally distort or misrepresent facts concerning an educational matter in direct or
indirect public expression;
13. not use institutional privileges for personal gain or advantage;
14. accept no gratuity, gift, or favor that might influence professional judgment;
15. offer no gratuity, gift, or favor to obtain special advantages;
16. maintain honesty in all professional dealings;
17. maintain, prepare, and submit promptly all reports that may be required by State law,
State Department of Education rules, Board policies, and administrative directives;

18. not deny a colleague professional benefits, advantages, or participation in any
professional organization based on any basis prohibited by law or the Board;
19. not interfere with a colleague's exercise of political or civil rights and responsibilities;
20. 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 efforts to assure that each
individual is protected from such harassment or discrimination;
21. not use abusive and/or profane language or display unseemly conduct in the workplace;
22. not make malicious or intentionally false statements about a colleague;
23. not use coercive means or promise special treatment to influence professional judgments
of colleagues;
24. not misrepresent one's own professional qualifications;
25. not submit fraudulent information on any document in connection with professional
activities;
26. not make any fraudulent statement or fail to disclose a material fact in one's own or
another's application for a professional position;
27. not withhold information regarding a position from an applicant or misrepresent an
assignment or conditions of employment;
28. provide upon the request of a 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;
29. 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;
30. self-report within forty-eight (48) hours to appropriate authorities any arrest and final
dispositions of such arrest other than minor traffic violations. (DUI is not considered a
minor traffic violation.);
Administrators shall also 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 Contendere for any criminal offense other than a minor traffic violation within fortyeight (48) hours after the final judgment.
31. report any criminal act, and/or disruptive, and/or inappropriate behavior to the
administrator or designee to whom the employee is responsible;
Allegations of child abuse and/or neglect MUST also be reported, immediately upon
knowledge, to the Florida Department of Children and Families at 1-800-96ABUSE (1-800962-2873), to School Police at 305-995-COPS (305-995-2677), and the site administrator.
Failure to immediately report child abuse and/or neglect to the proper authorities will lead
to disciplinary action.
32. report to appropriate authorities any known allegation of a violation of the Florida School
Code or State Board of Education rules as defined in F.S. 1012.795(1);
33. 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 F.S. 1012.795(1);

34. comply with the conditions of an order of the Education Practices Commission imposing
probation, imposing a fine, or restricting the authorized scope of practice;
35. as the supervising administrator, cooperate with the Education Practices Commission in
monitoring the probation of a subordinate.
B.

No staff member shall have any interest, financial or otherwise, direct or indirect; engage in any
business transaction or professional activity; or incur any obligation of any nature which is in
substantial conflict with the proper discharge of his/her duties in the public interest.

All administrators shall be required to complete training on these standards upon employment and
annually thereafter.
F.S. 112.313, 1001.42(6), 1012.23
F.A.C. 6B-1.001, 6B-1.006
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1210.01 - CODE OF ETHICS
All members of the School Board, administrators, teachers and all other employees of the District,
regardless of their position, because of their dual roles as public servants and educators are to be bound
by the following Code of Ethics. Adherence to the Code of Ethics will create an environment of honesty
and integrity and will aid in achieving the common mission of providing a safe and high quality education
to all District students.
As stated in the Code of Ethics of the Education Profession in Florida (State Board of Education Rule
F.A.C. 6B-1.001):
A.

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.

B.

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.

C.

Aware of the importance of maintaining the respect and confidence of one’s colleagues,
students, parents, and other members of the community, the educator strives to achieve and
sustain the highest degree of ethical conduct.

Further, nonacademic and elected officials are bound to accept these principles since these groups
reflect critical policy direction and support services for the essential academic purpose.

Application
This Code of Ethics applies to all members of the Board, administrators, teachers, and all other
employees regardless of full or part time status. It also applies to all persons who receive any direct
economic benefit such as membership in Board funded insurance programs.
Employees are subject to various other laws, rules, and regulations including but not limited to The Code
of Ethics for the Education Profession in Florida and the Principles of Professional Conduct of the
Education Profession in Florida, F.S. Chapter 6B-1.001 and F.A.C. 6B-1.006, the Code of Ethics for
Public Officers and Employees, found in F.S. Chapter 112, Part III, and Policy 1129 which are
incorporated by reference and this Code of Ethics should be viewed as additive to these laws, rules and
regulations. To the extent not in conflict with any laws, Board rules or governmental regulations, this Code
of Ethics shall control with regard to conduct. In the event of any conflict, the law, regulation or policy shall
control.

Fundamental Principles
The fundamental principles upon which this Code of Ethics is predicated are as follows:
A.

Citizenship – Helping to create a society based upon democratic values (e.g., rule of law,
equality of opportunity, due process, reasoned argument, representative government, checks
and balances, rights and responsibilities, and democratic decision-making).

B.

Cooperation – Working together toward goals as basic as human survival in an increasingly
interdependent world.

C.

Fairness – Treating people impartially, not playing favorites, being open-minded, and
maintaining an objective attitude toward those whose actions and ideas are different from our
own.

D.

Honesty – Dealing truthfully with people, being sincere, not deceiving them nor stealing from
them, not cheating nor lying.

E.

Integrity – Standing up for their beliefs about what is right and what is wrong and resisting
social pressure to do wrong.

F.

Kindness – Being sympathetic, helpful, compassionate, benevolent, agreeable, and gentle
toward people and other living things.

G.

Pursuit of Excellence – Doing the best with the talents present, striving toward a goal, and not
giving up.

H.

Respect – Showing regard for the worth and dignity of someone or something, being courteous
and polite, and judging all people on their merits. It takes three (3) major forms: respect for
oneself, respect for other people, and respect for all forms of life and the environment.

I.

Responsibility – Thinking before acting and being accountable for their actions, paying attention
to others and responding to their needs. Responsibility emphasizes the positive obligations to
care for each other.

Each employee agrees and pledges:
A.

To abide by this Code of Ethics, making the well-being of the students and the honest
performance of professional duties core guiding principles.

B.

To obey local, State and national laws, codes and regulations.

C.

To support the principles of due process to protect the civil and human rights of all individuals.

D.

To treat all persons with respect and to strive to be fair in all matters.

E.

To take responsibility and be accountable for his/her actions.

F.

To avoid conflicts of interest or any appearance of impropriety.

G.

To cooperate with others to protect and advance the District and its students.

H.

To be efficient and effective in the performance of job duties.

Conflicts of Interest
Employees shall employ independent objective judgment in performing their duties, deciding all matters
on the merits, free of partiality or prejudice and unimpeded by conflicts of interest or other improper
influences. No employee shall engage in conduct which creates a conflict of interest. A conflict of interest
shall be defined as a situation in which regard for a private interest tends to lead to disregard of a public
duty or interest. A conflict of interest shall exist upon use by an employee of the authority of his/her office
or the use of any confidential information received through his/her employment for the private pecuniary
benefit of the employee, or the employee’s immediate family or a business with which the employee or a
member of the employee’s immediate family has employment or ownership worth $5,000 or more, either
directly or indirectly, without disclosure to the appropriate School District official.
A.

Financial Interest. Except as authorized in any collective bargaining agreement, an employee
shall not engage, or have any interest, financial or otherwise, direct or indirect, in any business,
transaction or professional entity, either as a director, officer, partner, trustee, employee, or
manager in that entity, which conflicts with or impairs the proper discharge of official duties or
which could bring disfavor or disrespect upon the employee or the District. Any provision of this
code which requires disclosure to School District officials will be satisfied by the filing of a
financial disclosure statement in the form required of members of the Board.

B.

Contracting Decisions. An employee shall not recommend, vote or otherwise participate in the
decision to make any contract between the School District and any business or entity in which
the employee has a personal or financial conflict of interest. This includes contractual
relationships with units of government as well as for profit and not for profit organizations such
as charter schools.

C.

Financial Conflict. An employee who has a financial conflict of interest because of a relationship
with a business, governmental agency or not for profit institution must recuse him/herself from
any decision concerning that entity including any decision to contract or not to contract with the
entity and the administration of the contract. The reason for such recusal must be stated in
writing and filed with the Superintendent and the Board Attorney prior to or at the time of the
action requiring the recusal.

D.

Honoraria. An employee will not solicit or accept an honorarium, which is related to the
employee’s job duties. "Honorarium" shall be defined consistent with F.S. 112.3149, as a
payment of money or anything of value paid to the employee or on his/her behalf as
consideration for an oral presentation or writing other than a book.

E.

Personal Advertisements. An employee shall not advertise business or professional activities
on school property or use schoolwork hours, property or services to perform or promote
personal, not for profit, or commercial enterprises or to campaign or raise money for any
candidates for political office.

F.

Employee Publications. An employee shall not participate in the review and approval of
publications or materials for School District purchase by the office in which the employee is
employed if the employee or a member of the employee’s immediate family is the author/editor
of or has any financial interest in the sale of such publications or materials.

G.

Referrals. In no situation, shall an employee refer a parent or student to a service, service
provider or product in return for anything of value. Officers or employees making referrals as
part of their official duties shall make referrals to more than one provider of the service or
product, if available. For example, school counselors shall refer parents or students to more
than one counselor or provider of medical services, if available. Additionally, an employee shall
not refer a parent or student to any service, service provider, or product in which that employee
has a financial interest, without first disclosing that interest to the parent or student.

H.

Outside Income. Employees shall not accept any outside earned income in any situation where
a reasonable person in the community could conclude that the receipt of the income would be

inconsistent, incompatible or in conflict with the employee’s official duties.
I.

General Limitation on Solicitation. An employee shall not solicit, directly or indirectly any
payments or other benefits under circumstances that would create in the mind of a reasonable
person in the community the belief that such payments or benefits were provided with the intent
to improperly influence the employee’s actions. This provision does not apply to lawful
campaign contributions.

J.

Gifts and Gratuities. The acceptance of gifts, payments or other benefits from those with whom
the District does business, regardless of profit or not for profit status, can be improper. A gift is
defined as anything of value that an employee receives, or that is paid or given to another on
an employee’s behalf without any payment or consideration received in return. Examples of
gifts are tickets to sporting or cultural events, items of food, meals which cannot be immediately
consumed such as a holiday party, use of facilities, forgiveness of debts, interests in real
property, investments, or merchandise, or a rebate or discount (unless the rebate or discount is
normally given to any member of the public). Employees who are in the position to make or
influence a decision to spend school funds shall not solicit or accept any personal gifts, favors
or benefits of more than nominal value during a calendar year from any single person or
organization that might benefit from the employee’s decision. This provision does not apply to:
(a) meals provided at an event at which the employee participates in a seminar or similar
activity; (b) travel expenses and meals paid by a local, State, Federal, or foreign government
agency; or (c) lawful campaign contributions.

Conduct Regarding Students
As set forth in the Principles of Professional Conduct for the Education Profession in Florida, each
employee:
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 any basis prohibited by the Board or
law and shall make reasonable effort to assure that each student is protected from harassment
and 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.

Personnel Matters
A.

Confidentiality. An educator shall comply with State and Federal laws and regulations, and
Board policies relating to the confidentiality of student records. Unethical conduct includes, but
is not limited to, sharing of confidential information concerning student academic and
disciplinary records, personal confidences, health or medical information, family status and/or
income, and assessment/testing results.

B.

Enforcement. Enforcement will be pursuant to State law and to Board rules, which may include
penalties for violations of the Code of Ethics that will be imposed pursuant to the applicable
State law or Board policy.

C.

Certification. Each employee will be required to electronically sign a certificate attached as
Exhibit "A", which is incorporated by reference, certifying that the employee has read,
understands and agrees to abide by this Code of Ethics as well as the State laws and Board
policies and regulations cited in the Code. A failure to sign the certificate will not excuse a
failure to comply with the Code of Ethics. The certification shall be submitted according to a
process determined by the Office of Human Resources, Recruiting, and Performance
Management. Infractions shall be reported to the Office of Human Resources, Recruiting, and
Performance Management and the Office of the Inspector General.

