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Forms 
It is important that you use the most current forms. Most forms are available on the school 
website. Those that aren’t should be obtained from the appropriate secretary. Do not reuse 
an old form. The following forms are available on the district’s website: 

Staff Forms 

• Accommodation Form 

• ASB Purchase Order Request 

• Children’s Home Society Referral – 
English and Spanish 

• Classroom Discipline Record Sheet 

• Credit Approval Form 

• Credit Reimbursement Form 

• Direct Deposit Authorization 

• Discipline Referral Form 

• Expense Reimbursement Form 

• Field Trip Request Form 

• Hall Pass Template 

• Intervention Log 1 

• Intervention Log 2 

• Isolation and Restraint Procedures 
Documentation Form 

• Letterhead– Entiat MS/HS  

• Letterhead– Entiat School District  

• Letterhead– Paul Rumburg Elem.  

• Materials Requisition Form 

• Observation Form, K-5 

• Observation Form, 6-12 

• Online Course Request 

• Optional Days Form 

• Optional Hours Form 

• PBIS Request for Assistance Form 

• Personal Leave Cash Out- Certificated 

• Professional Development Workshop 
Request 

• RTI Team Form 

• SPED Referral Form 

• Staff Key Usage Agreement  

• Teacher Prep Time Reimbursement 

• Teacher Workload Relief Request 

• Unpaid Holiday Request Form 

 

Staff Safety Forms: 

• Record of Hazard Observed Form 

• Safety Suggestion/Concern Form 

• Supervisor Accident/Investigation 
Report

Athletic Participation Forms: 

• Athletic Participation Form 

• Athletic Code 

• Concussion Form 
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Food Service Forms 

• Free & Reduced Lunch Letter to 
Households—Spanish & English 

• Free & Reduced Lunch Application —
Spanish & English 

 

Student/Parent Forms: 

• Administration of Medication At 
School—English and Spanish 

• Asthma Medication Authorization 
Form 

• Certificated Application 

• Classified Application 

• Coaching Application 

• Choice Form 

• Eating & Feeding Evaluation Form 

• Facility Usage Form 

• Intent to Home School Form 

• Parent Request for Fluid Milk 
Substitution 

• Planned Absence Form 

• Request Help from PTO 

• School Supply List 

• Medical Information & Release for 
Field Trips 

• Volunteer WATCH Form 

Purchasing  
Purchases can be made from one of two funds: 

ASB Fund 

The ASB Fund purchasing and accounts payable are coordinated by the MS/HS School 
Secretary. An ASB Purchase Order Request must be filled out and signed before any purchase 
is made. The MS/HS Secretary will submit the request to the ASB President and Principal 
for signature only if it has been signed by the advisor. Some examples of purchases that 
would be made from the ASB fund are: 

• Yearbook expenses 

• Pep Band expenses 

• Class or Club Fundraising supplies 

• Dance supplies 

• Graduation supplies 

• Extracurricular athletics supplies 

 

General Fund 

The General fund is used for expenses such as: 

• Classroom supplies 

• District supplies 

• Workshop registration fees (please see 
separate process for requesting 
attendance at a workshop) 
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• Textbooks 

• Software 

• Hardware 

• Furniture 

The main workroom is stocked each year with paper clips, tape, butcher paper, pens, 
overhead markers, rubber bands, envelopes, notepads, whiteout, etc. Teachers are also 
allocated an amount annually to spend on classroom supplies (curriculum/textbooks are not 
included in this amount) that may not be stocked in the workroom. Some examples would be: 
crayons, construction paper, graph paper, scissors, glue, grade books, etc.  Any other 
supplies, workshop registrations, curriculum, textbooks, or hardware must go through the 
requisition process. 

Purchasing Process for Supplies and Services 

There are three standard methods available for the acquisition of goods and services. 
Regardless of how the purchase is made, the first step is to complete a materials requisition 
form. 

