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Chesapeake Public Schools’ Mission Statement 

The mission of Chesapeake Public Schools is to ensure that students attain the knowledge, 
skills, and attitudes to become lifelong learners and productive citizens by combining efforts of 
the students, parents, community and staff to provide a quality education in a safe, orderly 
environment in which human dignity is valued.  

CCC’s Mission Statement 

The mission of the Chesapeake Career Center is to prepare students for successful entry into 

the modern workforce, to include post-secondary education by providing quality instruction in 

theory and practical skills in an equitable environment. 

II. Safety and Security  

Accident Reporting Procedures 

All faculty and staff should have a copy of the booklet Accident Reporting Procedures.  Staff 
members are asked to read and review this booklet and adhere to all procedures. See Nancy 
Manning for assistance. 
 
Each teacher will be furnished with a first-aid kit for his/her classroom.  The nursing 
department will assist with serious injuries.      

Asbestos 

The Chesapeake Public School Division, in compliance with Section 763.84 of 40 CFR Part 763, 
commonly known as the Asbestos Hazard Emergency Response Act (AHERA), has prepared for 
public review an asbestos management plan for each public school in Chesapeake. This plan 
contains information on the presence of any asbestos and the response action developed by 
the school system to monitor and maintain said material.  The asbestos management plan for 
your school is available in the main office. 

Crisis Management Team 

Crisis shall include, but not be limited to, situations involving the death of a student, staff 

member, or a member of a student’s immediate family by suicide, substance abuse, illness, or 

accident.  The program administrator shall have the authority to determine what a crisis 

incident is and when to convene with the Crisis Management Team. The team is managed by 

the guidance director. 
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Emergencies and Preparing for Them 

Safe Schools Plan 

The Safe Schools Plan summarizes policies and procedures that affect the safety and 

well-being of students, staff, and persons who visit Chesapeake Public Schools.  A 

comprehensive Safe Schools Plan places a strong emphasis on prevention using 

strategies that range from building design to discipline policies and programs, which 

improve school climate.  A copy of the Chesapeake Public Schools Safe Schools Plan and 

Crisis Management Resource Manual can be found in the main office; however, many 

aspects of this plan have been incorporated into this manual. 

Fire Drills 

Evacuation is timed.  Windows and doors must be closed.  There is a fire drill card in 

each class with explicit directions for exiting the building.  Cards should be posted near 

the door of the classroom.  An announcement will be made when students and teachers 

should return to class. Please explain the procedure for fire drills to your classes 

sometime during the first two or three days of school, in order that both you and your 

students may be ready for a drill at any time during the day. When the fire alarm 

sounds, all work is to be stopped immediately, and students should leave with the 

teacher.   Be sure to take your class rosters, close all windows, turning off lights, and 

close the door when leaving the room.  All tools, materials, and books are to be left in 

the room.  Everyone is to keep in line, remain quiet and leave the building as quickly as 

possible. All classes should remain with their teachers away from the building. The last 

person to leave the building should close the doors. 

 

Teachers must teach the students primary and secondary escape routes and lead the 

students to safety areas during the drills. Teachers with walkie-talkie radios should take 

them with them to the safety areas. During the drills, teachers are to take their class 

rosters, ensure that all of their students are in the safety areas, and report anyone 

missing to the person in their area with a walkie-talkie and that person will radio the 

information to the security monitor and/or administrator monitoring the drill. 
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Bomb Threat Procedures 

 EVACUATION 
If a decision is made TO EVACUATE, the procedures established for the Bomb Threat 

Evacuation Plan will be followed: 

1. An announcement will be made to all occupants of the building that a CODE 
GREEN EVACUATION will be conducted shortly.  This will be followed by a 
second announcement that CODE GREEN EVACUATION should proceed. 

2. In normal cases, prior to evacuation, a search of the exterior will be 
conducted. 

3. Teachers will notify students and other occupants to gather all belongings 
and prepare to evacuate. 

4. Upon notification, evacuation will be conducted in an orderly manner. 
5. Students and occupants will be instructed to take ALL personal belongings 

with them. 
6. The school building should be evacuated according to fire drill procedures. 
7. Upon evacuation, all personnel will remain at least 300 feet from the building 

at all times. 
8. All teachers will stay in the room until all students and occupants have exited 

the room. 
9. After all occupants have exited the room, the teacher will conduct a 

COMPLETE walk around search of the room to determine the presence of 
any suspicious items or packages in the room. 

10. Special provisions should be made for the evacuation of handicapped pupils. 
11. Teachers should take roll in the evacuation area every 30 minutes and 

IMMEDIATELY report any missing students to the school administrative staff. 
12. If a detonation time has been indicated, students and staff should remain in 

the evacuation area beyond the indicated time. 
13. In the event explosives are discovered, the fire alarm should not be pulled to 

evacuate the building.  The building should be evacuated by classroom, 
beginning with those nearest the device. 

14. A bomb or suspicious object should be approached only by explosive experts.  
Surrounding objects should remain undisturbed.   

Hurricane Preparedness 

Should this area come under a hurricane warning, the following guidelines are provided 

to assist you in preparing the building for the coming rain and wind. 
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1. Lower and close all blinds/shades. 
2. Attempt to relocate anything on the floor that could be damaged by water by 

placing it on a table, counter, or some raised surface. 
3. Unplug all electrical equipment.  Schools designated as emergency shelters may 

need to leave selected equipment plugged in to support the shelter. 
4. Close and lock all doors to classrooms and offices. 

Tornado Plan 

 Introduction 

Tornadoes are unique in that they are not restricted in their paths of destruction.  They 

do not respect schools or children.  It is essential that procedures be developed to 

minimize the effects of a tornado and provide the maximum protection for all school 

personnel.  The purpose of this plan is to provide a framework of preparedness at the 

Chesapeake Career Center in the event of a tornado strike. 

 Tornado watch and procedures 

A "tornado watch" is a forecast of the possibility of one or more tornadoes in a large 

area. Normal activities can continue, but watch for tornadoes.  When a tornado watch is 

issued by the National Weather Service, the following actions will be taken: 

1. An administrator will advise faculty and other staff of the tornado watch via the 

public address system. 

2. Tornado monitors/spotters will be posted with a clear view of the surrounding area, 

particularly looking to the south and the west.  Weather spotters should keep an eye                                                                                           

on the sky for dark, rolling clouds, hail, driving rain, or a sudden increase in wind, in 

addition to the funnel.  Tornadoes are often obscured by precipitation or on the sky 

for dark, rolling clouds, hail driving rain, or a sudden increase in wind, in addition to 

the funnel.  Tornadoes are often obscured by precipitation or darkness. 

3. An assigned person will monitor the weather station on the radio and report to an 

administrator any significant changes in weather conditions. 

Tornado warning 

A tornado warning means that a tornado has been detected and may be approaching. 

Warnings indicate the location of the tornado at the time of detection, the area through 

which it is expected to move, and the time period during which it will move through the 

affected area. 

Under a warning condition, the following actions will be taken: 
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1. The administrator will declare a drill status via the public address system. All 
Chesapeake Career Center personnel and students will be informed that a 
tornado warning has been issued and that the plan for going to the tornado 
shelter area is to be put into effect immediately (see next page).  In the event of 
a loss of power and the public address system is inoperable; the administrator 
will declare a drill status via a bullhorn.  The drill status signal will consist of a 
sequence of 3 short blasts followed by the warning announcement. 