EXHIBIT A
CERTIFICATE
I, the undersigned, _____________________________________________________
(Print your name)
hereby certifies as follows:
I have received copies of Policy 1210.01 which incorporates by reference The
Code of Ethics for Public Officers and Employees, F.S. Chapter 112, Part III,
The Code of Ethics and Principles of Professional Conduct of the Education
Profession in Florida and Policy 1129 (collectively referred to as the "policy"). I
have read and understand the policy.
Date: ____________________________ ___________________________________________
Online Signature
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1213 - STUDENT SUPERVISION AND WELFARE
Protecting the physical and emotional well-being of students is of paramount importance. Each staff
member shall maintain the highest professional, moral, and ethical standards in dealing with the
supervision, control, and protection of students on or off school property.
Standards of student supervision are:
A.

Staff members shall report immediately to a building administrator any accident, safety hazard,
or other potentially harmful condition or situation s/he detects.

B.

Staff members shall provide proper instruction in safety matters.

C.

Staff members shall immediately report to a building administrator knowledge of threats of
violence by students.

D.

Staff members shall not send students on any non-school related errands.

E.

Staff members shall not inappropriately associate with students at any time in a manner which
may give the appearance of impropriety, including, but not limited to, the creation or
participation in any situation or activity which could be considered abusive or sexually
suggestive or involve illegal substances such as drugs, alcohol, or tobacco.

F.

Staff members shall not engage in unacceptable relationships and/or communications with
students. Unacceptable relationships and/or communications with students include, but are not
limited to the following: dating; any form of sexual touching or behavior; making sexual,
indecent or illegal proposals, gestures or comments; and/or exploiting an employee-student
relationship for any reason. Any sexual or other inappropriate conduct with a student by any
staff member will subject the offender to potential criminal liability and discipline up to and
including termination of employment.

G.

Staff members who have knowledge of or have reasonable cause to suspect that another
employee is engaging in unacceptable relationships and/or communications with a student shall
immediately report such information to a site or region supervisor. Failure to do so shall
constitute a violation of this Board policy.

H.

If a student approaches a staff member to seek advice or to ask questions regarding a personal
problem related to sexual behavior, substance abuse, mental or physical health, and/or family
relationships, etc., the staff member may attempt to assist the student by facilitating contact
with certified or licensed individuals in the District or community who specialize in the
assessment, diagnosis, and treatment of the student's stated problem. However, under no

circumstances should a staff member attempt, unless properly certified, licensed and
authorized to do so, to counsel, assess, diagnose, or treat the student's problem or behavior,
nor should such staff member inappropriately disclose personally identifiable information
concerning the student to third persons not specifically authorized by law.
I.

Staff members shall not transport students in a private vehicle without the approval of the
principal.

J.

Students shall not be required to perform work or services that may be detrimental to their
health.

Since most information concerning a child in school, other than directory information described in Policy
8330, is confidential under Federal and State laws, any staff member who shares confidential information
with another person not authorized to receive the information may be subject to discipline and/or civil
liability. This includes, but is not limited to, information concerning assessments, grades, behavior, family
background, and alleged child abuse.
Pursuant to the laws of the State and Policy 8462, each staff member shall report to the proper legal
authorities (site administrator, School Police, and Department of Children and Families) immediately any
sign of suspected child abuse or neglect.
F.S. 119.011, 1001.51, 1002.22, 1003.32
20 U.S.C. 1232
34 C.F.R. Part 99
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1215 - USE OF TOBACCO PRODUCTS AND SMOKING DEVICES
The School Board shall provide a tobacco-free environment for students, staff, and visitors. "Use of
tobacco and smoking devices" shall mean all uses of tobacco, including cigars, cigarettes, pipe tobacco,
chewing tobacco, snuff, nicotine dispensing devices, and/or electronic cigarettes or smoking devices, any
other matter or substances containing tobacco, any product designed or manufactured to imitate any of
these products regardless of whether it contains tobacco or nicotine, and the possession of papers used
to roll cigarettes.
The use of tobacco and smoking devices is prohibited:
A.

within any indoor facility owned, leased, or contracted for by the Board;

B.

anywhere on the campus of any facility owned or leased or contracted for by the Board,
including, but not limited to, practice fields, playgrounds, football fields, baseball fields, softball
fields, pool areas, soccer fields, tennis courts, and all open areas;

C.

in all vehicles owned or operated by the Board, including, but not limited to, school buses, vans,
trucks, station wagons, and cars.

F.S. 386.202, 386.204, 386.212
20 U.S.C. 6081 et seq., 20 U.S.C. 7182
Revised 6/18/14
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1217 - WEAPONS
Except for School Police, employees are prohibited from possessing, storing, making, or using a weapon ,
including a concealed weapon, in a school safety zone and any setting that is under the control and
supervision of the Board for the purpose of school activities including, but not limited to, property leased,
owned, or contracted for by the Board, a school-sponsored event, or in a Board-owned vehicle.
Weapons and firearms are defined in F.S. 790.001 and include, but are not limited to, firearms, guns of
any type, knives, razors, clubs, electric weapons, metallic knuckles, martial arts weapons, ammunition,
and explosives.
The term "weapon" also means any object which, in the manner in which it is used, or is intended or
represented to be used is capable of inflicting serious bodily harm or property damage, or endangering
the health and safety of persons.
Staff members shall report knowledge of dangerous weapons and/or threats of violence by students, staff
members, or visitors to the appropriate supervisor. Failure to report such knowledge may subject the staff
member to discipline.
The Superintendent shall post notices prohibiting the carrying and possession of concealed weapons in a
school safety zone, including schools and school buildings, on school premises and school buses, and at
school activities.
The Superintendent shall conspicuously post such notices at each entrance of a school and/or school
building and in areas inside the building where visitors are required to report. Notices shall also be posted
at each entrance leading into a school activity (particularly those activities held outside of the school
building) and parcel of land. The failure to post a notice, however, does not preclude disciplinary action
for violations of this policy.
F.S. 790.001, 790.115, 1001.43
18 U.S.C. 922
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1362 - ANTI-DISCRIMINATION/HARASSMENT
The School Board shall comply with all Federal laws and regulations prohibiting discrimination and with all
requirements and regulations of the U.S. Department of Education. The Board shall maintain an
educational and work environment which is free from all forms of discrimination/harassment, including
sexual harassment. This commitment applies to all District operations, programs, and activities. All
students, administrators, teachers, staff, and all other school personnel share responsibility for avoiding,
discouraging, and reporting any form of prohibited harassment. This policy applies to prohibited conduct
occurring on school property, or at another location if such conduct occurs during an activity sponsored
by the Board.
The Board will vigorously enforce its prohibition against discrimination/harassment based on sex, race,
color, ethnic or national origin, religion, marital status, disability, genetic information, age, political beliefs,
sexual orientation, gender, gender identification, social and family background, linguistic preference,
pregnancy, and any other legally prohibited basis. Retaliation against an employee or student for
engaging in a protected activity is prohibited.
The District community, as well as third parties, who feel aggrieved are encouraged to seek assistance to
rectify the problems. An employee who has a reasonable and good-faith belief that s/he has been the
subject of discrimination/harassment based on the protected categories shall communicate in writing to
the Board according to the District's anti-discrimination/harassment complaint procedure rule. No
anonymous complaints shall be accepted or processed. The Board will investigate allegations of
discrimination/harassment and in those cases where legally prohibited discrimination or harassment is
substantiated, the Board will take immediate steps to end the discrimination/harassment. Individuals who
are found to have engaged in discrimination/harassment will be subject to appropriate disciplinary action.
"District community" means students, administrators, teachers, staff, and all other school personnel,
including Board members, agents, or other persons subject to the control and supervision of the Board.
"Third parties" include, but are not limited to, guests and/or visitors on District property (e.g., visiting
speakers, participants on opposing athletic teams, parents), vendors doing business with, or seeking to
do business with, the Board, and other individuals who come in contact with members of the District
community at school-related events/activities (whether on or off District property).

Other Violations
The Board will also take immediate steps to discipline individuals for:
A.

Retaliating against a person who has made a report or filed a complaint alleging unlawful
discrimination/harassment, or who has participated as a witness in a discrimination/harassment
investigation.

B.

Filing a malicious or knowingly false report or complaint of harassment.

C.

Disregarding, failing to investigate adequately, or delaying investigation of allegations of
prohibited discrimination/harassment, when responsibility for reporting and/or investigating
unlawful harassment charges comprises part of one's supervisory duties.

The Superintendent shall appoint a compliance officer whose responsibility will be to require that Federal
and State regulations related to employees are complied with and that any complaints are dealt with
promptly in accordance with law. The Board will provide proper notice of nondiscrimination for Title II, Title
VI, and Title VII of the Civil Rights Act of 1964, Title IX of the Education Amendment Act of 1972, Section
504 of the Rehabilitation Act of 1973, Americans with Disabilities Act of 1990, and the Age Discrimination
in Employment Act will be provided to staff members and the general public. Any sections of the District's
collectively-bargained agreements dealing with hiring, promotion, and tenure will contain a statement of
nondiscrimination similar to that in the Board's statement above.

Definitions
Definitions of the protected categories can be found in the CRC webpage at
http://crc.dadeschools.net/pro_categories.asp.

Reports and Complaints of Discrimination or Harassing Conduct
Members of the District community and third parties must promptly report incidents of discriminatory or
harassing conduct to their supervisor or the Office of Civil Rights Compliance (CRC) so that the Board
may address the conduct before it becomes severe, pervasive, or persistent.
Members of the District community or third parties who believe they have been unlawfully harassed by
another member of the District community or a third party are entitled to utilize the Board's complaint
process in Policy 1362.02. A complaint must be submitted within 300 calendar days of the alleged
discriminatory act(s). Individuals should make every effort to present a complaint as soon as possible
after the conduct occurs while the facts are known and potential witnesses are available and to eliminate
of the conduct in question. Initiating a complaint will not adversely affect the complaining individual's
employment or participation in educational or extra-curricular programs unless the complaining individual
makes the complaint maliciously or with knowledge that it is false. No anonymous complaints shall be
accepted or processed.

Process for Addressing Complaints of Discrimination/Harassment
The process to provide members of the District community who have a good faith belief that they are
being discriminated/harassed is in Policy 1362.02. Once the complaint process is begun, the investigation
will be completed in a timely manner (ordinarily, within thirty (30) calendar days of the complaint being
received).
The processes for making a charge of discrimination/harassment, for investigating claims of
discrimination/harassment, and for rendering a decision regarding whether the claim of prohibited

harassment was substantiated are in Policy 1362.02. Information about this policy and Policy 1362.02 will
be readily available to all members of the District community and posted in appropriate places throughout
the District.
Information regarding where and how to file complaints of sexual and other forms of
discrimination/harassment will be distributed annually through the parent and staff handbooks and
published on the District's web site and other locations required by law.
Any teacher, administrator, coach, or other school authority who engages in sexual conduct with a
student may also be guilty of a crime.

Confidentiality
The District will make reasonable efforts to maintain the confidentiality of the parties involved in an
investigation of discrimination/harassment during the course of the investigation. Confidentiality, however,
cannot be guaranteed. All public records created as part of an investigation of a complaint of prohibited
discrimination/harassment will be maintained by the Compliance Officer in accordance with State law and
the Board's records retention policy. Records of an ongoing investigation shall remain confidential and not
subject to disclosure pursuant to F.S. Chapter 119 until a final determination is made on the case.
The complaint process in Policy 1362.02, is not intended to interfere with the rights of a member of the
School District community or a third party to pursue a complaint of prohibited harassment with the United
States Department of Education, Office for Civil Rights, the Florida Civil Rights Commission, or the Equal
Employment Opportunity Commission.

Sanctions and Monitoring
The Board shall vigorously enforce its prohibitions against prohibited harassment. While observing the
principles of due process, a violation of this policy may result in disciplinary action up to and including the
discharge of an employee. All disciplinary action will be taken according to applicable State law and the
terms of the applicable collective bargaining agreement(s). When imposing discipline, the totality of the
circumstances involved in the matter will be considered. In those cases where prohibited
discrimination/harassment is not substantiated, the Board may consider whether the alleged conduct
nevertheless warrants discipline in accordance with other Board policies, consistent with the terms of the
applicable collective bargaining agreement(s).
Where the Board becomes aware that a prior remedial action has been taken against a member of the
District community, all subsequent sanctions imposed by the Board and/or Superintendent shall be
reasonably calculated to eliminate such conduct in the future.