In order to submit a requisition form, you must determine if your purchase will be made out 
of one of two funds: ASB (Associated Student Body) Fund or the General Fund (see above 
for examples that help determine which fund). 

The requisition is basically your request for approval to purchase something. Each fund has 
its own requisition form. The completed form should include: 

• Vendor Name & Address, if known—if you have no preference, the Purchasing Dept. 
will search for the best vendor from which to purchase; 

• Quantity and Description of Items, including what items are for (grade level, program, 
etc.);  

• Price, Including Tax and Shipping if possible; 

• ASB – the ASB account (club, class, sport) to which the expenditure should be charged;  

All requisitions require the principal’s signature (ASB requisitions require additional 
signatures). No purchases will be made until all required signatures have been gathered. Please 
plan ahead. 

After the requisition is approved and signed, it is forwarded to the Fiscal Assistant in the 
District Office. The Fiscal Assistant will generate a Purchase Order, securing the necessary 
administrative approvals in the process. The purchase will then be accomplished in one of the 
following ways: 

1) Purchase Order is provided to the requestor, who will place the order with vendor, or 
will purchase the item at a local store. Any confirmation information from placement of 
the order, or any receipt or invoice from a physical purchase, should be forwarded to 
the Fiscal Assistant.  
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2) Purchase will be made by the Fiscal Assistant. 

3) If the purchase will be made at a vendor that does not accept purchase orders, the 
Fiscal Assistant may check out the District credit card to the requesting employee to 
make the purchase with the credit card for the items and pricing that was approved on 
the Purchase Order. Receipts from purchases must be returned with the credit card to 
the Fiscal Assistant.  

All District purchases require a purchase order as evidence of the District’s acceptance of the 
responsibility to pay. The District cannot be obligated for materials or services without a 
purchase order. Individuals who obligate the District without proper prior authorization 
may be held personally responsible for payment of such obligations. 
 

Reimbursement for Supplies and Materials 

Occasionally it is necessary for a staff member to make a purchase with his/her own money 
and then request reimbursement from the district. A requisition form must still be completed 
and approved before making such a purchase. In this case, no Purchase Order will be 
generated by the requisition form. Instead, after the requisition has been approved, employee 
should make the purchase and then submit an Expense Reimbursement Form, with receipts 
attached, to the principal. Without advance approval of the requisition, the District may not 
permit reimbursement to the staff member.  

Requests to Attend Workshops/Conferences 

A staff member who wishes to attend a workshop or conference should complete the 
“Professional Development/Workshop Request Form” and submit it to the principal. If the 
request is approved, the Fiscal Assistant will coordinate registration and travel arrangements 
with the staff member. As is indicated on the form, the District may approve some or all of 
the reimbursement requests associated with attendance at the workshop or conference. 

 

Travel and Reimbursement 

If you use your vehicle for school purposes, you may be reimbursed for your mileage (check 
website for current reimbursement rate).  

In order to receive reimbursement for any other travel expenses like parking, ferry, and 
meals which will be reimbursed on overnight stays only, you must submit itemized receipts 
with your reimbursement form.  A credit card receipt indicating only the total charge will not 
be accepted. We reimburse actual cost for meals, but we use the state per diem rates as a 
guideline for meal rates, based on location within the state.  

An Expense Reimbursement Form with receipts attached must be completed and approved 
by the principal.  
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Travel and supply reimbursement checks are only processed on school board meeting days, which 
are the third Thursday in each month.  

Staff members also have the option of checking out the district credit card to use for travel costs, 
thereby eliminating the need for reimbursement. (Lodging costs typically billed directly to the 
district). 

Fundraising 
To request permission for any fundraiser, please see the MS/HS Secretary for the appropriate 
form at least five days before the fundraiser is to begin. If the form is not submitted in time, 
the request for the fundraiser will be denied. Fundraisers must be approved by the principal 
to ensure they comply with the law and do not compete with other fundraisers. DO NOT 
ADVERTISE FUNDRAISERS WHICH HAVE NOT BEEN APPROVED. New federal 
legislation limits the types of food that can be sold during school hours. A list of approved 
foods is available at http://www.health.ri.gov/healthyweight/about/approvedschoolfoods/. 