2. Once in the shelter areas, students should sit facing away from the ends of 
corridors or windows. 

3. Teachers should take a printed copy of their student rosters with them. (Please  
 print one and leave it in a safe place for emergency purposes.) 
4. When, in the teacher’s judgment, danger is eminent, it is recommended that 

students draw knees to chest, and heads down with protection of hands, 
clothing, or a book on the back of the head.  

 
 Shelter locations 

Once a drill status has been declared by the administrator, certain members of the CCC 
staff and students will move to the following designated areas: 

 The remaining staff and students will stay in their classrooms. 

Please note that students and staff who are in portable units when a warning is 
announced must come into the building and report to the areas designated on the 
following pages.
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Tornado Designated Areas 

Room # Office/Class Personnel Report to 

1 Main Office, Guidance, Security Windham, Babb, Manning, 

Fager, Edmonds-Young, 

Spence 

Room 28 or Room 29 

2 Multipurpose Room  Room 28 or Room 29 

5/6 Pharmacy Tech Benton Room 8/9 Reception Area 

7 Nail Technology TBD Room 8/9 Reception Area 

8/9 Cosmetology Hill, Givens-Tennessee Room 8/9 Locker Room 

10/11 Practical Nursing I, II & III Jones, TBD Room 10/11 Nursing Lab 

12 EMT  J. Miller Room 10/11 Nursing Lab 

13 Special Education Cochran/Nittinger Room 10/11 Nursing Lab 

14 Computer Lab  Room 22 Auto Body 

15 Nurse Aide Aubuchon Room 22 Auto Body 

16 Cybersecurity K. Miller Room 17 TV 

17 Television and Media Gardner Room 17 TV 

18 TV Studio WCTV Channel 48 Room 18 

20 WFOS Radio Roughton Room 20  

20B Channel 46 Hanger Office 20B 

21 Automotive Technology I Lab Mobley Room 20 

22 Auto Body Sells Room 22 Auto Body 

23 School Plants  Room 23 storage 

24 Firefighting King Room 24 Locker Room 

25 Automotive Technology II Lab Freeman Room 25 Locker Room 
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26 Custodians Brooks, Blanchard, Browne  Room 26 Storage 

27 Welding Lab Sommers Room 27 Locker Room 

28 Welding Classroom Sommers Room 28 Locker Room 

29 Cosmetology Classroom Hill Room 29 

30 HVAC Thompson Room 30 Locker Room 

31  Auto Body Lab Sells Room 31 Locker Room 

Port 34 TV Office  Room 18 

Port 35 EMT Lab J. Miller Room 20  

Port 36 Automotive Technology I Mobley Room 20 

Port 37 Automotive Technology II Freeman Room 20 

Port 38 SPED Transition  Room 18  

Port 39 Vacant   

Port 40 Vacant   

Port 41 Cosmetology  Tennessee Room 22 

Port 42 WCTV  Room 17 TV 

Port 43 SPED Transition  Room 18 TV 

Revised 7/28/18 
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Lockdown Procedures  
Chesapeake Public Schools are committed to ensuring the safety and security of all 
students, staff members, and visitors to our schools.  In the event of an emergency 
situation, Chesapeake Public Schools works closely with appropriate local, state, 
regional, and federal public health and safety officials to respond promptly and 
effectively to minimize any threat to the health, safety, and/or security of those in our 
schools.  Depending upon the nature and scope of the emergency school division staff 
will act at the direction of appropriate emergency management personnel. 

 
In the event of an emergency, CCC may be placed into one of three levels of lockdown 
status.  Depending upon the nature of the emergency and the advice or direction of 
authorities, students may be held in school, dismissed early, or evacuated.  Schools 
primarily relay emergency information to parents through the Parent Alert System 
(PAS).  Parents and guardians are asked to pay close attention to public announcements 
made on WFOS radio (88.7 FM), Channels 43 and 48 on Cox Cable television, the school 
division’s website (http://www.cpschools.com), and to other local radio and television 
broadcasts. 

 
There are three levels of lockdown status within the division.  The “code” for going into 
a lockdown will be “We are now in a level X lockdown.”  This will be made in a global 
announcement on the PA system as well as on the walkie-talkies for administrators.  
They are as follows: 

 

Level 1 Lockdown 
This level allows all interior activities to function as normal, but all outside activities are 
halted.  Examples of reasons for this level of lockdown include a stranger in the area, a 
bank robbery in the community, or an animal on campus. 

 

 Inside activities function as normal including assemblies, lunches, class changes, etc. 

 Anyone who is outside for an activity such as recess should return to their classroom 
inside as quickly as possible. 

 Once everyone is inside the building, all exterior doors should be locked and 
secured. 

 Portable classroom teachers should lock and secure their classroom doors. 

 A main office staff member should contact the Chesapeake Non-Emergency Dispatch 
Number (757-382-6161) and inform dispatch of the situation. 

 Security, as well as the administration staff, will walk through the building checking 
outside through doors to monitor the situation. 

 Once the situation has been resolved, an announcement will be made by an 
administrator “We are no longer on lockdown.  Please return to your normal 
activities.” 
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Level 2 Lockdown 
This level of lockdown allows all classroom activities to continue as normal but halts all 
outside activities and also sends students out of the hallways into a room that can be 
secured.  Examples of reasons for this level of lockdown include a suspicious individual on 
school grounds, an irate parent in the building, or a police situation in close proximity to 
the school’s campus. 

 

 Teachers in classrooms shall immediately step out into hallways and get students inside 
a secure room.  Teachers near student restrooms should include these areas in their 
hallway sweep. 

 Teachers who are outside shall take their class to the closest securable area (portable 
classroom, back into the building, whatever area is closest). 

 Teachers will close and lock their classroom doors and pull any blinds or shades down to 
obstruct the view into the classroom.  Also, all windows shall be locked. 

 Teachers who are either at an assembly or some other non-instructional related activity 
should assist in securing the area (lock auditorium doors, etc.) 

 Once the room has been secured, instructional activities should continue as normal. 

 All available clerical staff will report immediately to the main office during a level 2 
lockdown announcement. 

 All interior and exterior doors shall be locked and secured. 

 A main office staff member should contact 9-1-1 and inform dispatch of the situation. 

 Administrators and Security staff should handle the situation as needed for an interior 
threat.  For an exterior threat, retreat to a secured location and communicate via 
walkie-talkie. 

 Once the situation has been resolved, an announcement will be made by an 
administrator “We are no longer on lockdown.  Please return to your normal activities.” 

 

Level 3 Lockdown 
This level of lockdown goes into total secure mode.  All activities are halted, and students 
and staff will go into total defense mode.  An example of the reason for this level of 
lockdown includes an imminent threat to students and staff inside the building. 

 

 Teachers in classrooms shall immediately step out into hallways and get students 
inside a secure room.  Teachers near student restrooms should include these areas 
in their hallway sweep. 

 Teachers who are outside shall get their class to the closest securable area. 

 Teachers will close and lock their classroom doors and pull any blinds or shades 
down to obstruct the view into the classroom. All windows shall be locked and the 
light turned off. 
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 Teachers who are either at an assembly or some other non-instructional related 
activity should assist in securing the area (lock auditorium doors, move classes at 
lunch into kitchen area, etc.) 

 Once the room has been secured, everyone shall move as far away from windows 
and the door as possible.  Students should be quiet as to not draw attention to the 
area. 

 All staff should get to a secure location away from windows and silence their cell 
phones.  The principal or designee shall call 9-1-1 to alert dispatch to the situation 
when safe to do so. 