Education and Training
The Superintendent shall provide appropriate training to members of the District community to implement
this policy and Policy 1362.02.
F.S. 110.1221, 760.01, 760.10, 1000.05, 1006.07
42 U.S.C. 2000d et seq.
42 U.S.C. 2000e et seq.
29 U.S.C. 621 et seq.
29 U.S.C. 794
29 C.F.R. Part 1635
42 U.S.C. 12101 et seq.
20 U.S.C. 1681 et seq.

42 U.S.C. 1983
42 U.S.C. 2000ff et seq., The Genetic Information Nondiscrimination Act
National School Boards Association Inquiry and Analysis - May 2008
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1362.02 - ANTI-DISCRIMINATION/HARASSMENT COMPLAINT PROCEDURE
The individual listed below is the head of the Civil Rights Compliance (CRC) Office, (Compliance Officer).
Civil Rights Compliance Executive Director
155 N.E. 15th Street, Suite P-104E
Miami, Florida 33132
305-995-1580
The School Board has established procedures to fulfill the letter and intent of anti-discrimination laws. The
CRC is responsible for investigating complaints and/or charges of discrimination and illegal harassment,
including sexual harassment and retaliation filed by employees, students and their parents, or applicants.
The CRC office accepts complaints of prohibited discrimination/harassment directly from any member of
the District community. Upon receipt of a written complaint, the Compliance Officer will designate a
specific individual within the CRC office to conduct an investigation.
All members of the District community must report incidents of prohibited discrimination/harassment to
which they, in good faith, believe they have been subjected or which are reported to them, to the CRC
office without delay.

Investigation and Complaint Procedure
Any member of the District community or third party who has a good faith belief that s/he has been
subjected to prohibited discrimination/harassment may seek resolution of his/her complaint through the
procedures described below.
While there is a 300 calendar day time limit for initiating a complaint of discrimination/harassment,
individuals should make every effort to submit a complaint as soon as possible after the prohibited
conduct occurred while the facts are known and potential witnesses are available, and to ensure the
prompt elimination of the conduct in question. Failure on the part of the employee to initiate and/or followup on a complaint in a timely manner may result in the complaint being considered abandoned. The
procedures below are established to provide a prompt and equitable process for resolving complaints of
prohibited discrimination/harassment.

These procedures are not intended to interfere with the rights of a member of the School District
community or a third party to pursue a complaint of legally prohibited discrimination/harassment with any
State or Federal enforcement agency.
The initiation of a discrimination or harassment complaint by an employee will not be used as a basis for
actions that adversely affect the complainant's standing in his/her work location. Additionally, participation
in or assistance in the investigation of a complaint shall not be used as the basis of any adverse
employment action on an employee.
Supervising administrators throughout the District are expected to address issues and/or conflicts at the
worksite. Issues should be resolved by encouraging communication with adherence to laws, rules and
guidelines. If the issues of discrimination/harassment cannot be resolved, it should be referred to the
Compliance Officer without delay.

Complaint Procedure
A member of the District community or third party who believes they have been subjected to prohibited
discrimination/harassment, must report the conduct immediately to his/her supervisor or the CRC. If the
complainant makes the report to CRC, the complainant shall present it in writing. If a complainant informs
any other employee of the District, either orally or in writing, about any complaint of prohibited
discrimination/harassment, that employee must immediately refer the individual or report such information
to the Compliance Officer. No anonymous complaints shall be accepted or processed. The complaint
must be signed attesting that it is true to the best of the complainant's knowledge.
If it is determined that the complaint alleges prohibited discrimination/harassment, the complaint will be
investigated.
Throughout the course of the investigative process, the Compliance Officer should keep the complainant
informed of the status of the investigation.
Complaints must include the following information to the extent it is available: the identity of the individual
believed to have engaged in, or be engaging in, prohibited conduct/harassment; a detailed description of
the facts upon which the complaint is based; a list of potential witnesses; and, identification of the
resolution which the complainant seeks.
The Compliance Officer or designee will conduct an oral interview and prepare a written summary of the
oral interview which will be presented to the complainant for verification by signature.
Upon receiving a written complaint, the Compliance Officer will consider, in conjunction with the head of
the division or department, whether any action should be taken in the investigatory phase to protect the
complainant from further legally prohibited harassment or retaliation including but not limited to, a change
of job assignment or a change of class schedule. In making such a determination, the Compliance
Officers should consult the complainant to assess his/her agreement to any action deemed appropriate.
Within three (3) business days of receiving the written complaint of legally prohibited harassment, the
Compliance Officer will inform the individual alleged to have engaged in the harassing conduct that a
complaint has been received.
Within five (5) business days of receiving the complaint, the Compliance Officer or a designee will initiate
a formal investigation to determine whether the complainant has been subject to prohibited
discrimination/harassment.

The Compliance Officer or designee will complete an investigation into the allegations of
discrimination/harassment within thirty (30) calendar days of receiving the written complaint. The
investigation will include:
A.

interviews with the complainant;

B.

interviews with the respondent;

C.

interviews with any other witnesses who may reasonably be expected to have any information
relevant to the allegations;

D.

consideration of any documentation or other evidence presented by the complainant,
respondent, or any other witness which is reasonably believed to be relevant to the allegations.

At the conclusion of the investigation, the respondent and the complainant will be provided a written
report of the findings summarizing the evidence gathered during the investigation and the final
determination of the case. If a finding of Probable Cause occurs, CRC will forward the completed
investigative report, including the determination of Probable Cause to the Office of Professional
Standards for review, a recommendation for disciplinary action, and final disposition of the case. All
disciplinary action will be taken according to State law and the terms of the applicable collective
bargaining agreement(s). The Board will act upon the recommended disciplinary determination at its
regular meeting.

Confidentiality
The District will make all reasonable efforts to protect the rights of the complainant and the respondent.
The District will respect the privacy of the complainant (unless the complainant made the complaint with
malice or with knowledge that it was false), the respondent, and all witnesses in a manner consistent with
the District's legal obligations under State and Federal law. Confidentiality cannot be guaranteed
however. All parties proceeding through the investigation process should be advised that at the
conclusion of the investigation, their identities and the investigation become subject to disclosure under
F.S. 119.
During the course of the investigation, the Compliance Officer or his/her designee will instruct all
members of the District community and third parties who are interviewed about the importance of
maintaining confidentiality. Any individual who is interviewed as part of an investigation of prohibited
discrimination/harassment is expected not to disclose any information that s/he learns or that s/he
provides during the course of the investigation.
All public records created as part of an investigation of prohibited discrimination/harassment will be
maintained by the Compliance Officer according to State law and the Board's records retention policy.
Records of an ongoing investigation shall remain confidential and not subject to disclosure pursuant to
F.S. Chapter 119, until a final determination is made on the case. Any records which are considered
education records under the Family Educational Rights and Privacy Act will be maintained in a manner
consistent with the provisions of Federal and State law.

Child Abuse/Sexual Misconduct
All employees aware of suspected child abuse or neglect must immediately report the abuse to the
Department of Children and Family Services abuse hotline, the School Police, and the school site
administrator. If, during the course of an investigation of prohibited discrimination/harassment, the
Compliance Officers or designee has reason to believe or suspect that the alleged conduct indicates
abuse or neglect of the complainant, a report of such knowledge must be made in accordance with State
law and Policy 8462.

If the Compliance Officer or a designee has reason to believe that the complainant has been the victim of
criminal conduct, such knowledge should be reported to local law enforcement.
Any reports made to the local child protection service or to local law enforcement shall not terminate the
Compliance Officer's or designee's obligation and responsibility to continue to investigate a complaint of
prohibited discrimination/harassment.

Mandatory Reporting of Misconduct by Certificated Employees
The Superintendent is required by State law and Policy 8141 to report alleged misconduct by certificated
employees of the District that affects the health, safety, and welfare of a student.
F.S. 110.1221, 760.01, 760.10, 1000.05, 1006.07
20 U.S.C. 1681 et seq.
29 U.S.C. 621 et seq.
29 U.S.C. 794
29 C.F.R. Part 1635
42 U.S.C. 12101 et seq.
42 U.S.C. 2000d et seq.
42 U.S.C. 2000e et seq.
42 U.S.C. 1983
42 U.S.C. 2000ff et seq., The Genetic Information Nondiscrimination Act
National School Boards Association Inquiry and Analysis - May 2008
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1380 - THREATENING BEHAVIOR TOWARD STAFF MEMBERS
Employees have a right to work in a safe environment. Violence or the threat of violence by or against
students and employees will not be tolerated.
Threatening behavior consisting of any words or deeds that intimidate a staff member or cause anxiety
concerning physical well-being is strictly forbidden. Any student, parent, visitor, staff member, volunteer,
or agent of the Board who is found to have threatened a member of the staff will be subject to discipline
or reported to the appropriate law enforcement agency.
F.S. 1006.145
20 U.S.C. 1681 et seq.
29 U.S.C. 621 et seq.
29 U.S.C. 794 et seq.
41 U.S.C. 1983, Civil Rights Act
42 U.S.C. 2000 et seq.
42 U.S.C. 12101 et seq.
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1590 - PERSONNEL FILE
A personnel information system shall be prepared for the retention of appropriate files bearing upon an
employee's duties and responsibilities to the District and the District's responsibilities to the employee.
Sufficient records shall exist to ensure an employee's qualifications for the job held, compliance with
Federal, State, and local benefit programs, conformance with District policies, and evidence of completed
evaluations. The records shall be kept in compliance with State laws.
"Personnel file" shall mean all records, information, data, or materials maintained by the District, in any
form or retrieval system, with respect to any of its administrative staff, which are uniquely applicable to
that employee, whether maintained in one (1) or more locations.
Only information relating to the professional role of the employee and submitted by authorized school
administrative personnel and the Board may be entered in the official record file. A copy of each entry
shall be given to the employee upon request.
The employee shall have access to his/her file upon request.
F.S. 119.011, 1012.31
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2411 - SCHOOL COUNSELING
A planned program of guidance and counseling shall be an integral part of the District's educational
program. This program is outlined in the District's Comprehensive Student Services Program PK - Adult
which provides that:
A.

the program is student-centered, and designed to enhance individual uniqueness, an
understanding of cultural diversity, and maximum development of student potential;

B.

students will graduate with the competencies to make self-directed, realistic, and responsible
decisions and be successful contributors to society; and

C.

a District steering committee is established and includes administrators, staff members,
counselors, and/or other clinical resource people, and parents and other members of the
community such as the Student Services Advisory Committee.

A program of guidance and counseling shall be offered to all students and shall provide that:
A.

staff members are properly trained and skilled for their roles and perform in ways that comply
with their certification and/or licensing and job description as well as with School Board policies
and administrative procedures;

B.

outside resource people and agencies are properly certified or licensed to provide services and
have a history of effective assistance.