Field Trips 
Field trip request forms can be picked up in the district office or found on the website. You 
must complete your paperwork at least two weeks prior to the field trip and return it to the 
district office secretary. She will determine if the trip can be accommodated by the 
transportation department, and if so, she will forward the request on to the principal for 
approval. Once the principal has approved the request, the secretary will provide you with a 
copy of the approval, and a parent permission slip for you to distribute and collect. Only 
parents who have been cleared through WATCH may chaperone field trips (see below for 
clearing volunteers). An updated copy of cleared parents is kept in the district office in the 
shared drive under “Volunteers,” and Volunteer WATCH forms are available on the school 
website. A few days before the field trip, teachers should send a list of students to the nurse, 
their school secretary, and the district office secretary. The nurse will arrange for any student 
medications that need to be taken. The school secretary will provide copies of all students’ 
medical information/release forms. Teachers should keep these forms with them for the 
duration of the field trip. After the field trip, please turn in all the permission slips and parent 
notes to the district office secretary.  

Reference School Board Policy No. 2320 for complete details. 

Volunteers (including parents) 

Volunteers are vital contributors to our students’ educations. All volunteers/parents 
(including adults volunteering to chaperone on a field trip) must complete a Disclosure Form 
and receive clearance through the Washington Access to Criminal History (WATCH). This 
clearance is necessary to protect the safety of our students and staff, and is done in 
accordance with school board policy 5630. Completed forms should be submitted to the 
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district office secretary, who will run the background check. You will be alerted if a volunteer 
does not receive clearance through this process. 

Driving Abstracts 

Anyone who will drive a school vehicle (bus, van, truck, etc.) or transport students in any 
vehicle must have a current driving abstract on file at the district office. Please see the 
district secretary if there is any possibility you will transport students or drive a school 
vehicle. You will need to provide a copy of your license and the last 4 digits of your SSN. 

Year-End 
At the end of the school year, you will receive an End-of Year Checkout form. This must be 
completed and turned in by the end of school. Please have the named individuals initial the 
form as you complete each item. Teachers submit their completed forms to the principal, 
along with their gradebooks. Do NOT just drop it in his box. Paraprofessionals submit their 
completed forms to the district office. 

Inventory 

Every staff member with an assigned space (office, classroom, library, etc.) must complete an 
inventory each year. Inventory files are kept in the shared folder of the faculty drive under 
“Inventory.” Use your inventory from the previous year and update as necessary, being sure 
to explain any changes (e.g. surplused equipment, lost books, etc.). If you do not have an 
inventory file to update, you can use the blank file in the current year’s folder. Please refer to 
the sample inventory to make sure you have completed your inventory correctly. 

Surplus 

Occasionally you may have items in your classroom you either don’t need any more or that 
don’t work properly any more (including electronics). These items must go through a surplus 
process before being disposed of. Orange Surplus signs are available in the workroom. Please 
list the items to be surplused, quantity, and description on the back of the sign (works, 
broken, outdated, etc.), then attach the sign to the Surplus. Technology (computers, printers, 
document cameras, etc.) that is no longer needed or not working should be processed through 
the technology department. Please remember to update your inventory list at this time as 
well. Items must be marked for surplus by the Friday after the last day of school. The 
district will sort and itemize the surplus, then offer it for redistribution in the fall. 