 Once the situation has been resolved, an administrator along with a Chesapeake 
Police Officer will go to each individual room and enter by key only to announce that 
the situation has been resolved.  Staff still in lockdown shall not open the door for 
any reason. 

 
If possible, any information that can be shared with the staff will be done via email.  
Staff members should not attempt to contact the office while still in lockdown mode, as 
the office staff will be busy handling the situation at hand.   

 
When all is clear, Dr. Windham or Mr. Babb will provide details to the staff. 

 
Students will be provided with a letter to take home at the end of the school day to 
explain to parents the details that led to the lockdown. 

 
 

III. Chesapeake Public Schools Procedures 

School Division Calendar  

See Appendix 
 

Child Protective Services 

According to the Chesapeake Public Schools Safe Schools Plan and Crisis Management Resource 
Manual, each school shall have procedures for reporting suspected child abuse and neglect. 
Any school employee who has reason to suspect that child abuse or neglect has occurred or is 
occurring is required by law to make a report to the guidance counselor who will in return 
report the abuse to Child Protective Services.  The report must be made within 24 hours of the 
occurrence.  If guidance or an administrator is not available, please directly contact Child 
Protective Services at 757-382-2020 or 1-800-552-7096.  If a person who is required to make a 



15 
 

report fails to do so, that person can be charged with a misdemeanor and, if found guilty, can 
be fined. 

Internet Access 

Anyone using a school’s Internet connection will be required to agree to an Acceptable Use 
Policy (AUP) upon logging into the network.  The AUP is a written agreement that establishes 
the rules of online behavior, access privileges, penalties for violations, including security 
violations and vandalism of the system.  Based upon reasonable suspicion that something illegal 
exists, files located in the division storage area may be reviewed by network and school 
administrators to ensure that students are using the system responsibly.  Any student who 
violates this policy will be subject to suspension and/or recommendation for expulsion. 

Report Cards 

Report cards are distributed at the student’s home school; however we must meet the grading 

deadlines to have student grades available to be uploaded at the home schools. 

School Board Policies 

A copy of School Board Policies and Regulations is available on the division’s website 

(www.cpschools.com). 

School Closings 

When schools are closed due to weather conditions, the codes below will be used.  Please 

monitor WFOS-FM (88.7) or WCPS (Cox Cable channel 46).  These outlets receive first 

notification of school closings. Closings are also posted on the CPS Homepage. 

Code Red: Schools and offices are closed for all personnel except those designated as “Essential 

Personnel.” 

Code Yellow: Schools are closed for students and teachers. Administrators and other twelve-

month employees are expected to report. 

Code Green: Schools are closed for students only.  Teachers and all other personnel are 

expected to report. 

Wellness Centers/Medical Health Centers 

The Wellness Centers include full-service pharmacies and save you and your family significant 

money on copays; furthermore, each has staff dedicated to your well-being. They exclusively 

http://www.cpschools.com/
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serve Chesapeake Public Schools (CPS) employees, retirees, and dependents on a CPS health 

insurance plan.  

The Medical Health Centers offer convenient and free healthcare services to employees and 

retirees covered by a Chesapeake Public Schools (CPS) health plan.  The care Marathon Health 

will provide focuses on wellness and prevention and helping people become active in their own 

health.   

There are two central areas/locations for the centers, Knells Ridge and Washington Shoppes.  

For additional information, visit the CPS website. 

Workers Compensation 

In the event that you are injured on the job, an accident report must be completed and turned 

in to the office on the same day that the accident occurs.  Failure to use an approved physician 

may result in the loss of benefits.  Mrs. Manning can assist with any questions you may have 

regarding necessary forms and approved procedures. 

Recertification Process 

All fully licensed personnel are required to earn 180 recertification points within a five-year 
period.   New teachers who have a five-year license are eligible to earn points; new teachers 
who have a provisional license may not earn points until they have met the requirements for 
and received a five-year renewable license.  Provisionally-licensed teachers must only meet the 
requirements set forth by VDOE in order for them to receive a full five-year renewable license. 
  
There are 8 options available for earning the 180 points needed for recertification.  These 
recertification options are:  
1. College Credit (30 points per college credit hour) 
2. Professional Conferences 
3. Curriculum Development 
4. Publication of an Article 
5. Publication of a Book 
6. Mentorship/Supervision – note there is a 90 point limit in Mentoring/Supervision option 
during each 5-year recertification period 
7. Educational Project 
8. Professional Development  
 

License holders may earn 180 points from one or more of these eight options.  If taking College 

credit coursework, undergraduate or graduate, may be used for recertification. 
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IV. Chesapeake Career Center Procedures 

Administrator Responsibilities 

Chesapeake Career Center 
Administrative Responsibilities 

Dr. Windham Mr. Babb 

Administrative/Zone Meetings 
Apprenticeships 
Budget Requests 
Building Use 
Community Relations 
Cosmetology Department 
Dual Enrollment 
Faculty Meetings 
Field Trips 
Fundraising 
Grades 
Guidance 
Advisory Councils 
Industry Testing 
New Program Development 
Nursing Department 
Observations and Evaluations 
Office Staff 
Requisitions/Purchasing 
Recertification 
Remembrance Committee 
Staff Development 
Staffing 
TCC Collaboration 
VTSS  
 
 
 
 
 

Aesop 
Building/Grounds/Facility 
Comprehensive Plan Report 
Custodial Department 
Energy Conservation 
Emergency Drills 
Grant Opportunities 
Guest Speakers 
Handbooks 
Keys 
KRONOS 
Marketing/Recruitment 
Marquee 
Radio & TV Stations 
PBIS/ Student Discipline 
Parking 
Professional Learning Communities (PLCs) 
Property Management/Inventory 
Safety/Security/SRO 
Special Education 
Teacher of the Year 
Trade and Industrial Department 
Truancy/Attendance 
Textbooks 
Volunteers 
Web Page 
Weekly Bulletin 
Work Orders/Requests 
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Bookkeeping Procedures 

Receipting and Depositing of Monies 

The State Board of Education states the following: 

A receipt must be issued to a student for any money received.  This includes textbooks, fees, 

club dues, insurance, projects and materials. 

In writing receipts, fill out the carbonized receipts in triplicate.  Start with the first receipt in the 

book.  Place front flap between each entry so the carbon will not go through to another receipt. 

All copies (white, yellow, and pink) should remain in the receipt book. The bookkeeper will 

return the white (student) copy in the teacher’s mailbox.  

Ask the student what he is paying for and list separately on receipt.  Please look at the check to 

make sure it is filled out correctly. 

Do not accept checks for more than the amount due.  No change can be given to a student 

paying with a check.  Do not cash a check with money from your envelope. 

To void a receipt, staple all 3 copies together in the book with "VOID" written on it. 

ALL MONIES MUST BE TURNED IN BY 10:00 A.M. FOR MORNING CLASS AND 1:30 P.M. FOR 

AFTERNOON CLASS. (MONEY IS NOT TO REMAIN IN CLASS, LAB OR TEACHER'S POSSESSION 

OVERNIGHT).  The money must be turned in to the office in a brown envelope with the amount 

recorded on the outside of the envelope. 

1. After collecting the money at the end of each day, total money separately for each fund 
and place in brown envelope.  Should there be an error in the amount of money turned 
in, the brown envelope will be returned to the teacher to be corrected and resubmitted. 

2. The teacher should check carefully after each deposit to see if the receipt book agrees 
with the total on the brown envelope. 
 

At the end of the year when the receipt books are collected, teachers should see that a tape is 

attached to the envelope with the total for the receipt book and a separate total for the 

envelope.  The total for the receipt book and the envelope must match. 