Students and parents should be aware that school personnel must report situations that they determine
might involve imminent danger or violations of Federal, State, or local laws.
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5136.02 - SEXTING
Sexting is the act of sending or forwarding through cellular telephones and other electronic media
sexually explicit, nude, or partially nude photographs/images. It is the District's mission to ensure the
social, physical, psychological, and academic well-being of all students. The educational purposes of the
schools are best accomplished in a climate of student behavior that is socially acceptable and conducive
to the learning and teaching process.
Standards for student behavior must be set cooperatively through interaction among the students,
parents/legal guardians, staff, and community members creating an atmosphere that encourages respect
of individuals and groups. The District has a unique ability and responsibility to prevent sexting, promote
awareness, engage parental and community support, and train parents/families to regulate cyber
activities. The act of sexting is prohibited and will not be tolerated. The policy addressing sexting will be
enforced through the Code of Student Conduct.
The document, Empowering

Students to Engage in Positive Communication: A Guide to
Combat Student Sexting Procedures Manual, contains the District's directives and procedures
relative to sexting. Copies of the document are on file for public reference in the Office of Board
Recording Secretary and the Citizen Information Center. Additionally, a copy shall be available at each
Regional Center for inspection.
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5517 - ANTI-DISCRIMINATION/HARASSMENT (STUDENTS)
The School Board shall comply with all Federal laws and regulations prohibiting discrimination and all
requirements and regulations of the U.S. Department of Education. The Board will enforce its prohibition
against discrimination/harassment based on sex, race, color, ethnic or national origin, religion, marital
status, disability, age, political beliefs, sexual orientation, gender, gender identification, social and family
background, linguistic preference, pregnancy, and any other basis prohibited by law. The Board shall
maintain an educational and work environment free from all forms of discrimination/harassment, which
includes Title IX of the Education Amendments of 1972. Title IX prohibits sexual harassment and other
sexual misconduct such as unwelcome touching, graphic verbal comments, sexual jokes, slurs, gestures
or pictures. All students, administrators, teachers, staff, and all other school personnel share
responsibility for avoiding, discouraging, and reporting any form of prohibited discrimination or
harassment against students by employees, other students and their parents or guardians, or third
parties. This policy prohibits discrimination and harassment at all School District operations, programs,
and activities on school property, or at another location if it occurs during an activity sponsored by the
Board.
For additional information about Title IX or any other discrimination/harassment concerns contact:
Title:

Office of Civil Rights Compliance (CRC)
Executive Director/Title IX Coordinator

Address:

155 N.E. 15th Street, Suite P104E
Miami, FL 33132

Phone:

(305) 995-1580

Fax:

(305) 995-2047

E-mail:

crc@dadeschools.net

Website:

http://crc.dadeschools.net/

For information on Section 504 of the Rehabilitation Act of 1973 or any other student disability concerns
contact:
Title:

Division of Special Education
504 Coordinator

Address:

1501 N.E. 2nd Avenue, Suite 409

Miami, FL 33132
Phone:

(305) 995-1796

Fax:

(305) 523-0591

E-mail:

ese@dadeschools.net

Website:

http://ese.dadeschools.net/

The Board will take immediate steps to discipline individuals for:
A.

Retaliating against a person who has made a report or filed a complaint alleging unlawful
discrimination/harassment, or who has participated as a witness in a discrimination/harassment
investigation.

B.

Filing a malicious or knowingly false report or complaint of discrimination/harassment.

C.

Disregarding, failing to investigate adequately, or delaying investigation of allegations of
prohibited discrimination/harassment, when responsibility for reporting and/or investigating
unlawful harassment charges comprises part of one's supervisory duties.

The District compliance officer will supervise compliance with Federal and State regulations and address
complaints in accordance with law and Policy 5517.02. The Board will provide proper notice of
nondiscrimination for Title II, Title VI, and Title VII of the Civil Rights Act of 1964, Title IX of the Education
Amendment Act of 1972, Section 504 of the Rehabilitation Act of 1973, and the Americans with
Disabilities Act of 1990.

Reports and Complaints
Students are encouraged to promptly report incidents of discriminatory or harassing conduct to their
Principal or the Office of Civil Rights Compliance (CRC) so that the conduct can be addressed before it
becomes severe, pervasive, or persistent.
Students who believe they have been harassed or discriminated against are entitled to use the complaint
process in Policy 5517.02. Students and parents are encouraged to present complaints of discrimination
or harassment by other students or employees to the Principal, complaints against employees will be
referred by the Principal to the CRC Office as soon as possible after the alleged conduct occurs while the
facts are known and potential witnesses are available. During the investigation, the complainant and the
subject of the complaint shall be provided an opportunity to present witnesses and evidence relevant to
the complaint. The Principal shall apply the Code of Student Conduct to allegations of
discrimination/harassment by students.
The investigative process through CRC involves the investigation of complaints of harassment and
discrimination based on the protected categories. The CRC office investigates each case within a
reasonable time.
Documentation of investigations of complaint and of any corrective action taken by the school site and
throughout the District will be maintained by the department that conducted the investigation. Records of
ongoing investigations are kept confidential until a final determination is made on each case. During the

investigative process, appropriate preventive measures will be taken to protect the victims and the school
community. Subsequent to the completion of a case, the complainant and the subject of the complaint will
be provided with written notification of the outcome of the investigation. The District will take remedial
action, as necessary, to address and resolve any substantiated complaint of discrimination or harassment
and to prevent its recurrence.
Initiating a complaint will not adversely affect the complainant’s participation in educational or extracurricular programs unless the complainant makes the complaint maliciously or with knowledge that it is
false. Investigation of an allegation shall not be proceed solely on the basis of an anonymous complaint
without first attempting to ascertain the identity of the complainant. If after such efforts, the complainant
remains anonymous, the investigation will proceed to the extent possible.

Privacy/Confidentiality
The District respects the privacy of students, the individual(s) against whom the complaint is filed, and the
witnesses consistent with the Board’s legal obligations to investigate, take appropriate action, and comply
with any discovery or disclosure obligations. All records generated under this policy and Policy 5517.02
shall be maintained as confidential to the extent permitted by law.
The complaint process in Policy 5517.02 is not intended to interfere with student rights to pursue
complaints with the United States Department of Education, Office for Civil Rights, or the Florida
Department of Education. The CRC Office processes such complaints according to the procedures and
standards set forth by Federal and State agencies.

Education and Training
The Board promotes preventative educational measures to create greater awareness of unlawful
harassment and discrimination. The Superintendent shall provide appropriate training to members of the
School District community related to the implementation of this policy and Policy 5517.02.

Sexual Conduct
Any teacher, administrator, coach, or other school authority who engages in sexual conduct with a
student may also be guilty of a crime.
F.S. 110.1221, 1000.05, 1006.07
42 U.S.C. 2000d et seq.
42 U.S.C. 2000e et seq.
29 U.S.C. 621 et seq.
29 U.S.C. 794
42 U.S.C. 12101 et seq.
20 U.S.C. 1681 et seq.
42 U.S.C. 1983
National School Boards Association Inquiry and Analysis – May 2008
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5517.02 - DISCRIMINATION/HARASSMENT COMPLAINT PROCEDURES FOR
STUDENTS
The Office of Civil Rights Compliance (CRC) is responsible for investigating complaints of discrimination
and harassment, including sexual harassment and retaliation filed by employees, students and their
parents. The CRC office accepts complaints of discrimination/harassment directly from any member of
the School District community. Upon receipt of a complaint, the Compliance Officer will route the
complaint to the appropriate school or District office for investigation and/or response. Documentation of
investigations of complaints and of any corrective action taken by the school site and throughout the
District will be maintained by the department that conducted the investigation.

Complaint Procedures
Any student/parent who has a good faith belief that a student has been subjected to prohibited
discrimination/harassment may seek resolution of his/her complaint through the procedures described
below.
Students/parents are encouraged to promptly report complaints of discriminatory or harassing conduct to
their Principal. In addition to the manner prescribed in Policy 5517, a student/parent may also file the
complaint directly with the Region Office or the District’s Office of Civil Rights Compliance (CRC).

CRC Office Contact Information
Title:

Office of Civil Rights Compliance (CRC)
Executive Director/Title IX Coordinator

Address:

155 N.E. 15 Street, Suite P104E
Miami, FL 33132

Phone:

(305) 995-1580

Fax:

(305) 995-2047

E-mail:

crc@dadeschools.net

Website:

http://crc.dadeschools.net/

th

This procedure is not intended to interfere with the rights of students/parents to pursue a complaint of
discrimination/harassment with the United States Department of Education, Office for Civil Rights
("OCR"), or the Florida Department of Education.

A.

Complaints must be in writing and include the following information to
the extent it is available: the identity of the individual believed to have
engaged in, or be engaging in, prohibited conduct; a detailed description
of the facts upon which the complaint is based; a list of potential
witnesses; and identification of the resolution which the complainant
seeks.
Anonymous complaints shall not be processed, without first attempting
to ascertain the identity of the complainant and except as outlined in
Policy 5517.01. If after such efforts, the complainant remains
anonymous, the investigation will proceed.
The complaint must be signed attesting that it is true to the best of the
complainant’s knowledge, information, and belief. The Principal or the
CRC Office will assist the complainant in reducing verbal complaints to
writing. Any complainant who knowingly submits false information will be
subject to discipline according to the Code of Student Conduct or
applicable laws. During the investigation of a complaint, the complainant
and the subject of the complaint shall be provided an opportunity to
present witnesses and other evidence relevant to the complaint.
The initiation of a discrimination or harassment complaint by
student/parent will not be used as a basis for actions that adversely
affect the student’s standing in his/her educational or extra-curricular
activities unless the student makes the complaint maliciously or with
knowledge that it is false. Additionally, participation in or assistance with
the investigation of a complaint shall not be used as the basis of any
adverse action against the student or parent.

B.

Students/parents should make every effort to submit a complaint as
soon as possible after the prohibited conduct while the facts are known
and potential witnesses are available, and to ensure a timely response
to the conduct in question. Under Federal guidelines, complaints must
be filed within 180 calendar days of the date of the last act of alleged
discrimination.

Processing Complaints
A.

School-Site

All complaints involving student to student harassment, including sexual
harassment, will be first investigated at the school site. If such
complaints are made directly to the District Office, the Region Office or
the CRC Office, they will be referred to the school site for the initial
investigation. Complaints involving harassment, including sexual
harassment, of a student by an employee or other representatives of the
school system will be investigated by the CRC Office.
Principals are required to:

1.

receive and document the complaint and notify the CRC Office
within twenty-four (24) hours of receiving the complaint; for
verbal complaints, assist the complainant in reducing the
complaint to writing and encourage the complainant to attest that
it is true to the best of the complainant’s knowledge, information,
and belief;

2.

provide a copy of this Policy 5517.02 to the complainant;

3.

meet with the complainant (student/parent) to ascertain the facts
pertinent to the allegations;

4.

meet with the student(s) accused of the alleged harassment to
obtain a response to the complaint both orally and in writing;

5.

meet with all available witnesses identified by the person(s)
making the report of harassment and the subject of the
complaint, individually and confidentially. Witnesses will be
asked to make a statement both orally and in writing regarding
the alleged facts that form the basis of the complaint;

6.

document all reports and interventions on the appropriate
student case management forms within ten (10) workdays;
Upon completion of the investigation, any student(s) found to
have violated this policy will be subject to any of the disciplinary
actions described in the Code of Student Conduct and coded on
the appropriate student case management form;
*The principal shall contact Miami-Dade County Schools Police
in accordance with the Code of Student Conduct.

7.

provide complainant and subject of the complaint with a written
notification of the outcome of the investigation in accordance
with student confidentiality requirements; and
Absent unusual circumstances, the written report of the
investigation will be provided within ten (10) workdays of
reaching a final determination.

8.

notify the CRC Office concurrently in writing of the outcome of
the complaint.

If the complaint is made directly to a school staff member other than the
Principal, they shall immediately refer the complaint to the Principal.

School-site administrators shall apply the Code of Student Conduct to all
allegations of harassment by students and to report the allegations to the
CRC Office. Additional procedures concerning complaints of bullying are
contained in Policy 5517.01. Students/Parents are encouraged to direct
complaints alleging discrimination/harassment by employees to the CRC
Office. Any such complaints filed with the school must be immediately
forwarded by the Principal to the CRC Office.
B.

Appeals to the Region Office
If the complaint is not resolved to the complainant’s satisfaction after
discussion with the Principal, the student/parent may appeal to the
Region Office by submitting a letter to the corresponding Region Office
within fifteen (15) workdays of the Principal’s final determination.
Within fifteen (15) workdays, the Region Office shall address appeals of
complaints made to the school site by:
1.

reviewing documentation submitted by the Principal;

2.

providing a copy of this Policy 5517.02 to the complainant;

3.

discussing the allegations with the complainant, the subject of
the complaint, and witnesses (in person or otherwise), if
necessary;

4.

appending existing documentation to outline the steps taken to
address the complaint, including the outcome/resolution;

5.

providing complainant and the subject of the complaint with a
written notification of the outcome of the investigation in
accordance with student confidentiality requirements; and
Absent unusual circumstances, the written report of the
investigation will be provided within ten (10) workdays of
reaching a final determination by the Region Office.