Keys 

Keys do not need to be turned in unless you do not plan to return the following school year. 
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Facility Use 
The district office secretary coordinates and schedules most facility use outside of normal 
school day usage. If you wish to use an area of the school district (within the building, or on 
the grounds) for a non-school event, please complete a facility use form (available on the 
website) and submit it to the district office. There is a shared calendar available in Office 365 
which shows availability of the gyms, library, and cafeteria. A copy is posted outside the 
gyms. Please check the calendar for availability before making your request. If you need to 
reserve the gym(s) during the school day, please clear this with the PE teachers. Also, it is 
important to inform the district office secretary if your plans change and you no longer need 
a space. When requesting facilities use for a special event, please schedule all the time that 
the room will be unavailable for others to use (set-up, rehearsals, etc.). HS Computer lab and 
portable mini-lab use is scheduled through the librarian. There is a shared calendar for the 
elementary computer lab. Reference Policy No. 4260 

Keys 

To obtain keys for the doors to which you need access, please see the district office secretary 
and sign the key usage agreement. Once the keys are signed out to you, they become your 
responsibility. Do not give your keys to any students for any reason. If you are in the school 
after hours, it’s your responsibility to lock up after yourself. Please report lost or stolen keys 
immediately. Staff members may be held responsible for the cost of a response to a lost key. 

General 

School Lunch 

Adult school lunch costs $3.75 (subject to change). The price for an adult breakfast is $2.50. 
The school secretary will issue you a food service number to use in the cafeteria to record 
your purchases in the food service system. Funds must be deposited into your school meal 
account before any meals are purchased. Payment may be made to either school secretary.  

HelpDesk (NCESD) 

If you’re having problems with your computer and are unable to resolve them, send an e-
mail to helpdesk@entiatschools.org and explain your problem. Our Network/Desktop 
Technician is here two days per week and will respond to your request for assistance in a 
timely manner. For emergency help, contact the fiscal assistant. 
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Maintenance/Grounds Requests 

For routine maintenance or grounds requests, please e-mail your work order to 
jbrooks@entiatschools.org. If the situation is urgent (e.g. plumbing issues), please contact a 
secretary. 

Office Visits During Class Time 

Students sent to the office for any reason during class time must have a note stating the 
purpose of their visit (e.g. nurse, phone call, discipline, etc.). 

 

Phones/Office 
Copy Machines 

There are two copy machines available for school use-- one in the main workroom and the 
other in the district office. These machines require no login or code. Please inform one of the 
secretaries if the machine becomes jammed or malfunctions, or if it is in need of toner.  

Students who are sent to the office to make copies need to enter through one of the offices and 
notify the secretary that they need to make copies. 

The copier in the main workroom is networked, so documents can be sent directly from your 
computer to the copier for printing. For instructions, see the Fiscal Assistant. 

Both copiers function as scanners, so that you can scan documents and save them to the 
server.  Instructions are on the copier.  Scanned docs are automatically saved to a shared 
folder called a “Scan Folder”.  Once you have retrieved them after scanning, please delete 
your document from the “Scan Folder”. 

Laminator 
A key is required to operate the laminator. Please see the elementary secretary to receive 
annual training on the laminator and to borrow the key.  

Telephone  

Each classroom phone has a 4-digit extension number that correlates to the room number 
PLUS each phone has a separate individual 7-digit phone number (or DID). These DIDs are 
intended for parents to use for direct access to teachers. DIDs will be posted on the website. 
These phones have long distance capability which should only be used for school business. 
PLEASE MONITOR STUDENTS’ USE OF THESE PHONES. There are phones for 
students’ use at the high school and elementary offices. 
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To answer an incoming call:  
1. If you are on another call, press the call/line appearance button whose LED flashes for 

the incoming call. (Your original call will automatically be placed on hold.) 
2. If you are not on another call, lift the handset. You are connected to the caller.  

To place a call:  

1. If you are not on a call, simply lift the handset and dial 7 then the number you want 
to call.  

2. If you are on a call, press HOLD, the press the other call/line appearance button, and 
dial the number you want to call. 

To access the school Intercom system from your phone: 
1. Lift the handset 
2. Press the Intercom key  
3. Dial room extension or all-call extension for appropriate area 

To place a call on hold: 
1. Press Hold.   
 Your active call is put on hold.  
 The LED next to the call/line appearance will flash. 