Money-making activities 

Before a club or class can sell any items; Money-Making Permit CS-43 must be submitted to the 

program administrator for approval. 
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At the end of the money making activity, Fund-Raising Statement CS653 must be completed 

and returned to the bookkeeper. 

Purchase orders 

According to the policies set forth in the Local School Internal Accounts: A Guide for Local 

School Personnel: Purchases shall be made only by means of an approved purchase order (not 

handwritten requisitions).  The purchase order must be completed and signed by the program 

administrator in advance of any purchase.  Upon receipt of the order, the purchaser should 

certify receipt of the order by signing the receiver’s copy of the purchase order and returning 

the receiver’s copy and any invoices or packing slips to the office. 

1. For School Board Supply Monies, use Purchase Requisitions Chesapeake Public 

Schools. 

2.  School Board money supply orders under $500.00 can be ordered on an In-

School  P.O. and reimbursed to the school. 

3. Use Purchase Requisition and Order-School Internal Accounts to order from In-

School accounts. 

Before any item can be purchased, the requester must obtain a purchase order number from 

the bookkeeper.  Complete the proper form and return it for approval by the administrator. 

When approved, the bookkeeper will give you the goldenrod copy of the in-school purchase 

order so you can place the order. Teachers are responsible for placing their own approved in-

school orders and notifying the bookkeeper when an order arrives so they can sign the receiver 

portion of the purchase order.  This procedure must be followed because payment cannot be 

made until this receiver portion of the purchase order is signed after merchandise is received.  

Purchases made without an approved signed and typed purchase order number become the 

property of the person making the purchase and is their obligation to pay-not the school's. 

CCC Calendar 

Important dates to our school will be added to the Chesapeake Career Center calendar in 

Outlook.  Please use this calendar as a reference throughout the school year.   

School Map 

See Appendix 
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Schedules 

Bell Schedule 

8:55   Warning 

 9:00   Morning session 

 11:34   Morning session ends 

 12:29   Warning bell 

 12:34   Afternoon session 

 3:08   Afternoon session ends 

 

 Break Schedule 

Please note that teachers are asked to adhere to this schedule.  If a teacher misses a break on a 

rare occasion, he or she may take students on their break at the end of the break window. 

Break Time Central Break Area TV Snack Area* 

AM 10:00-10:40 

10:00-10:10 Hill, Aubuchon  Freeman, Mobley 

10:10-10:20 Benton, Thompson Gardner, Sells 

10:20-10:30 Sommers  King, Kathy Jones 

10:30-10:40 Givens-Tennessee, J. Miller K. Miller 

PM 1:30-2:10 

1:30-1:40 Hill, Aubuchon Freeman, Mobley 

1:40-1:50 Benton, Thompson Gardner 

1:50-2:00 Sommers  King 

2:00-2:10 Givens-Tennessee, J. Miller K. Miller 

*These students should get their snacks from these machines and then take their break 
on the benches on the other side of the glass partition. 
On the rare occasion that teachers miss the break time for guest speakers and other 
activities, they should take their breaks at the end of the break window. 

Custodians 

Our daytime custodian is Mrs. Monica Brooks.  Our evening custodians are Ms. Icenie Browne 

and Mr. Melvin Blanchard.  Other custodians may be in the building as substitutes. 
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Lactation Support Area 

According to School Board Policy P 9-52, teachers and students of the school shall be provided a 

non-restroom location in which any mother may take breaks of reasonable length during the 

school day to express milk to feed her child until the child reaches the age of one. The area 

must be shielded from public view. The designated lactation support area is located in the 

nurse’s classroom (Room 10) in the locker room.  

Lost and Found 

All lost and found articles should be brought to the main office where they will be kept until 

claimed by the owner or donated to a local charity at the end of each semester. 

Parties 

Generally, parties are NOT allowed during school hours.  Any party requests must be made to the 

program administrator at least two weeks in advance. 

Phones (Classrooms) 

To call the office (including emergency situations) 

1. Pick up the handset (wall phone located by the classroom/lab door) 
2. Dial *072  

 
To call other classrooms in the building 

1. Pick up the handset (wall phone located by the classroom/lab door) 
2. Dial the classroom’s extension/room number 
3. Use the chart on page 25 in this handbook. 

Positive Behavioral Interventions and Supports/Discipline 

In an effort to increase positive student behavior, the Center has instituted the Positive Behavior 

Interventions and Supports (PBIS). PBIS is a system of clear expectations and positive reinforcements 

mixed with tiered interventions when students find it difficult to meet behavioral expectations. Students 

will be instructed through PBIS of their specific expectations and CCC’s intervention and incentive 

structure.  A matrix outlining the expectations for student behavior can be found in the appendix to this 

handbook.   
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Property Management 

 
Disposition of Un-serviceable Property 

Definition: Un-serviceable property includes all assets on the inventory which are no longer 
useful for operating purposes because the assets are obsolete, unsafe, or economically not 
repairable. 
 
Procedure: 

1. All surplus and unserviceable property should be reported to the property manager (Mr. 
Babb) by completing an asset transfer form.  

2. In the section of the asset transfer form marked "special instructions", a 
recommendation for type of disposal should be noted. 

 
Guidelines for Cannibalizing Equipment 

Instances arise in which equipment on inventory becomes economically un-repairable but 
remains useful to the school as a source of parts.  In cases such as these, the following 
procedures are to be followed before a piece of equipment is cannibalized:  

 
1. An Asset Disposition Form is submitted to the property manager. 
2. Recommended action is to be marked "use for parts". 
3. When appropriate authorization is received to use the equipment for parts, the 

property is considered a supply item and is removed from the inventory. 
 

Gifts and Donations to the School 
1. Gifts will be accepted in accordance with School Board Policy (4-4) and the Code of 

Virginia (22.1-126). 
2. Gifts become the permanent property of the school and are treated as any other 

nonexpendable property; i.e. they are inventoried, maintained and disposed of 
according to applicable regulations.  

3. When a gift is offered to the school by an individual or organization, the property 
manager will be notified and the gift form completed.  The gift form is forwarded to the 
assistant superintendent for finance and business affairs.  

4. When approval is received to accept the gift, action may be taken to acquire the item.   
Receipt of the item is not permitted until written permission is obtained. 

 
Instructions for Inventory Receipt 

1. When equipment is received, remove it from the box and thoroughly inspect all pieces 

to be sure they are in working condition and that all components are included.   

2. Notify the bookkeeper immediately that you have received and inspected the items.   
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3. The bookkeeper will complete a receipt in PeopleSoft, generating an inventory 

verification form.   

4. In a few days, you will receive the Inventory Verification Form.  Fill it out supplying all 

requested information, including the model and serial numbers.  The bookkeeper will 

complete the bookkeeping information.  

5. Return the form to the property manager (Mr. Babb).  He will forward the form to the 

bookkeeper. 

 
Missing Property/Inventory 

Staff members should report missing inventory/property to the property manager as soon as it 
is determined to be missing so that the appropriate documentation can be completed and 
forwarded to the property management unit. 
 

Transferring Assets 
Whenever inventoried property is moved from one department and/or building location to 
another, the asset transfer form must be completed and submitted to the property manager. 
 