6.

C.

notifying the CRC Office concurrently in writing of the outcome of
the complaint.

Complaints to the CRC Office

The Compliance Officer is responsible for accepting complaints and
routing them for investigation and/or response within three (3) workdays.

Students/Parents should be aware that submitting complaints to other
District offices (e.g., Superintendent) may require additional time to
process.
Investigations conducted by the CRC Office, absent unusual
circumstances, may take thirty (30) workdays. The complainant and the
subject of the complaint will be provided a written report of the findings
summarizing the evidence gathered during the investigation and the final
determination of the case. The written report of the investigation will be
provided within ten (10) workdays of reaching a final determination.
If the student/parent does not agree with the final determination made by
the CRC Office, s/he may appeal the determination to the
Superintendent by submitting a letter of appeal within fifteen (15)
workdays of the date of the final determination.
The Superintendent or designee shall address the requests for appeal
within fifteen (15) workdays of receipt of the written request by:
1.

reviewing documentation submitted by the CRC office;

2.

reviewing information provided by complainant;

3.

obtaining additional information if determined necessary to do
so;

4.

providing complainant written notification of the outcome of the
appeal; and
Absent unusual circumstances, the written notification will be
provided within fifteen (15) workdays of the review.

5.

D.

notifying the CRC Office concurrently in writing of the outcome of
the review.

Other School District Offices/Sites:

Complaints filed with any other School District site shall be referred
directly to the CRC Office for routing and processing.
For complaints filed directly with the United States Department of
Education and/or the Florida Department of Education, the Compliance
Officer coordinates the District’s investigation and response to the
Federal or State agency. However, the Federal or State agency provides
a written response directly to the complainant. The School Board will
provide proper notice of nondiscrimination for Title II, Title VI, and Title

VII of the Civil Rights Act of 1964, Title IX of the Education Amendment
Act of 1972, Section 504 of the Rehabilitation Act of 1973, Americans
with Disabilities Act of 1990.
E.

Corrective Strategies:

Appropriate remedial/corrective action for students who commit acts of
harassment range from behavioral interventions up to and including
suspension or expulsion as outlined in the Code of Student Conduct.
Removal from the class where the infraction occurred may be
implemented as a preventive measure, pending the outcome of the
investigation.
Consequences and appropriate remedial action for a school employee
found to have committed an act of harassment shall include discipline in
accordance with District policies, administrative procedures, and
collective bargaining agreements. Alternate assignments to another
location are considered when the nature of the allegation is so egregious
as to warrant the removal of an employee from the site to an alternate
assignment until the resolution of the case.
Consequences and appropriate remedial action for a visitor or volunteer
found to have committed an act of harassment shall be determined by
the school administrator after consideration of the nature and
circumstances of the act, including reports to appropriate law
enforcement officials. Temporary removal of the alleged subject of the
complaint from the premises may be implemented as a preventive
measure.
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5517.03 - DATING VIOLENCE OR ABUSE
Student dating violence or abuse is prohibited in all secondary schools on school property, during any
school-related or school-sponsored program or activity, and/or during school-sponsored transportation.

Definition
Student dating violence involves a pattern of emotional, verbal, sexual, or physical abuse used by one
person in a current or past dating relationship to exert power and control over another. Abuse may
include insults, coercion, social sabotage, sexual harassment, stalking, threats and/or acts of physical or
sexual abuse. It may also include abuse, harassment, and stalking via electronic devices such as cell
phones and computers, harassment through a third party, and may be physical, mental, or both.

Reporting Requirement
A.

All verbal or written reports/complaints alleging violations of this policy shall be submitted to the
Principal or designee.

B.

All school employees who witness an act of dating violence or abuse or who have a reasonable
suspicion that an act of dating violence and/or abuse has taken place must report the incident
to the Principal or designee. The employee shall also immediately report the incident to School
Police if there is reason to suspect that the incident might constitute a crime. Any uncertainty
regarding whether an alleged violation might constitute a crime must be resolved in favor of
reporting the incident to School Police.

C.

An employee’s failure to report may result in action(s) or discipline consistent with the collective
bargaining agreement provisions or School Board policy.

D.

Nothing in this policy shall relieve a reporter of the obligation to report a reasonable suspicion of
child abuse or neglect to the Florida Abuse Hotline or local law enforcement pursuant to F.S.
39.201.

Complaints/Reports
A.

Complaints and reports should be submitted as soon as possible after the alleged incident but
shall be submitted within ninety (90) school days after the most recent alleged act of dating
violence and/or abuse. The Principal or designee shall document and investigate any
complaints or reports and take immediate action to prevent the reoccurrence of the behavior.
Appropriate disciplinary action may be taken pursuant to the Code of Student Conduct
(Policy 5500).

B.

Failure on the part of the alleged victim to initiate a complaint within ninety (90) school days or
to cooperate with the investigation may result in the complaint being deemed abandoned
regarding that particular incident.

C.

Additional procedures regarding complaints about bullying and harassment are contained in

Policy 5517.01 and Policy 5517.02 and the allegations may also be required to be reported to
the Office of Civil Rights pursuant to Policy 5517.
D.

Each school shall publicize the procedure for submitting a complaint or report of dating violence
in-person or anonymously and how this report will be addressed.

E.

The victim of student dating violence or abuse, anyone who witnessed an act of dating violence
or abuse, and anyone who has reasonable suspicion that an act of dating violence or abuse
has taken place pursuant to this policy may submit a report of dating violence or abuse.

F.

Submission of a good faith complaint or report of student dating violence or abuse will not affect
the complainant or reporter’s future employment, grades, learning or working environment, or
work assignments. Appropriate action will be pursued for persons found to have wrongfully and
intentionally accused another of an act of dating violence or abuse.

G.

Any written or verbal reports of an act of dating violence or abuse shall be considered an official
means of reporting. Reports may be made anonymously but disciplinary action may not be
based solely on the basis of an anonymous report.

Support and Reasonable Accommodations
A.

Principals shall include the policy in the school’s student/parent handbook.

B.

If students or their parent(s)/guardian(s) inform the school that a court has issued a restraining
or protective order, a copy of the order should be maintained in the students’ files. The school
shall notify School Police immediately if it reasonably believes that a criminal or civil restraining
order has been violated. School Police shall respond to a report of a violation of a criminal or
civil restraining order.

C.

Whenever possible, face-to-face contact between the victim and alleged perpetrator should be
avoided during the pendency of the investigation.

D.

The student who is allegedly experiencing dating violence or abuse may submit a verbal or
written request for accommodations to the school. If the request is made verbally, the school
administrator shall document the request in writing and provide a written decision to the student
as soon as possible. A denial of a request for accommodation must specify the reason(s) for
the denial. If scheduling changes are requested or determined by the school to be in the best
interest of the victim, the school will accommodate the victim’s preference to the extent
possible.

Dating Violence and/or Abuse Prevention Curriculum
Instruction regarding dating violence or abuse will be provided for students in grades 7 through 12 as a
component of the health education curriculum as listed in F.S. 1003.42. This instruction includes, but is
not limited to, the definition of dating violence or abuse, the warning signs of dating violence or abusive
behavior, the characteristics of healthy relationships, measures to prevent and stop dating violence or
abuse, and community resources available to victims of dating violence or abuse. The curriculum must
emphasize prevention based education. Schools should also implement a peer mentor or peer education
component that will foster a deeper understanding of the issues by allowing students to relate to a
similarly situated peer.

Professional Development
The Principal shall review the policy with faculty/staff at the Opening of Schools meeting. Teachers,
school administrators, counseling professionals and other school site employees shall also be provided

training in proper identification, investigation, and intervention of dating violence or abuse incidents that
fall within the jurisdiction of the school.
Students, parents/legal guardians, teachers, and school volunteers shall be provided information on this
policy, evidence-based methods of preventing dating violence or abuse, and how to effectively identify
and respond to dating violence or abuse incidents.
F.S. 1006.148
Adopted 9/3/13
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6152 - STUDENT FEES
The School Board may levy certain charges to students to facilitate the utilization of adequate,
appropriate learning materials used in the course of instruction. If the District determines that a student is
in serious financial need, it may choose to provide any or all such materials free of charge.
The Board will make every effort to provide all instructional equipment, books, material, and services
needed to maintain the desired instructional program so that students, parents, PTA/PTSA’s, or school
fund-raising activities are not used to provide such items. If it is necessary to collect fees from students
enrolled in certain academic subjects, or engaged in certain activities, to maintain the desired instructional
and activities program in each school center, a schedule setting the maximum fee which can be charged
for any subject area, activity or service, shall be developed and approved by the corresponding Region
Superintendent.
At the start of every school year, each school or center shall send to the parents of all students a letter
informing them of the various fees to be charged. Collection of fees shall not take place until approved by
the Region Office and written communication has been sent to the student’s parents.

Secondary Schools
Fee schedules for each school year are to be approved in writing by the Region Superintendent. The
approved fee schedule bearing the signature of the Region Superintendent is to be filed for audit by each
school.
An adjusted fee schedule will be provided by the principal for those students having difficulty meeting
these fee obligations, to include a waiver for all fees if necessary.
A.

B.

Special Fees and Charges
1.

Art

2.

Honors, Extras and Special Programs (senior high only)

3.

Industrial Education, Technology Education and Family and Consumer Sciences

4.

Music (instrumental and vocal)/Band Uniforms (senior high only)

5.

Physical Education (Towel Fee, Gym Clothes, and Locks for lockers)

6.

Science—Breakage Deposit (Laboratory)

7.

Workbooks, Business Technology Education Practice Sets, Textbooks and Paperbacks

Optional Fees
1.

Publications (Handbooks, ID Cards, Student Directories, Yearbooks)

2.

School Activities (Clubs, Homeroom, etc.)

3.
C.

Insurance

Refunds
1.

Deposits
Unused material charge deposits (material tickets) and breakage charge deposits (such as
science) are to be refunded at the end of the school term or at the time a student
transfers.

2.

Special Fees
Special fees and charges will not be transferred between secondary schools when a
student transfers within the county. When the transfer slip is marked "fees paid," the
receiving school will not charge the transferring student any special fees and charges.

3.

Out-of-County Transfers
For secondary students transferring out of the county the following percentage of use fees
(musical instruments, uniforms or robes, towels, locks) will be refunded:
a.

Transfer during first nine (9) weeks - seventy-five percent (75%) refund

b.

Transfer during second nine (9) weeks - fifty percent (50%) refund

c.

Transfer after second nine (9) weeks - no refund

Use of Fees
All fees and charges collected are to be used only for the purpose collected. Where necessary, fees must
be adjusted downward to avoid accumulation of excessive carry-over balances. When the purchase of
any item is required, it must be sold to the student at school cost.
F.S. 1001.43
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8141 - MANDATORY REPORTING OF MISCONDUCT BY CERTIFICATED
EMPLOYEES
The School Board shall address employee misconduct and, where appropriate, provide a measured
disciplinary response consistent with due process. In addition, with respect to certificated and/or
certificated professional staff members, matters of misconduct, including conviction of certain crimes
enumerated by law and/or conduct which is unbecoming to the teaching profession, will be reported by
the Superintendent to the Florida Department of Education.

Reporting Professional Misconduct
District staff are required to report to the Superintendent alleged misconduct by District employees which
affects the health, safety, or welfare of a student.
The Superintendent shall investigate any allegation of misconduct by District employees which affects the
health, safety, or welfare of a student, and shall report the alleged misconduct to the Department of
Education as required in F.S. 1012.796, 1001.51(12)(b), 1001.42(7)(b).
Staff alleged to have committed such misconduct shall be reassigned pending the outcome of a
misconduct investigation.