To retrieve a call on hold: 

1. Press the call/line appearance button for the call you want to retrieve. 

2. If you have one call on hold and are on your other line, you can toggle back and forth 
between calls by just pressing the call/line appearance buttons—your calls will 
automatically be placed on hold. To end the calls, hang up or press cancel on each 
call. 

To transfer a call:  

1. If the call you want to transfer is not your active call, press the call/line appearance 
button for the call you want to transfer.  

If the call you want to transfer is on hold, press the call/line appearance button for the 
call on hold that you want to transfer.  

2. Press Transfer.   
 The LED next to the call/line appearance button fast blinks.  

3. Dial the extension number, then hang up. 
Use Cancel to cancel the dialed number if necessary, then dial the correct extension. 

NOTE:  To transfer directly to a person’s mailbox, press Transfer, followed by “*” and 
their extension number, then hang up. Their phone will not ring. 
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To form a conference when a two-party call is already in place, or to add another party to an 
existing conference: 

1. Press Transfer. 
2. Dial the outside number or inside extension of the next party. 
3. Wait for an answer. 
4. Press Transfer to add back the other parties. 
5. To leave a conference, hang up or press cancel. 

 

Voice Mail 

1. From your extension, dial 8000 or press the “Voice Mail” button. Voice mail may also 
be accessed remotely by calling 888-5199. 

2. Enter your passcode (your first time accessing use “1111,” then follow the prompts) 
3. You will need to record your name and a greeting. Please use the following template 

for your greeting:  
Hello, you have reached the voicemail box of “Your Name and Title”. I can’t take your 
call right now, so please leave a message and I will return your call as soon as possible. To 
speak with a secretary immediately, please press “0.” 

To forward calls directly to voicemail: 

1. Press the forward button. Both call/line appearance buttons will light up green, and 
the forward button will light up red. Calls will automatically be forwarded to your 
voicemail. 

2. Pressing the forward button again will cancel this function. 

To retrieve messages:  

1. A flashing light on the upper right hand corner of your phone indicates new messages. 
2. Press the Message button or dial 8000 to access your voice mail box. 
3. Enter your passcode. 

Playing messages:  
1. To play messages, press 7. 
2. To discard messages, press 3. 
3. To keep messages, press 5. 
4. To give a copy of a message to someone, press 4. 

User Options:  
1. To change a greeting, press 4. 
2. To change a temporary greeting, press 8. 
3. To change a name, press 6. 
4. To change a passcode, press 7. 
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Postage 

The postage meter in the district office is for official school use. Individuals who wish to use 
it for private mail must pay the prevailing postage rate. 

FAX Use  

Limit private use of the district FAX machine to essential or emergency use. Do not assume 
that confidentiality is assured on any communication sent or received by FAX using the 
district’s machine.  

Receiving a FAX — If you have asked that a fax be sent to the district’s machine, district 
office staff members will retrieve and save a private FAX, if you request that they do so. 
District office staff needs to be notified in advance that the FAX is being sent here. The FAX 
will be placed in an envelope and held for you in the district office. You will need to come to 
the office to pick the FAX up. It will only be given to the individual who notified the district 
office that the FAX would be sent here. 

Sending a FAX — A private FAX may be sent using the district’s machine as long as the 
district does not incur a cost. That means the FAX must be sent to a local (not long distance) 
telephone number, with the following exceptions. A long distance FAX may be sent using 
the district’s machine if the sender uses a personal calling card number for the long distance 
charge or pays a minimal fee to the District Office to offset the cost. 

 

PBIS/Discipline 
What is PBIS? Positive Behavioral Interventions and Supports. Improving student 
academic and behavior outcomes is about ensuring all students have access to the most 
effective and accurately implemented instructional and behavioral practices and 
interventions possible. PBIS provides an operational framework for achieving these 
outcomes. More importantly, PBIS is NOT a curriculum, intervention, or practice, but IS a 
decision making framework that guides selection, integration, and implementation of the 
best evidence-based academic and behavioral practices for improving important academic 
and behavior outcomes for all students. 