Remembrance Guidelines 
      Retirement: Gift not to exceed $75 

Marriage/Baby: Gift not to exceed $40 
              Leaving CCC: Gift not to exceed $40 
  

Guidelines for sending flowers  
  

 Death-staff member, parents, children, wives, husbands, significant others, 
grandchildren, brothers, sisters, brothers-in-law, sisters-in-law, mothers-in-law, fathers-
in-law 

 Illness- staff members for outpatient surgery, hospitalizations, or extended illness 
 

Flowers are not to exceed $40.00 
 

The Remembrance Committee Fund is not to be used to send flowers to administrators or supervisors 
outside of this building. 

Visitors 

Sign-in/Sign-out Procedures 

Visitors during school hours must sign in using the Raptor system located at the main entrance.  

All visitors must furnish a picture ID in order to enter the building.  Visitors will place their ID’s 

into the machine and receive printed labels that contain their names, pictures, dates, and 
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destinations. In order that every possible precaution may be taken to safeguard the students of 

the school, parents must report to the office to verify their appointments before visiting any of 

the classrooms. In order for the office to present a positive public image, a business-like 

professional atmosphere must be maintained.  Outside of the office, faculty and staff should 

politely approach any visitor who does not have a badge, and direct him or her to the office.     

Classroom Visitations 

Parents who wish to visit classes must make an appointment at the convenience of the teacher.  

Although the school is eager to have parents become familiar with the school program, we 

recognize that any visitor to a classroom causes some disruption to the instructional program in 

process.  Visits must be scheduled carefully to minimize disruption to the educational program.  

Parents are encouraged to visit the school on days scheduled for conferences with teachers, 

special school events and open house nights. 

Unauthorized Visitors/Loiterers 

Unauthorized visitors and/or loiterers will be asked to leave the school premises.  Anyone who 

does not follow instructions will be reported to the proper law enforcement authorities. 
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Faculty/Staff Assignment Location Intercom 
(Phone by door) 

Phone 
Ext. 

 Multi-Purpose  2 002  

 Computer Lab  3 003  

 Conference Room  4  126 

Robie Aubuchon Nurse Aide 15 015  

Richie Babb Supervisor Office  101 

Amanda Benton Pharmacy Tech 5 005  

Melvin Blanchard Custodian 26 026  

Monica Brooks Custodian 26 026  

Icenie Browne Custodian 26 026  

Jan Cochran Resource 13 013 125 

Laurra Edmonds-Young Guidance Office  107 

Grace Fager Bookkeeper Office  106 

Karen Fleming TIS 22  122 

Chris Freeman Auto Technology II 
Shop 

37 
25 

037 
025 

 
115 

Melvin Gardner Television 17 017  

Rosilyn Givens-Tennessee 
Cosmetology Lab 
Cosmetology  

8    
Portable 41  

008 
033  

 

Billy Hanger Video Productions 20A  124 

Deidre Hill 
Cosmetology Lab 
Cosmetology 

 9 
29 

009 
029 

 

Kathy Jones Nursing 10 010 113 

Michael King Firefighting 24 024  

Nancy Manning Secretary Office *072 101 

Doug  “Jake” Miller 
EMT 
EMT Lab 

12 
Portable 35 

012 
035 

 

Kari Miller Computer Systems 16 016  

Rob Mobley Auto Technology I 36 036  

 Shop 021 021 117 

Debbie Nittinger Resource Assistant 13 013 125 

Shonda Pittman-Windham Program Administrator Office  101 

Annalisa Roughton Radio  20  121 

Abe Sells Auto Body 
Auto Body Shop 

22 
031  

022 
031 

 

John Sommers 
Welding 
Welding Shop 

28 
27 Shop 

028  

Daniel Spence Security Entrance *072 101 

Michael Thompson HVAC 30 030  

TBD Nail Technology  7 007  

TBD Practical Nursing III 10 010  

TBD Practical Nursing III 10 010  

http://www.google.com/url?sa=i&rct=j&q=&esrc=s&frm=1&source=images&cd=&cad=rja&uact=8&ved=0CAcQjRxqFQoTCPnA0ZzalMcCFYZzPgod3RMLYQ&url=http://www.telephoneart.com/b-w/&ei=L3TDVbntCIbn-QHdp6yIBg&bvm=bv.99556055,d.eXY&psig=AFQjCNFafy8OjkvCfB_GMxajiVZGpuuYQw&ust=1438959018955716
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Expectations 

CCC Norms 

The Chesapeake Career Center’s administrators are proud to work with a skilled and 

professional staff.  Effective teamwork is based on clear expectations.   

The following are the norms for the current school environment. 
 

1. Greet students at the classroom door. 

2. Require students to listen to announcements and remain quiet during the moment 
of silence and the pledge (if not participating). 

3. Arrange the teacher’s desk to face instruction. 

4. Circulate the classroom. 

5. Establish the following routines. 

 Tardy students enter class with a pass. 

 Students do not leave class without a pass. 

 Teacher dismisses the class-not the bell. 

 No cell phones are allowed during class, unless the teacher has 
designated that they be used for instructional purposes. 
 

6. Establish the following expectations. 

 Be Respectful. 

 Demonstrate Integrity. 

 Be Safe. 

 Aim for Excellence. 

7. Treat every student with dignity at all times. 

8. Be a champion for your job in public. 

9. Effectively utilize all instructional time. 
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Arrival and Departure 

By contractual agreement, the work hours for all faculty members are 8:30 a.m. until 

3:30 p.m.  All faculty members should sign in on the sheets located on the counter upon 

their arrival at school.  Upon departing from school, all faculty members should sign out 

on the same sheet.  This is a mandatory procedure required of all faculty members.   

Staff members should adhere to the contractual hours assigned and swipe in and out 

using the KRONOS system.  For clarification of your work hours, please see an 

administrator.     

If it becomes necessary to leave school before the end of the normal school day, faculty 

and staff members should notify the administrator, but should not become routine. 

Badges 

Staff identification badges must be worn and must be visible at all times while 
employees are on school property.  In the event that a badge is lost or needs to be 
replaced for any reason, please see an administrator. Administration will collect 
employee badges at the close of each school year and will distribute badges at the 
beginning of each new school year. 
 
Communication 
 

Email 
Email should be checked twice daily.  Email may be accessed from school or 
home by logging on to the Chesapeake Public Schools’ website 
(www.cpschools.com) and selecting the Microsoft Outlook icon.  School email is 
for school purposes only.  Please use email to help communicate with parents, 
counselors, and special education teachers.  Administrative updates will also be 
sent via email. 
 
Mailboxes 
Mailboxes should be checked when you arrive, during lunch, and before you 
leave school each day.  Correspondences and messages may be missed if you fail 
to do so. 
 

Parent Contacts 

Parents should be integral parts of the team educating their children. The 

 following policies apply to teachers’ contacts with parents. 

 The teacher is responsible for communicating with parents as often as 
possible on student progress and classroom behavior.  Parents should be 

http://www.cpschools.com/
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contacted with positive comments as early in the course as possible.  Parents 
should also be contacted when change is noticed.  Student improvement and 
failure should be reported.   

 Parent contact may be made in many forms.  A syllabus should be sent home 
at the beginning of the course, explaining the direction of the course and the 
expectations of the student.   

 A log of all parent contacts should be recorded in Synergy. 
 Teachers are required to contact parents when a student’s achievement 

starts to decline.   
 Parents may also request that the teacher inform them of student progress.  

In this case, a guidance counselor will support the teacher to make these 
arrangements. 
 

Parent/Teacher Conferences 

Parent/teacher conferences should be arranged by the teacher or the counselor 
at the discretion of the teacher.  The counselor or administrator will be available 
to attend parent/teacher conferences upon request. 
 