Filing a Complaint with the Department of Education
If an instructional staff member or administrator has committed a violation as provided in F.S. 1012.795,
and defined by rule of the State Board of Education, the Superintendent shall file with the Department of
Education any legally sufficient complaint within thirty (30) days after the date on which the subject matter
of the complaint came to the attention of the Superintendent. A complaint is legally sufficient if it contains
ultimate facts that show a violation has occurred as provided in F.S. 1012.795 and defined by rule of the
State Board of Education. The Superintendent shall include all known information relating to the
complaint with the filing of the complaint. This paragraph does not limit or restrict the power and duty of
the Department of Education to investigate complaints, regardless of the District's untimely filing, or failure
to file, complaints and follow-up reports (F.S. 1012.796(e)).

Report of Resignation or Termination
If the Superintendent determines that misconduct by an instructional staff member or an administrator
who holds a certificate issued by the Florida Department of Education affects the health, safety, or
welfare of a student and the misconduct warrants termination, the staff member may resign or be
terminated and the Superintendent must report the misconduct to the Department of Education in the
format prescribed by the Department. The Department shall maintain each report of misconduct as a
public record in the instructional personnel's certification files (F.S. 1012.796(d)).

Transmittal of False or Incorrect Report
The Superintendent shall not knowingly sign and transmit to any State official a report that the
Superintendent knows to be false or incorrect.

Pursuant to F.S. 1001.42(7), a Board member may not knowingly sign and transmit to any State official a
report of alleged misconduct by instructional personnel/administrators which affects the health, safety, or
welfare of a student which the Board member knows to be false or incorrect.

Requirement of Disclosure of Employee Misconduct
The Board, Superintendent, or District administrator, may not enter into a confidentiality agreement
regarding terminated or dismissed instructional personnel/administrators, or instructional
personnel/administrators who resign in lieu of termination, based in whole or in part on misconduct that
affects the health, safety, or welfare of a student. In addition, they may not provide instructional
personnel/administrators with employment references or discuss the instructional
personnel/administrators' performance with prospective employers in another educational setting, without
disclosing the instructional personnel/administrators' misconduct. Any part of an agreement or contract
that has the purpose or effect of concealing misconduct by instructional personnel/administrators which
affects the health, safety, or welfare of a student is void, is contrary to public policy, and may not be
enforced (F.S. 1001.42(6)).

Posting Requirements
Pursuant to F.S. 1006.061(2), this policy shall be posted in a prominent place at each school site and on
each school's internet website, so that the policy and procedures for reporting alleged misconduct by
instructional personnel/administrators which affects the health, safety, or welfare of a student; the contact
person to whom the report is made; and the penalties imposed on instructional personnel/administrators
who fail to report suspected or actual child abuse or alleged misconduct by other instructional
personnel/administrators is effectively communicated to all.
F.S. 1001.42(6), 1001.42(7)(b), 1001.51(12)(b), 1006.061(2), 1012.795
F.S. 1012.796, 1012.796(d), 1012.796(e)
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8330 - STUDENT RECORDS
In order to provide appropriate educational services and programming, the Board has the authority to
create student educational records and is responsible for maintaining, reviewing for accuracy and
restricting access to the records. Continued efforts will be made to protect the accuracy and privacy of the
information contained in student educational records.

Maintenance of Student Records
Only records mandated by the State or Federal government and necessary and relevant to the function of
the District or specifically permitted by this Board shall be compiled by District employees. The
Superintendent is authorized to develop and issue directives pertaining to student records.
Each school shall maintain a permanent cumulative record for each student enrolled in the school which
shall contain the data as prescribed by Administrative Rule F.A.C. 6A-1.0955 and this policy. Each
student's cumulative record shall include the following types of data:
A.

Category A Records, Permanent Information
1.

Student's full legal name.

2.

Authenticated birthdate, place of birth, race, and sex.

3.

Last known address of the student.

4.

Name(s) of the student's parent(s) or guardian(s).

5.

Name and location of last school attended.

6.

Number of days present and absent, date enrolled, date withdrawn.

7.

Courses taken and record of achievement, such as grades, credits, or certification of
competence.

8.

Date of graduation or date of program completion, including a statement of diploma, that
is, standard, special, certificate of completion, or General Equivalency Diploma.

9.

State and/or District standardized assessment/achievement test results, if required for
graduation.

10. Written records of access to the student's records.
11. Home language survey.
B.

Category B Records, Temporary Information
1.

Health information, family background data, standardized test scores, educational and
vocational plans, honors and activities, work experience reports, teacher/counselor
comments.

2.

Reports of student services or exceptional student staffing committees including all
information required by F.S. 1001.42.

3.

Correspondence from community agencies or private professionals.

4.

Driver education certificate.

5.

A list of schools attended.

6.

Written agreements of corrections, deletions, or expunctions as a result of meetings or
hearings to amend educational records.

7.

Written requests to waive access to confidential records.

8.

Written requests to restrict the release of directory information.

9.

Court orders of relevance.

10. Records of major student discipline actions, suspension, and/or expulsion records.
11. Student Limited English Proficiency (LEP) Plans.
12. Grade Change Forms
13. Such other records of educational importance as the school shall deem necessary.
Category A and B records shall be maintained in compliance with the approved District records retention
schedule which is made available to all schools and appropriate worksites by the District’s Department of
Records and Forms Management.
Individual exceptional student records shall be kept separate from regular cumulative records. These
records shall be sent to each succeeding school the student attends in the District and shall be
maintained in accordance with the approved District records retention plan.

Fingerprints
No report or record relative to a student which includes a copy of the student's fingerprints will be
maintained by the District.
The Superintendent will be responsible for the privacy and security of records that are not under the
supervision of the school principal.

Transfer of Student Records
When a student, previously enrolled in the District transfers out of the District to another school, public or
private, within this State or out of State, the principal, upon written request of the principal of the receiving
school, the parent, guardian, or eligible student, shall immediately transfer a copy of the student's
cumulative record containing Category A and B information to the requesting school. Pursuant to Federal
law, disciplinary records with respect to suspension and expulsion shall be considered "other records of
educational importance" and, as a Category B record, shall be transferred to the requesting school. The
administration is authorized to forward all Category A and B student records, including disciplinary
records with respect to any current suspension and expulsion, upon request to a school or school district
in which a student of this District is enrolled, seeks or intends to enroll, or is instructed to enroll, on a fulltime or part-time basis, upon condition that the student's parents be notified of the transfer, receive a copy
of the record if desired, and have an opportunity for a hearing to challenge the content of the record. The
school shall retain a copy of the Category A and B information in its files. Category B health and testing
information shall be retained if it is related to a weighted or categorical program placement which is
subject to audit. The files which are retained will be held by the principal who is custodian of the records
for the period of time specified in the Student Educational Records Manual. Category A and Category B
student records retained beyond the specified time after the student leaves the District will be forwarded
to Records Management. When a request comes to the school for student records after the files have

been sent to Records Management, the written request should be forwarded to Records Management.
Based upon reasonable requests, parents or eligible students will receive explanation and interpretation
of the records. Records Management will make copies of the student's files at the current established rate
cost.
While all reasonable efforts shall be made to collect for damaged or lost library books or textbooks, under
no conditions shall the transfer of a student's cumulative record be delayed or denied for failure to pay
any fine or fee assessed by the school. Progress reports to parents (report cards) may also not be
withheld for failure to pay any fine, fee, or an assessment for lost or damaged books.

Periodic Review of Records
A periodic review of student records by the custodian or designee shall be made in accordance with F.S.
1001.52. The custodian of the student records shall be responsible for maintaining the accuracy of
information.
The custodian of the records is responsible for amending materials in the student’s records he/she
believes is inaccurate, misleading, or otherwise in violation in the privacy of other rights of the student.
Student records scheduled for disposition/destruction in accordance with the procedures specified in the
current Student Educational Records Manual will be forwarded to Records Management.

Type Record

Location

Custodian

Address

Active and inactive student
records as specified in the
current Student
Educational Records
Manual for the District

Last school
attended

Principal of last
school attended

As shown in
local directory

Inactive student
cumulative records
(Category A) as specified
in the current Student
Educational Records
Manual for the District

Central District
office

Superintendent or
designee

Records
Management

Individual exceptional
student education records
as specified in the current
Student Educational
Records Manual for the
District

Last school
attended

Principal of last
school attended

As shown in
local directory

Access to Student Records
The rights of parents and eligible students with respect to education records created, maintained, or used
by the District must be protected according to FERPA and its implementing regulations. Parents and
eligible students have the right to access education records, including the right to inspect and review

those records, and have the right to waive their access to their education records in certain
circumstances.
The term "parents" includes legal guardians or other persons standing in loco parentis (such as a
grandparent or stepparent with whom the child lives, or a person who is legally responsible for the welfare
of the child). The term "eligible student" refers to students who are eighteen (18) years of age or older, or
who are enrolled in a postsecondary institution, regardless of age.
The custodian of the student record shall permit the eligible student or the parents or guardians of the
student who is or has been in attendance in the District to inspect and review the education records of the
eligible student or student. Provisions for such inspection and review shall be made within a reasonable
period of time of the request, but in no case shall be more than thirty (30) days after the request has been
made.
The District presumes that the eligible student or either parent of the student has the right to inspect,
review, and receive copies of the education records of the student or eligible student unless the Board, its
staff, or the individual school has been provided a legally binding instrument or court order that expressly
revokes those rights.
When records are opened to parents, guardians, or eligible students, schools shall make available a
member of the professional staff to interpret the record and shall provide copies, at the current District
copy rate, upon request. The copy rate will include actual reproduction costs and will not include the labor
costs for retrieval.
Parents, guardians, and eligible students may waive their right of access to confidential letters or
statements of recommendations or evaluation. Such waiver shall be made in writing to the custodian of
the records and shall be signed by the parent, guardian, or eligible student. Such waiver shall apply to
recommendations or evaluation only if:
A.

the parent, guardian, or eligible student is, upon request, notified of the names of all persons
submitting confidential letters or statements; and

B.

such recommendations or evaluations are used solely for the purpose for which they were
specifically intended.

The waiver of right of access may be revoked in writing with respect to actions occurring after the
revocation.
Whenever a student has attained eighteen (18) years of age, the permission and consent required of and
rights accorded to the parents of the student as to student records maintained by the District, shall
thereafter be required of and accorded to the eligible student only, unless the eligible student is a
dependent of his/her parents as defined in Title 26 U.S.C. Section 152 of the Internal Revenue Code of
1954. The District may, in this instance, disclose personally identifiable information from the education
records to the parents without the prior consent of the eligible student.
Whenever a student has enrolled in a postsecondary institution, regardless of age, the permission and
consent required of and rights accorded to the parents of the student as to student records maintained by
the postsecondary institution shall thereafter be required of and accorded to the eligible student only.
However, if the student is not eighteen (18) years of age, then the permission and consent required of
and rights as to the student records maintained by the District shall be retained by the parents.

Disclosure of Student Record Information

A.

B.

Prior Written Consent
1.

Prior written consent of the parent, guardian, or eligible student shall be obtained prior to
disclosing personally identifiable student information. The written consent shall include:
signature of the parent, guardian, or eligible student; date; specification of records or
information to be disclosed; purpose of the disclosure; and the party or class of parties to
whom a disclosure is to be made.

2.

Personally identifiable student information which is disclosed to an institution, agency, or
organization may be used by its officers, employees, and agents, but only for the purpose
for which the disclosure was made. Whenever parental consent is required for the
inspection and/or release of a student's health or educational records, either parent may
provide such consent unless agreed to otherwise in writing by both parents or specifically
stated by court order.

3.

If the student is under the guardianship of an institution, the Superintendent shall appoint a
person who has no conflicting interest to provide such written consent.

Without Prior Written Consent

Personally identifiable records or reports of a student may be released to the following persons or
organizations without the prior written consent of the student or the student's parent or guardian:
1.

Officials of schools, school systems, career centers, or public postsecondary educational
institutions in which the student seeks or intends to enroll; and a copy of such records or
reports shall be furnished to the parent or student upon request.

2.