On the following pages are Expected Behavior Matrices for Entiat MS/HS and Paul 
Rumburg Elementary School and a Classroom & Office Behaviors flowchart. 

If a student consistently does not respond to PBIS in the classroom, the teacher should fill 
out a Request for Assistance form (available on the website) and turn it in to the Dean of 
Students.  
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Entiat MS/HS Expected Behavior Matrix 

All Settings Classroom 
Common Areas 

Halls/Gym 

School Grounds 
Cafeteria 

Perseverance 

Holding to a course of 

action despite obstacles 

• Stay positive 

• Set goals 

• Learn from mistakes 

• Strive for success 

• Ask questions & seek help 

• Learn from mistakes 

• Move directly to 

destination 

• Walk   

• Stand to side to talk 

• Be patient while 

waiting in line 

• Wait quietly in line 

Respect 

To show consideration, 

appreciation, and 

acceptance 

• Respect yourself 

• Respect others 

• Demonstrate 

appropriate dress, 

language & behavior 

• Listen actively to the 

designated speaker 

• Show consideration for 

others and their belongings 

• Use appropriate non-

offensive language and 

gestures 

• Take care of school supplies 

and facilities 

• Use positive language 

• Throw trash in cans 

& recycle 

• Keep center of 

hallway passable 

• Eating/drinking in 

Cafeteria or outside 

• Quiet feet and voices 

• Follow adult 

directions 

• Eat your own food 

• Scrape food off trays 

into garbage 

• Put silverware into 

bucket 

• Eat food inside the 

cafeteria 

Integrity 

Adherence to an agreed 

upon code of behavior 

• Be responsible 

• Do your own work 

• Be trustworthy & trust 

others 

• Do your own work 

• Be trustworthy and trustful 

of others 

 

 

 

 

• Hands and feet to 

self 

• No horse-playing 

• Follow PDA 

guidelines 

• Remove all headwear 

upon entering 

building 

• Play fairly 

• Say ‘please’ and 

‘thank you’ 

• Report bullying or 

harmful behavior to 

an adult 

Discipline 

Managing ones self to 

achieve goals and meet 

expectations 

• Strive for consistency 

• Attend class daily 

• Be on time 

• Meet deadlines 

• Do your homework 

• Come to class prepared and 

on time 

• Follow school & classroom 

rules 

• Attend Class Daily 

• Stay in your seat until 

excused 

• Meet deadlines 

• Challenge yourself – do 

your homework 

• Conversational voice 

volume 

• Follow staff 

directions 

• Have a hall pass 

during class 

• Exit class only after 

first 10 min and 

before last 10 min 

• Clean your area 

• Keep hands and feet 

to self 

Excellence 

Being of finest or highest 

quality 

• Do your personal best 

• Exceed minimum 

expectations 

• Inspire excellence in 

others 

•  Do your personal best 

• Inspire excellence in others 

• Exceed minimum 

expectations 

• No loitering in halls 

during class 

• Use electronic 

devices before or 

after school & during 

lunch only. 

• Conversational voice 

while eating 

• Use appropriate 

language 
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Restrooms/ 

Locker Rooms 
Transportation 

Bus/Parking Lot 

Library & 

Computer Lab 

Assemblies/ 

Special Events 

• Use during break time 
• Keep body/objects to 

yourself  

• Maximize use of time 

• Stay on task 

• Ask for help 

• Engaged in activities 

• Learn from the 

experience 

• Keep focused 

• Be mindful of other 

people’s privacy 

• Flush 

• Hand washing 

• Leave others belongings 

alone 

• Turn in lost items 

 

• Follow the driver’s 

rules and requests 

• Follow all parking lot 

rules 

 