Thorough notes should be taken during all parent conferences on the CPS 
Conference Summary Form.  This form can be found in the main office and on 
the faculty share drive. 

 Industry Advisory Councils 

All program areas are encouraged to have an Industry Advisory Council (school based).  

A list of the businesses and contact persons should be updated and submitted to 

administration each school year.  It is recommended that one council meeting should be 

held each semester.   

 

Please also encourage businesses to join the CTE Advisory Council (division based).  Send 

the names and contact information of any potential member to Dr. Windham. 

 Hall Passes 

 No student is allowed to be outside the classroom or lab without a hall pass. 

 Cellular Telephone Use 

Staff use of cellular phones should not interrupt the program of instruction or the 
performance of assigned duties.  This includes, but is not limited to, making and 
receiving phone calls and text messaging.  Cell phones should be silenced during the 
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instructional school day.  In addition, cell phones should NOT be used in the hallways 
or other areas in which the general student population convenes.   
 
Attendance 

Substitute Procedures/Aesop 

Teachers are required to log all absences into Aesop.   A Notification and 
Verification of Leave Form, CS-97A/R-11/07 should be completed electronically 
and the job confirmation number must be added to the form.  The form must be 
signed and e-mailed to Mr. Babb.  A return email will be sent back to you from 
Mr. Babb once the leave has been approved.  If you have not received an 
approved sick leave form within 24 hours of your absence, please contact 
administration personally about your absence to ensure that the form was 
received.   
 
Teachers requesting sick leave the night before or morning of an absence (and 

who were unable to fill out a verification of leave form) must enter the absence 

in Aesop. Teachers must report the absence in Aesop by 6:15 a.m. the day of the 

absence.  The leave form must be completed and submitted the day teacher 

returns to work. 

All personal or professional (when applicable) leave forms must be submitted to 
Dr. Windham.  A leave form must be submitted for personal and professional at 
least five days in advance for approval.  Personal, bereavement, or professional 
leave should be submitted as sick leave in Aesop and an administrator will 
change the leave in the system once approved.  This leave can only be entered 
by an administrator.   

It is the teacher’s responsibility to provide lesson plans and a class roster for the 

substitute. These should be submitted to the office, left on the desk in the 

classroom, or uploaded to Aesop as soon as possible and prior to the student’s 

arrival on the day of the absence. 

  Types of Leave 

See the School Board Manual for details on the types of leave in which 
employees are entitled to take. 
 
Emergency Lesson Plans 

Every teacher must have an emergency substitute folder on file in the main 
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office.  This folder is utilized in the event of an emergency or unexpected teacher 

absence.  It must include a bell schedule, classroom policies and procedures, a 

student classroom roster, and at least three days of lesson plans. All necessary 

copies must be duplicated and included in the folder.  

If the emergency lesson plan is used by a substitute, it should be replaced within 

three days after the teacher’s return.  

Emergency lesson plans are due no later than September 28, 2018 to Mr. Babb.  

Emergency lesson plans should be updated at the semester. 

 Bulletin Board Schedule 

Bulletin boards should be updated using the following schedule.  Staff members are 

responsible for working with the designated staff member to update the assigned 

bulletin board within the first three days of their assigned month. 

 

Month 

Main Break 

Area by 

EBB (TV) 

Cosmetology 

Hall 

Between Drink 

Machines in Break 

Area 

August Nursing 

Department 

Cosmetology 

Department 

Ms. Nittinger 

January Nursing 

Department 

Cosmetology 

Department 

Ms. Nittinger 

 

 Professionalism 

  PROFESSIONAL CONDUCT 
All teachers are expected to behave in a professional manner.  This includes wearing 
professional attire, communicating with colleagues, students, parents, and community 
members in a professional way, and making a positive contribution to the climate and 
culture of Chesapeake Career Center.  Professional conduct should also be displayed at 
faculty meetings and in-services within and outside of the school building.  
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PROFESSIONAL DRESS 
As professionals in our schools, we realize and value the public’s perception of our roles 

as mentors and models for students, especially at CCC where students are being 

prepared for work in professional environments.  Each faculty and staff member should 

be dressed professionally and appropriately for his/her department. All employees must 

exercise good judgment in their choices of professional dress for work and work-related 

activities in order to: 

 maintain respect 

 provide positive modeling for students 

 encourage a learning and working environment free from unnecessary disruption 

 establish credibility 

 invoke a positive impression upon parents and the community 
 

 Additional dress code information: 

 No denim jeans (except on approved Spirit Wear days) 
o Beginning the first Friday after students return in September, jeans may be 

worn with CCC, Chesapeake high schools, SkillsUSA, and HOSA spirit wear.  

SPIRIT WEAR is defined as items embroidered/labeled with school or 

organization name. 

o The first Friday of each month will be COLLEGE SPIRIT DAY.  Faculty/staff may 

choose to wear college wear OR school spirit wear if wearing jeans.  NOTE: 

Faculty member may wear jeans ONLY if he or she is also dressed in 

appropriate spirit wear. 

 All staff will wear their district issued ID badges 

 Student dress code guidelines apply to staff members 

 School administration discretion will prevail on questions of attire 

Meetings 

Faculty Meetings 
Please reserve the first Tuesday of the month for school meetings, such as faculty, 
departmental, and in-services. Meetings will be held in the Multipurpose Room at 3:15 
p.m. Attendance is required for all staff members. If you are unable to attend, please 
inform an administrator in advance. 
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Department Meetings 
All departments will meet “at least” once each month. Department chairpersons will 
be responsible for setting dates, planning an agenda for meetings, and appointing a 
secretary from the department to take the minutes of each meeting. The secretary, 
within five days after the meeting, will submit to the program administrator a report of 
the minutes and a list of those department members present and absent from the 
meeting. 

Suicide Guidelines for Faculty Members 
Teachers are expected to report any direct communication for a student or teacher that 

indicates a suicidal intent to the guidance counselor and to an administrator. 

Warning Signs according to the American Psychiatric Association 

 withdrawal from friends and family 
 inability to concentrate 
 talk of suicide 
 dramatic change in personal appearance 
 expressions of hopelessness or excessive guilt 
 self-destructive behavior 
 preoccupation with death, and 
 bequeathing favorite possessions 

Supervision  

The following areas should be supervised by the designated staff members as indicated 
below.    

 

Location Arrival Dismissal 

Bus Ramp Babb Babb, Spence, King 

Main Entrance Windham,  Nittinger  Windham, Edmonds-Young 

Main Break Area Edmonds-Young Nittinger 

Rear Entrance Cochran Cochran 

Parking Lot Spence Freeman, Mobley, Sommers, Thompson 
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Teachers who are not on supervisory duty should stand in the hallway in front of their 
classrooms during student arrival and dismissal.  Teacher visibility will decrease 
inappropriate discipline opportunities for students and allow a faster response to any 
incidents that may occur. 

 
Instruction 

Grading  

See the grading guidelines in the appendix. 

Lesson Plans 

Because planning is an essential component of instruction, maintaining daily lesson 
plans is a primary part of the teaching responsibility of all faculty members.  Each 
teacher must maintain plans that reflect one week’s activities and outlines each day’s 
lesson including the following: 
 

  Performance tasks   CanDo competency/objectives    
 Activities/lab      Materials   
 Assessment strategies    Summary/conclusion 
 

Lesson plans should be saved on the faculty share drive by 9:00 a.m. on Monday of each 

week in the teacher lesson plan folder.  Each teacher should save their lesson plans in 

the folder with their name by the date or week (i.e. September 6 or Week of September 

6).  