Other school officials, and teachers within the educational institution or agency, who have
legitimate educational interests in the information contained in the records. The
Superintendent may designate "other school officials" not directly employed by the School
Board through inter-agency agreements that are created in support of legitimate
educational interests and contain the pertinent requirements of this rule. Such agreements
shall specify that the designated agency may not disclose the information to any other
party without the prior consent of the parent or eligible student and may use the
information only for the purposes for which the disclosure was made. However, the
designated agency may make further disclosures of the information on behalf of the
School Board if the disclosure meets the other requirements of this rule. Support
employees may be designated by the principal for the purpose of doing clerical work and
maintaining student records. However, such persons shall receive in-service training
concerning the confidentiality of student records and work under the supervision and
control of an administrative staff member.

3.

The United States Secretary of Education, the Director of the National Institute of
Education, the Assistant Secretary for Education, the Comptroller General of the United
States, or State or local educational authorities who are authorized to receive such
information subject to the conditions set forth in applicable Federal statutes and
regulations of the United States Department of Education, or in applicable State statutes
and rules of the State Board of Education.

4.

Other school officials, in connection with a student's application for or receipt of financial
aid.

5.

Individuals or organizations conducting studies for or on behalf of an institution or a board
of education for the purpose of developing, validating, or administering predictive tests,
administering student aid programs, or improving instruction, if the studies are conducted
in a manner that does not permit the personal identification of students and their parents
by persons other than representatives of such organizations and if the information will be
destroyed when no longer needed for the purpose of conducting such studies.

6.

Accrediting organizations, in order to carry out their accrediting functions.

7.

School Readiness Coalitions and the Florida Partnership for School Readiness in order to
carry out their assigned duties.

8.

For use as evidence in student expulsion hearings conducted by a district school board
under F.S. Chapter 120; however, public records of expulsion hearings shall not contain
any personally identifiable information.

9.

Appropriate parties in connection with an emergency, if knowledge of the information in
the student's educational records is necessary to protect the health or safety of the student
or other individuals. Within a reasonable time after the disclosure, the District must record
the following information in the student’s education records when it discloses personally
identifiable information from education records under the health or safety emergency
exception:
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a.

The articulable and significant threat to the health or safety of a student or other
individuals that formed the basis for the disclosure; and

b.

The parties to whom the agency or institution disclosed the information.

;The Auditor General and the Office of Program Policy Analysis and Government
Accountability in connection with their official functions; however, except when the
collection of personally identifiable information is specifically authorized by law, any data
collected by the Auditor General and the Office of Program Policy Analysis and
Government Accountability is confidential and exempt from F.S. 119.07 (1) and shall be
protected in a way that does not permit the personal identification of students and their
parents by other than the Auditor General, the Office of Program Policy Analysis and
Government Accountability, and their staff, and the personally identifiable data shall be
destroyed when no longer needed for the Auditor General's and the Office of Program
Policy Analysis and Government Accountability's official use.

11. A court of competent jurisdiction in compliance with an order of that court or the attorney
of record in accordance with a lawfully issued subpoena, upon the condition that the
parent or eligible student is notified by the custodian of the record of the order or
subpoena in advance of compliance.
A person or entity in accordance with a court of competent jurisdiction in compliance with
an order of that court or the attorney of record pursuant to a lawfully issued subpoena,
upon the condition that the student, or his/her parent if the student is either a minor and
not attending a postsecondary educational institution or a dependent of such parent as
defined in 26 U.S.C. 152 (section 152 of the Internal Revenue Code of 1954), is notified of
the order or subpoena in advance of compliance therewith by the
educational institution or agency.
If the custodian of the record is unable to notify the parent or eligible student prior to time
of compliance, s/he shall bring to the court’s attention the provision of the Family
Educational Rights and Privacy Act of 1974 and comply with the court’s instructions.
If it is a subpoena issued for a law enforcement purpose in which the court or other issuing
agency orders the educational agency or institution not to disclose the existence or
contents of the subpoena or any information furnished in response to the subpoena, the
school shall comply with the subpoena without giving notice to the parent.
12. Credit bureaus, in connection with an agreement for financial aid that the student has
executed, if the information is disclosed only to the extent necessary to enforce the terms
or conditions of the financial aid agreement. Credit bureaus shall not release any

information obtained under this paragraph to any person.
13. Parties to an interagency agreement among the Department of Juvenile Justice, school
and law enforcement authorities, and other signatory agencies for the purpose of reducing
juvenile crime and especially motor vehicle theft by promoting cooperation and
collaboration, and the sharing of appropriate information in a joint effort to improve school
safety, to reduce truancy and in-school and out-of-school suspensions, and to support
alternatives to in-school and out-of-school suspensions and expulsions that provide
structured and well-supervised educational programs supplemented by a coordinated
overlay of other appropriate services designed to correct behaviors that lead to truancy,
suspensions, and expulsions, and that support students in successfully completing their
education. Information provided pursuant to interagency agreements is intended solely for
use in determining the appropriate programs and services for each juvenile or the
juvenile's family, or for coordinating the delivery of such programs and services, and as
such is inadmissible in any court proceedings prior to a dispositional hearing unless
written consent is provided by a parent or other responsible adult on behalf of the juvenile.
14. Consistent with the Family Educational Rights and Privacy Act, the Department of
Children and Family Services or a community-based care lead agency acting on behalf of
the Department of Children and Family Services, as appropriate.
15. Parents of a dependent student as defined by the Internal Revenue Service Tax Code of
1986 and in this policy.
16. If the District initiates legal action (a lawsuit) against a parent, or if the parent initiates legal
action against the District. In such circumstances, the District may disclose to the court,
without a court order or subpoena, the education records of the student that are relevant
for the District to proceed with legal action as the plaintiff or to defend itself.
17. If the release is to the Attorney General of the United States or to his/her designee in
response to an ex parte order in connection with the investigation or prosecution of
terrorism crimes specific in Sections 2331 and 2332 of Title 18, U.S. Code.
Under this exception, school officials are not required to record (i.e., on an access log) the
disclosure of information from a student's education record when the school makes
pursuant to an ex parte.
Further, an educational institution that, in good faith, produces information from education
records in compliance with an ex parte order shall not be liable to any person for that
disclosure.

Directory Information
The District shall not make available certain information known as "directory information" without prior
permission of the parents or the eligible student. The Board designates as student "directory information":
a student's name; address; telephone number, if it is a listed number; date and place of birth; participation
in officially-recognized activities and sports; height and weight, if a member of an athletic team; dates of
attendance; date of graduation or program completion; and awards received.
In accordance with State law, the District shall release the names and addresses of students in grades
ten through twelve (10-12) to a recruiting officer for any branch of the United States Armed Forces or an
institution of higher education who requests such information. Such data shall not be released if the
eligible student or student's parents submit a written request not to release such information. The
recruiting officer is to sign a form indicating that "any information received by the recruiting officer shall be
used solely for the purpose of informing students about military service and shall not be released to any
person other than individuals within the recruiting services of the Armed Forces". The Superintendent is

authorized to charge mailing fees for providing this information to a recruiting officer. A secondary school
student or parent of the student may request that the student's name, address, and telephone listing not
be released without parental consent.

Record of Disclosures
Record of any requests or disclosures of personally identifiable student information shall be maintained
except for disclosures to the parent, guardian, or eligible student; or any other school officials with a
legitimate educational interest. The record of requests for disclosure shall include the following: the
parties who have requested or obtained personally identifiable student information, the legitimate
interests of the persons requesting or obtaining the information, and
date parental/eligible student consent was obtained.
With regard to such disclosures, a "school official" is determined to be any employee of the School Board
of Miami-Dade County, Florida, with direct responsibility for providing services to students and other
school officials designated by the Superintendent through an inter-agency agreement. A "legitimate
educational interest" is determined to mean responsibility for providing direct educational services to
students which will include teaching, counseling, psychological services, or other services to students
which require access to personally identifiable information and/or those specified in the law.

Public Notification
Under FERPA, parents and eligible students must receive notice of their rights with respect to educational
records. An annual written notice shall be given to inform parents, guardians, and eligible students of their
rights of access, waiver of access, challenge and hearing, privacy, categories of personally identifiable
student information designated as directory information data, and the location and availability of the
District's policy on education records of students. Alternate methods of notice shall be made for parents,
guardians, or eligible students unable to comprehend a written notice in English. The Superintendent
shall prepare administrative procedures to ensure that students and parents are adequately informed
each year regarding their rights to:
A.

inspect and review the student's educational records;

B.

request amendments if the parent believes the record is inaccurate, misleading, or otherwise in
violation of the student's privacy rights;

C.

consent to disclosures of personally-identifiable information contained in the student's
educational records, except to those disclosures allowed by the law;

D.

challenge District noncompliance with a parent's request to amend the records through a
hearing;

E.

obtain a copy of the District's policy and administrative procedures on student records.

The Superintendent shall also develop, and update as needed, procedures for:
A.

the proper storage and retention of records including a list of the type and location of record;

B.

informing District employees of the Federal and State laws concerning student records.

The District is authorized to use the microfilm process or electromagnetic processes of reproduction for
the recording, filing, maintaining, and preserving of records.

No liability shall attach to any member, officer, or employee of this District specifically as a consequence
of permitting access or furnishing student records in accordance with this policy and procedures.

Hearing Procedure to Correct Student Records
Whenever a parent, guardian, or eligible student believes the content of the student record is inaccurate,
misleading, or in violation of their privacy, they may request an informal meeting with the record custodian
for the purpose of requesting the correction, deletion, or expunction of any inaccurate, misleading, or
otherwise inappropriate data or material contained in the student record.
If the record custodian agrees at the informal meeting to grant the parent’s request, the data or materials
in question should be amended and the parent given written notification of the amendment. The
appropriate school officials shall take the necessary actions to implement the amendment. If the parent’s
request is denied, the decision must be made in writing and provided to the parent, guardian, or eligible
student, with a notification of the right to an informal hearing with the Regional Center. The decision of the
Regional Center shall be made in writing to the parent, guardian, or eligible student with a copy to the
Superintendent. The written decision of the Regional Center may be appealed to the Administrative
Director, Division of Student Services.
A hearing shall be requested, in writing, to the Superintendent within ten (10) days of the written notice of
denial at the informal hearing conducted by the Regional Center. The Administrative Director shall
convene and conduct the hearing and shall render a decision in writing to all concerned parties within a
reasonable time after the conclusion of the hearing. The hearing shall be held no more than thirty (30)
days from the date of the written request.
The parents, guardian, eligible student, student, and officials of the school shall be afforded a full and fair
opportunity to present evidence relevant to the issues raised and may be assisted or represented by one
or more individuals of his or her own choice, including an attorney. The hearing decision must be made in
writing to the parent, guardian, or eligible student, must be based solely on the evidence presented at the
hearing, and must include a summary of the evidence and the reasons for the decision.
If the decision of the hearing officer is that the records are not inaccurate, misleading, or otherwise in
violation of privacy rights, the parent, guardian, or eligible student shall be allowed to comment in writing
on the information in the education record and state any reasons for disagreeing with the decision. This
written response shall be filed in the education records of the student.
F.S. 1001.41, 1001.52, 1002.22, 1003.25
F.A.C. 6A-1.0955, 6A-1.9555
20 U.S.C. Section 1232f through 1232i (FERPA)
20 U.S.C. 7908
26 U.S.C. 152
20 U.S.C. 1400 et seq., Individuals with Disabilities Act
Privacy Rights of Parents and Students - P.L. 90-247

The School Board of Miami-Dade County
Bylaws & Policies
Unless a specific policy has been amended and the date the policy was
revised is noted at the bottom of that policy, the Bylaws and Policies of the
Miami-Dade County Public Schools were adopted on May 11, 2011 and
were in effect beginning July 1, 2011.

8453 - DIRECT CONTACT COMMUNICABLE DISEASES
All persons within the school community should understand the method of transmission and prevention of
diseases that are not contracted through air-borne pathogens, but rather, through direct contact with body
fluids and excretions, especially blood, vomit, feces, or urine. The Board shall assure the confidential
status of individuals who may have been diagnosed with a blood-borne communicable disease.
These diseases shall include:
A.