• Enter/Exit quietly 

• Be considerate of 

other’s learning 

• Respect environment 

and each other 

• Push your chairs in 

• Keep walkways clear 

• Arrive on time 

• Listen and be polite to 

speaker/ performers 

• Participate 

appropriately 

• Positive language and 

attitude 

• Show common 

courtesy & respect 

• Turn in lost items 

• Use nearest facility 

• Go directly to/from 

restroom  

• Lock up belongings 

• Dress quickly 

• Have necessary items 

• Play fairly 

• No horse play 

• Use positive language 

and be polite to the 

driver and others 

• Follow all traffic laws 

in parking lot 

• Follow all safety rules 

 

• Maintain classroom 

standards 

• Do your own work 

• Timely return of 

materials 

• Move quickly & quietly 

to seat 

• No horse-playing 

• Stay in designated 

area 

• Wait for dismissal 

• Use supplies 

appropriately 

• Use trash receptacles 

• Keep area clean 

• Stay seated 

• Conversational level  

voice 

• Food, gum, drink, 

glass, animal-free zone 

• Respect the rules 

• Follow adult direction 

• Pick up after yourself 

• Wait patiently to 

enter/exit 

• Follow directions 

• No eating/drinking 

• Keep body/objects to 

self 

• Notify staff of problems 

• Use facilities as intended 

• Help others if they 

need it 

• Put garbage in trash 

cans 

• Students in parking lot 

before or after school 

& during lunch only 

• Do your personal best 

• Do more than is 

expected 

•  Maintain positive 

engagement 

• Strive for excellence 
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Paul Rumburg Elementary School Expected Behavior Matrix 
 Classroom Halls Cafeteria 

P 
• Focus 

• Listen 

• Stay positive 

• Be patient while waiting • Be patient while waiting 

R 

• Respect yourself 

• Respect others 

• Respect classroom property 

• Respect Adults 

• Voice level 0-1 

• Keep hands and feet to self 

• Walk on the right side of the 

hallway 

• Voice level 2 

• Follow adult directions 

• Eat your own food properly 

• Place silverware into bucket 

• Scrape leftover food into 

garbage 

• Eat food inside cafeteria 

I 

• Do your own work 

• Complete all assignments 

• Be trustworthy 

• Be responsible 

• Follow classroom expectations 

• Walk attentively 

• Use railways on stairs 

• One step at a time 

• Report all bullying or harmful 

behavior immediately to your 

teacher 

• Say “please” and “thank you” 

• Use good manners 

• Report all bullying or harmful 

behavior immediately to the 

person on duty 

 

D 

• Be on time 

• Complete & return homework 

• Attend daily 

• Carry a hall pass 

• Be non-disruptive—keep eyes 

forward 

• Food gum, drink free zone 

• Clean your area 

• Keep hands and feet to self 

• Stay seated until excused 

 

E 
• Always do your best 

• Cooperate with others 

• Keep hallways clear 

• Close locker quietly and keep 

closed 

• Use appropriate language 

    

 Restrooms Bus Library & Computer Lab 

P 
• Be patient while waiting • Learn from mistakes 

 

• Be patient while waiting for 

checkout or help 

R 

• Voice level 0-1 

• Flush toilets and turn off water 

• One per stall 

• Return to class promptly 

• Clean up after yourself 

• Voice level 0-2 

• Follow adult directions 

• Stay in seat 

• Respect school property 

• Take all garbage with you 

• Voice level 1-2 

• Follow adult directions 

• Respect environment and 

expectations 

• Respect others 

I 
• Wash hands correctly 

• Report accidents or problems 

to your teacher 

• Always be on your best 

behavior 

• Take care of books 

• Return materials timely 

• Clean up after yourself 

D 
• Have permission to be in the 

restroom 

• Use appropriate restroom 

• Keep hands and feet to self 

• Food gum, drink, glass, and 

animal free zone 

• Food, gum and drink free zone 

E 
• Use appropriate language • Be a good example • Challenge yourself with book 

selection (level, genre) 
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 Assemblies Playground Before School 