The objective must be written on the board each day. 

Exams 

Exams are to be given in all classes.  Exams count 20% of the final grade for semester 

courses.  Exams count for 10% of the final grade for yearlong courses; however two 

exams must be given.  All exams must be reviewed by the administrator.  

 

 

 

 



34 
 

CCC EXAM REQUIREMENTS 

1. Teachers must submit a copy of their final exams to their department heads no later 

than two weeks prior to the exam date. They will be reviewed for format and 

content by the department head and administration. 

2. When developing final exams, teachers must bear in mind that the test must 

accurately reflect the course content.  First year classes and second year classes 

must have separate exams and test the knowledge and skills covered for that 

course. Final examinations are cumulative in nature with emphasis placed on the 

material covered in the latter part of the year. 

3. Final examinations need to be clearly labeled as the final examination and the name 

of the course. Directions must be clearly defined for each section.  

4. Competency-Based Education encourages a varied use of questions. Exams should 

reflect components from each of the following areas: 

a. objective-true/false, multiple choice and matching 

b. structured response-completion and essay 

c. performance-based on the manipulative skills needed to master a task or 

competency 

5. Examinations need to be constructed to preclude the use of textbooks, workbooks, 

and notebooks except for the use of tables and charts that may be included in the 

appendices of books. Teachers who wish an exemption from this must request 

administrative approval. 

6. The exam must be given on the date designated by administration.  Any deviation 

from that date requires administrative approval. 

7. Industry credential or other external assessments may not be counted as exams. 

 Student Competency Records 

The Virginia Department of Education requires competency records for all Career and 

Technical Education courses.  Course competencies can be found on the verso website 

http://www.cteresource.org/verso/.  Teachers should check the website at the 

beginning of each school year for updates and changes to their program area 

competencies. 

Competency records should provide a clear indication of students’ progress in your 

class. Students, parents, school personnel, and perspective employers can see at a 

glance exactly what the students have studied and practiced and how well they have 

performed each task.   

http://www.cteresource.org/verso/
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CanDo is a web-based data system that was developed to track student performance on 

CTE competencies. The objective is to strengthen the validity and reliability of the 

Student Competency Record system that is used to support a part of the Perkins IV 

technical skills assessment.  Student competencies must be updated frequently 

throughout the school year to ensure an adequate assessment of student learning is 

recorded.  All student competencies must be updated by the end of each marking 

period using the same time frame in which grades are due. 

Videos 

Videos can be a valuable aide to your instruction.  YouTube is available for your use in 

the classroom.  Guidelines for using these videos are below.  Any videos longer than 

thirty (30) minutes in length require approval using the Multimedia Classroom Use 

Request Form which can be found on the Intranet under Forms and Documents under 

the heading of Media Services. 

Guidelines for Using YouTube Videos 

 Use short meaningful clips; research shows that clips of five to seven minutes are 
most effective. 

 Use captioning when available to help all students access the material. 

 Ensure the clip applies to your lesson and the curriculum. 

 Ensure the video is appropriate for your students. 

 Ensure you are adhering to Acceptable Use Policy at all times. 

 Always preview the entire clip. 

 Never post CPS students at any time on YouTube. 

Textbooks 

 1.  Ordering textbooks 

 Teachers are responsible for ordering textbooks for the upcoming year at the end of 
each school year.  If additional books are needed after the students arrive, they may 
be ordered through the administrator in charge of textbooks. 

 
 2.  Issuing Textbooks to Students 

Teachers will be required to maintain records of textbooks in TipWeb online.  Training 

and assistance will be provided. 
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3.  Charges for Lost Books 

The formula for determining lost book charges is as follows: 

Book purchased during the current year: 100% current cost 

Book purchased one year ago:   75%   current cost 

Book purchased two years ago:   50%   current cost 

Book purchased three/more years ago:  25%   current costs 

 

From September 1 through September 30, ONLY, charge the full retail price of the book 

if it is damaged or lost.  After October 1, you must use the fraction scale given.  Never 

charge the full retail cost of the book after October 1. 

4.  Charges for Damaged Books 

If a book is damaged so badly that it can no longer be used, the formula for lost book 

charges should be used in determining the amount which the student pays.  Charges for 

minor damages are to be determined by the administrator in charge of textbooks. 

5.  New textbooks   

Any teacher considering a new textbook should do this through the budget process and 

a review committee should be set up through the administrator in charge of textbooks. 

 Field Trip Regulations and Guidelines 

All field trips must be approved, in advance, by the administrator. Field trip forms can be 

found on-line. Go to Chesapeake Public Schools home page, click on employees’ 

intranet, under forms and documents, scroll down to Field Trip forms.  The forms can 

also be obtained from the faculty share drive. 

 School Board Regulations: 

1. Field trips of an educational nature are permitted, but permission must be secured, 
in advance, from the superintendent or his/her designee.  

2. Permission slips must be secured from the parent or guardian before a student is 
permitted to make a trip.  

3. The educational values to be derived from a proposed field trip should be weighed 
carefully before an application is made.  Consideration should be given to the 
amount of class time to be lost, particularly when the student may miss classes 
other than the ones related to the field trip.       
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 Guidelines: 

1. All field trips must be approved by the program administrator. The field trip 
application must be submitted for approval by the administrator and home school 
teacher for each proposed field trip.  

2. Permission slips must be secured from the parent or guardian before a student is 
permitted to make a trip.  Students must return a signed permission slip to the 
teacher five days before the scheduled trip.  Teachers will keep permission slips on 
file.  No student will be permitted to make a trip without a signed parent permission 
slip on file.  A signed parent permission slip must be secured from students for each 
approved field trip.  The permission slip must also be signed by the student's home 
school teachers (if they will miss their classes).  

3. It is the responsibility of the teacher to provide all of the pertinent information 
about the field trip to the parent or guardian on the permission slips.  Permission 
slips should not be completed by the students.  

4. A list of the names of students who are unable to participate in a field trip must be 
submitted to the office no later than 3:30 p.m. three days prior to the trip.  

5. Teachers should leave an assignment for students who are unable to participate in 
the field trip, and they should make arrangements for their supervision while they 
are away.  The administration and the office must be advised on the arrangements 
that have been made for the supervision of students who are unable to participate 
in a field trip. Under no circumstances should a teacher tell those students who are 
not participating not to come to school.  

6. CCC teachers should also give the home school at least five days advance notice of a 
field trip.   

7. A list of all AM/PM students who attend the field trip should be given to Mrs. 
Manning the day of the field trip so that she can notify the home schools to avoid 
students being counted absent. 
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Committees 
 

All committees for the 2018-19 schoolyear have not been established.  Administration will 
contact you with any changes or additions to the committee assignments. 

Committee chairs are identified with asterisks (**) and the administrator overseeing the 
committee is identified in parenthesis. 

VTSS Team – The purpose of this committee is to improve the academic and behavioral 

outcomes of all students at CCC using intervention practices through ESTAT, PBA, PBIS and PLC 

frameworks while promoting equity for all students.   

Richard Babb 
Jan Cochran 

Laurra Edmonds-Young 
 (Windham) 

 

Positive Behavioral Interventions and Supports (PBIS) Focus Team – The team members with their 

names italicized will work with the staff, students and administrators to: (1) identify and monitor 

school- wide outcomes; (2) develop systems to support implementation and sustainability; (3) 

implement evidence based practices to increase a positive social climate and learning environment; 

and (4) develop data management systems to monitor progress and make effective data based 

decisions based on the school context.   