HIV (human immunodeficiency virus);

B.

AIDS (acquired immune deficiency syndrome);

C.

AIDS related complex (condition);

D.

HAV, HBV, HCV (Hepatitis A, B, C);

E.

other diseases that may be specified by the State Department of Health as contact
communicable diseases.

Individuals who have contracted these diseases may not exhibit symptoms for many years after exposure
and may not be aware that they have contracted the disease. They are, however, able to transmit the
disease to other individuals.
The Superintendent may develop programs for students and staff to understand the manner in which
these diseases may be prevented and how they are transmitted. These programs should specify the risk
factors involved, how to deal with those risks, and emphasize that these diseases are preventable if basic
precautions are taken.
The fact that students or staff have contracted one (1) of these diseases will be confidential to the extent
the law permits and the individuals’ civil rights will be respected. Staff members will have access to
District leave policies and negotiated agreements, and opportunities for reasonable accommodation as
described by the Americans with Disabilities Act. Should a student be unable to attend school as a result
of illness, an alternative education program shall be provided in compliance with Board policy and
administrative procedures governing homebound instruction.
F.S. 1001.41, 1006.07

The School Board of Miami-Dade County
Bylaws & Policies
Unless a specific policy has been amended and the date the policy was
revised is noted at the bottom of that policy, the Bylaws and Policies of the
Miami-Dade County Public Schools were adopted on May 11, 2011 and
were in effect beginning July 1, 2011.

8462 - STUDENT ABUSE AND NEGLECT
Any person, including teachers, administrators, support personnel, and other District and school
personnel, who knows, or has reasonable cause to suspect that a child or a student has been abused,
abandoned, or neglected by a parent, legal custodian, caregiver, adult, other person responsible for the
child's welfare, or that a child is in need of supervision and care and has no parent, legal custodian, or
responsible adult relative immediately known and available to provide supervision and care shall report
such knowledge or suspicion to the Florida Department of Children and Families ("DCF") in a manner
prescribed by this policy.
In addition, any person, including teachers, administrators, support personnel, and other District and
school personnel who knows, or has reasonable cause to suspect that a child or student is the victim of
childhood sexual abuse or the victim of a known or suspected juvenile sexual offender, shall report such
knowledge or suspicion to the Department of Children and Families.
Any person who is required to report known or suspected child abuse, abandonment, or neglect and who
knowingly and willfully fails to do so, or who knowingly and willfully prevents another person from doing
so, is guilty of a felony of the third degree, punishable as provided in F.S. 775.082, 775.083, or 775.084.
Prohibiting or delaying an employee or subordinate from making a report of known or suspected child
abuse or neglect may constitute a violation of law even if the supervisor intends to make the report
themselves.
Although reports of known or suspected child abuse or neglect should always be made by the person first
learning of the incident, persons with additional information regarding the incident must provide the
information to the appropriate authority as outlined in Florida State statutes and this policy.

General Definition of Child Abuse
Child abuse includes harm or threatened harm to a child's physical or mental health or welfare by the acts
or omissions of a parent, legal guardian, adult household member, legal custodian, caregiver, or other
person responsible for the child's welfare including an employee of any school, public or private day care
center, residential home, institution, facility, or agency or any other person at such institution legally
responsible for the child's care. Harm to a child's health or welfare can occur when the parent or other
person responsible for the child's welfare inflicts, or allows to be inflicted, upon the child physical, sexual,
or mental injury that causes or is likely to cause the child’s physical, mental, or emotional health to be
significantly impaired. Child abuse includes the neglect and abandonment of a child.
In determining whether harm has occurred, the following factors must be considered in evaluating any
physical, mental, or emotional injury to a child:
A.

the age of the child;

B.

any prior history of injuries to the child;

C.

the location of the injury on the body of the child;

D.

the multiplicity of the injury; and

E.

the type of trauma inflicted.

Examples of Abuse, Neglect, and Abandonment
Physical Injury - the result of willful acts that produce injuries.
Mental Injury - an injury to the intellectual or psychological capacity of a child as evidenced by
discernible and substantial impairment in the ability to function within the normal range of performance
and behavior.

Neglect - depriving a child, or allowing a child to be deprived of, necessary food, clothing, shelter, or
medical treatment, although financially able to provide such care, or permitting a child to live in an
environment when such deprivation or environment causes the child’s physical, mental, or emotional
health to be significantly impaired.

Sexual Abuse - allowing the commission of sexual battery or lewd and lascivious acts, against or in
the presences of the child or sexually exploiting the child.

Abandonment - making no provision for the child's support and failing to establish or maintain a
substantial or positive relationship with the child.

Child in Need of Supervision and Care - when a child that has no parent, legal custodian, or
responsible adult relative immediately known and available to provide supervision and care.

Additional Categories of Abuse - Exploiting a child, or allowing a child to be exploited (hiring and
employing; infliction of pain or suffering); exposing a child to a controlled substance or alcohol; using
mechanical devices, unreasonable restraints, or extended periods of isolation to control children;
engaging in violent behavior that demonstrates a wanton disregard for the presence of a child and could
reasonably result in serious injury to the child; negligently failing to protect a child from inflicted physical,
mental, or sexual injury caused by the acts of another; allowing a child's sibling to die as a result of abuse
or neglect.
Additional definitions of child abuse can be found in F.S. 39.01.

Child Abuse Reporting Procedures
Complete the following procedures when reporting suspicion of child abuse, abandonment, neglect, or
that a child is in need of supervision and care:
A.

Immediately report suspected abuse to the twenty-four (24) hour, toll-free DCF Central Abuse
Hotline at 1-800-96-ABUSE (22873). New allegations of child abuse require the
immediate reporting of suspecting child abuse, neglect, and abandonment regardless of a
child's current placement under the supervision of DCF.
The report should include the child’s name, home address found in the Integrated Student
Information System (ISIS) and on the Student Data Card, parent/guardian information, and any
other identifiable information that will assist DCF in locating the child.
A determination should be made as to who perpetrated the abuse and where the incident
occurred for appropriate law enforcement notification, and then no further questioning of the
child by School Board employees shall take place.

Advise the Florida Abuse Hotline operator of whether the student is in school on the day that
the report is made.
B.

Immediately notify (305) 995-COPS (2677) and the school site administrator that the abuse has
been reported to the DCF Central Abuse Hotline.

C.

If the incident of suspected abuse alleges that a school board employee is the offender, follow
the steps outlined above. Additionally, the site administrator must contact the Office of
Professional Standards (OPS).

D.

School-site employees shall not contact the child's parent or guardian, including anyone who is
in a parental relationship to a student or any person exercising supervisory authority over a
child in place of the parent. The representative from DCF or law enforcement agency will
contact the parent/guardian.

E.

Board employees shall not contact the alleged perpetrator. A representative from DCF or law
enforcement will contact the alleged perpetrator.

F.

Maintain confidentiality of the report and suspected abuse at all times, notwithstanding
providing information to officials for purposes of the investigation.

G.

Simply notifying a school site or work supervisor does not relieve the employee from the
mandatory reporting requirements. School or other District personnel who are informed of
suspected abuse, abandonment, and neglect are also obligated to report to the central abuse
hotline.

No employee of the District shall be subject to reprisal or discharge because of his/her actions in
reporting abuse, abandonment, or neglect pursuant to law and this policy.
No Board employee may agree, as a condition of receiving information about child abuse, neglect, or
abandonment from a victim, a perpetrator, witness, or other person, that the Board employee will not
report this information as required by law and this Board policy.

Post-Reporting Procedures
A.

The person who reports the alleged abuse shall remain at the school and an appropriate Board
employee shall remain with the child until a representative from DCF or law enforcement arrives
on campus. At that point questioning of the child may resume, but only at the direction of either
the DCF or law enforcement agency.

B.

In the event a report of suspected child abuse is made after regular school hours and a school
administrator is unavailable because the report occurred after hours, the Board employee must
be sure to inform the school administrator the following morning. Please note that the DCF
Central Abuse Hotline must always be called.

C.

Do not maintain records or reports made pursuant to this policy as part of the student's
educational record.

D.

Any school teacher or other school official or personnel who reports a case of child abuse may,
at the time s/he makes the report, request that the department notify him/her that a child
protective investigation occurred as a result of the report and may also request a written
summary of the outcome of the investigation. DCF shall mail such a notice to the reporter within
ten (10) days after completing the child protective investigation.

E.

After a call has been made to the hotline, all issues and concerns pertaining to the report
should be directed to School Operations at 305-805-4600. Any issues and concerns occurring
after business hours should be directed to 305-995-COPS (2677).

Students Who Have Not Been Picked Up From School Or After School Care
A.

If a student has not been picked up from school after dismissal, the principal or after school
care manager shall make every effort to contact the parent/guardian or other authorized
individuals listed on the Student Data /Emergency Contact Card.

B.

After two hours have passed from the regularly scheduled dismissal time, the principal may
contact 1-800-96-ABUSE (22873) to report the incident. This step should only be taken
when all efforts have been exhausted with regard to contacting the parent/guardian or other
authorized individuals on the student data card.

DCF/Law Enforcement Investigations of Child Abuse
A.

Arrival On Campus:
Upon arriving on campus, all personnel from DCF will be required to produce their State issued
identification. School personnel shall examine and verify the identity of the DCF representative
and may call the Abuse Hotline to confirm but shall not make a photocopy of the ID or request
any additional identification document or information. Because immediate investigation of child
abuse is critical, every effort must be made to prevent delay in verification.
Upon the initiation of an investigation by DCF and/or law enforcement agency, no additional
investigation should be initiated by any school-site personnel. Depending on the nature of the
allegations, a representative from one or both of those agencies has the authority to conduct an
interview with a student on school premises during the school day and may come to school to
do so. Upon arriving on campus the representative from DCF and/or law enforcement agency
shall advise the principal of that agency’s presence and purpose. Upon the presentation of
proper identification, these individuals must be given access to the student.

B.

Interviewing Students
A school staff member known to the child may be present during the interview only under the
following conditions if:

C.

1.

A representative from DCF or law enforcement believes that the school staff member(s)
could enhance the success of the interview, and a school-site administrator has informed
the alleged abused child that the child may have a staff member present and the child
chooses to do so.

2.

When a determination has been made to conduct an interview on school grounds, it
should be conducted in an area that ensures confidentiality and avoids embarrassment to
the student.

Removal of Students From Campus
If the representative from DCF or law enforcement agency determines that the student is to be
removed from school, this shall be done as inconspicuously and expeditiously as possible.
Court orders shall not be required to commence an investigation or remove a child. The agency
that removes the student from school shall be responsible for contacting that student’s
parent(s) or guardian(s).
A DCF employee who removes a child from campus must sign the student out of school

pursuant to District policies and procedures.
Under no circumstance shall an alleged student witness be removed from the school or a
school sponsored activity or event.
D.

Records and Information Sharing
Access to any records or information reasonably necessary to ensure appropriate services for
the child or for the safety of the child should be provided to DCF/law enforcement. Such records
and information are otherwise confidential and may be shared with DCF/law enforcement only
through an interagency agreement and in accordance with Federal and State law.

Penalties For Failure To Comply With Mandatory Reporting Requirements
A.

Any employee who is required to report known or suspected child abuse or neglect and who
knowingly and willfully fails to do so, or who knowingly and willfully prevents another person
from doing so, is guilty of a felony of the third degree, punishable as provided in F.S. 775.082 or
775.083.

B.

A person who knowingly and willfully makes public or discloses any confidential information
contained in the central abuse registry and tracking system or in the records of any child abuse
or neglect case, except as provided in F.S. 39.201 and 794.024 is guilty of a misdemeanor of
the second degree, punishable as provided in F.S. 775.082 or 775.083.

C.

A person who knowingly and willfully makes a false report of child abuse or neglect, or who
advises another to make a false report, is guilty of a felony of the third degree, punishable as
provided in F.S. 775.082 or 775.083. Anyone making a report who is acting in good faith is
immune from any liability under this subsection.

Any employee who fails to abide by this policy may be subject to disciplinary action, up to and including
dismissal from employment.
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