P 
• Focus 

• Listen 

• Wait your turn for equipment 

• Leave personal property/toys 

at home 

• Attend daily 

• Come to school healthy 

R 

• Voice level 0 

• Leave personal belongings in 

appropriate area 

• Clap when appropriate 

• Stay seared in assigned area 

• Follow adult direction 

• Follow game rules 

• Know expectations 

• Respect others 

• Take care of equipment 

• Greet all people appropriately 

• Dress for the weather 

I 

• Always be on your best 

behavior 

• Have fun and include others 

• Report all bullying or harmful 

behavior immediately to your 

teacher 

• Keep backpacks with you 

• Walk in all areas 

• Go to your appropriate 

destination immediately 

 

D 

• Keep hands and feet to self 

• Enter and leave in order 

• Line up as soon as you year the 

bell/whistle 

• Stay in designated areas 

• Gum free zone 

• Be on time 

• Always be where there is adult 

supervision 

• Enter through correct doors 

 

E 
• Be a good example • Get along 

• Share 

• Come prepared to learn, 

including homework, pencils, 

equipment and supplies 

    

 After School Extra Curricular 

P 
Take what you need with you • Be positive 

• Show support 

 

R 
• Use appropriate good-byes 

• Follow adult direction 

Know your plans before the end of the day 

• Follow adult direction 

• Respect school facilities 

 

I 
• Keep backpacks on backs 

• Walk in all areas 

• Go to your appropriate destination immediately 

• Always show TIGER PRIDE 

• Pay attention to the event 

D 

• Always be where there is adult supervision 

• Leave through appropriate doors 

• Meet parents past bus are or wait for parents in 

the office 

• Be with an adult 

• Enter and exit through appropriate doors 

• Stay in appropriate areas 

• Always be where there is adult supervision 

E 
• Be a good role model • Follow all school expectations 

• Be a good example 
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NO YES

Write the 

student a referral 
to the main office

Parent phone call

Does student 

have 3 refocuses 
for the same 

behavior in the 
same week?

Complete 

Reflection Sheet/ 
Detention  
Tracking

Use classroom 

consequence

Administrator 
provides 
teacher 

feedback

Administrator 
follows through 
on consequence

Administrator 
determines 

consequence

Write referral to 
office

ENTIAT SCHOOLS 

CLASSROOM & OFFICE BEHAVIORS 
FLOWCHART 

 

 

 

CLASSROOM MANAGED OFFICE MANAGED 

• Preparedness 

• Calling out 

• Classroom disruption 

• Refusal to follow a reasonable 

request (eventually get there) 

• Failure to serve a detention 

(parent phone call) 

• Put downs 

• Refusing to work 

• Inappropriate tone/attitude 

• Electronic Devices 

• Inappropriate Comments 

• Food or drink 

• Dress Code (1
st

 time during one 

day) 

 

 

• Weapons 

• Fighting/Aggressive physical 

contact 

• Chronic minor infractions 

• Aggressive language 

• Threats 

• Failure to serve a detention 

after parent phone call 

• Harassment of student or 

teacher 

• Truancy/Cut class 

• Smoking 

• Vandalism 

• Alcohol 

• Drugs 

• Gambling 

• Dress Code (2
nd

 offense) 

• Cheating 

• Not with class during 

emergency 

• Leaving school grounds 

• Foul language at student/staff 

 

Is behavior office managed?

Warning/Conference with Student

Observe Problem Behavior
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Substitutes 
Substitutes may be scheduled either through AESOP or the district office. For instructions 
on using AESOP, please see Section 4 of this Handbook. Staff members planning to use 
unpaid leave must receive approval from the Principal before scheduling a substitute. 

All teachers should keep a sub folder with emergency sub plans in their rooms. In addition to 
sub plans, please include a class roster, seating chart, your daily procedure, and any other 
information which a sub will find useful. When subs check in at the district office they will 
receive a generic sub folder with some Tiger Tickets and basic information. Digital copies of 
the following sample documents are available in the shared folder on the M drive. Look in the 
folder labeled “Sub Folders.” 
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