Robie Aubuchon** 

Jan Cochran 

Rosilyn Givens-Tennessee 

Deidre Hill 

(Babb) 
 

Fundraising – This committee will coordinate fundraising activities for all fundraising to take 

place at the “Center”.  The activities shall include, but are not limited to the CCC Scholarship 

fund, United Way, and all departmental fundraisers. 

Grace Fager 
Deidre Hill 
Kari Miller 

Rob Mobley 
 (Babb) 

 

 

 

 

 

 

 



39 
 

Marketing – This committee keeps prospective students, middle and high school stakeholders, 

business/industry leaders, parents, and community leaders informed about CCC activities and 

programs. The committee members ensure that the website, marquee, CCC app, local TV and radio 

stations, and promotional videos and brochures contain up-to-date information about our school. 

 
Amanda Benton 
Chris Freeman 

Melvin Gardner 
Billy Hanger 

Annalisa Roughton** 
(Babb) 

 

Remembrance – This committee coordinates activities to promote a positive social climate among 

the staff members and acknowledge staff members’ illnesses, celebrations, etc.  This committee is in 

charge of faculty/staff appreciation and social activities throughout the school year.  This year the 

committee’s main focus will be celebrating the school’s 50th anniversary. 

Kathy Jones 

Nancy Manning 

Debbie Nittinger 

Michael Thompson** 

 (Windham) 

 

Student Recognition – This committee organizes and coordinates recognition activities/ programs for 

students.  The activities shall include, but are not limited to, CCC Citizenship, NTHS, Awards Assembly, 

PBIS incentives and Perfect Attendance, Signing Day, Student (Cyclone) of the Month, App, Bulletin 

Board TV 

Laurra Edmonds-Young** 
Karen Fleming 

Abe Sells 
Rosilyn Givens-Tennessee 

 (Windham) 

 
Safety Team– This team will meet as needed to assess safety concerns to the school or 
community and provide guidance to students, faculty, and staff as necessary. The three 
individual teams may meet separately and as a whole throughout the school year. 

 
School Safety:  Mike King**, John Sommers and Daniel Spence  

 
Emergency Response:  Jan Cochran, Grace Fager, Laurra Edmonds-Young, Mike King, Nancy  
                                          Manning, Doug Miller, Annalisa Roughton and Daniel Spence 

 
Threat Assessment:  Jamie Craig, Laurra Edmonds-Young, Mike King and Daniel Spence 

 
(Babb) 
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Copyright Guidelines 

Teachers should always be aware of the seriousness of copyright concerns related to 

duplication, dissemination, and display of print and non-print materials.  Please consult an 

administrator to ensure that any use of materials is legal.  

Department Chair/Departments 

Cosmetology Health Occupations Trade and Industrial 

Jan Cochran** Robie Aubuchon Christopher Freeman 

Rosilyn Givens-Tennessee Amanda Benton Melvin Gardner 

Deidre Hill Kathleen Jones** Michael King 

Nail Tech TBD Doug Miller Kari Miller** 

 TBD Rob Mobley 

 TBD Abe Sells 

  John Sommers 

  Michael Thompson 

 

The department chairpersons are appointed annually by the program administrator. 

The department chairperson’s responsibilities include: 

 to serve as the liaison between the school administrators and the department members 

by 

 encouraging teachers to understand, support, and promote policies of the school 

 assisting the administration in the supervision of the department 

 keeping the administration informed of problems, goals, activities, and outcomes 

of departmental programs 

 directing and/or assisting in preparing and conducting school and departmental 

programs 

 organizing and conducting departmental meetings for constructive purposes 

 maintaining an atmosphere of professional dignity and promoting professional 

ethics and behavior 
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 serving as a contact person for the program area supervisor with the department 

members 

 collecting necessary department data requested by the building administrators 

and/or program area supervisor 

 handling departmental ordering of equipment, instructional materials, and 

supplies subject to the approval of the building administrator and/or program 

area supervisor; to gather supplies from the main office for the department 

 assisting the administration and school counselor with scheduling when asked 

 All departments will meet at least once a month. Department chairpersons will be 
responsible for setting dates, planning an agenda for meetings, and appointing a 
secretary from the department to take the minutes of each meeting. The secretary, 
within three days after the meeting, will submit to the program administrator a report 
of the minutes and a list of those department members present and absent from the 
meeting.  A list of department meeting dates for the school year should be submitted to 
the program administrator by September 15. 

Gifts to Teachers 

School Board Policy discourages the exchange of gifts between teachers and students. 

Laminating 

Laminating film is quite expensive.  Teachers are asked to be careful in their choices of 

materials to be laminated.   See Mrs. Manning to have items laminated. 

Keys  

Keys will be provided to each teacher, but they must be returned at the end of the school year.  

It is important for teachers to lock their classrooms whenever they leave the room for any 

length of time, especially at the close of the school day and during lunch/planning period.   
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Fundraising Guidelines 

The following guidelines were established during the 2016-17 school year.  Until further notice, 

these guidelines should continue to be followed. 

 

1. A money-making form must be completed and approved before fundraising activities can take 

place.  Money-making forms should be completed seven (7) days prior to the start date of the 

fundraising activity. 

2. Fundraising dates must be scheduled with Mrs. Fager.  Once the date has been scheduled, 

complete the money-making form and submit it to Mrs. Fager.  Mrs. Fager will turn the form in 

to Dr. Windham.    

3. Fundraisers cannot overlap.  In instances where an overlap is necessary, Dr. Windham must 

approve. 

4. Each teacher is permitted to have two (2) fundraisers per nine weeks.  If a teacher will not need 

fundraising dates in a given nine weeks, this information should be communicated with Dr. 

Windham to allow other teachers the opportunity to have additional fundraisers. 

5. Fundraising activities taking place during the school day must take place during the designated 

break time for both sessions. 

6. One department (Trade and Industry, Health Occupations, or Cosmetology) per month will host 

a fundraiser and all of the proceeds will go toward the CCC scholarship fund.   

7. Proceeds from the school store will be applied to the CCC scholarships. Remaining funds may be 

used to support field trips, student competitions, and other student activities. 

Teacher Evaluation Process 

Organization 

The evaluation process has three steps: 

1. Identification of mutually agreed upon goals by the program administrator and 

the teacher. 

2. Observation by the program administrator. 

3. Evaluation program administrator. 

Personnel to be evaluated 

School Board policy requires the following:  

1. All teachers on continuing contracts must be evaluated at least every two years. 

2. All probationary teachers must be evaluated. 
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3. All teachers who have achieved continuing contract status in another school division 

and are new to Chesapeake must be evaluated. 

4. All teachers whose performance was below the acceptable level on any area of the 

previous year’s evaluation form must be evaluated. 

Description of Evaluation Process 

Observation Instrument - At least three classroom observations must be made during 
the year according to the established time-lines.   Each observation must be 
documented and signed by the teacher and the observer.  The observations and the 
subsequent information gained from them are the substance upon which the teacher is 
evaluated.   Deadlines for these are November 15, February 15, and May 15.  
Observers will look for criteria items listed on the Teacher Observation Instrument. 
 
Smart Goals Instrument – Teachers will complete the SMART Goals instrument. SMART 
Goals are linked to student achievement. Student achievement goal setting focuses on 
the student’s results. It explicitly connects the roles that the teacher plays with student 
progress, thereby improving instructional practices. 
 
Completion of SMART goals is mandatory for all staff by September 30. 
 
Summative Evaluation Instrument - This is the final evaluation instrument.  Teachers 
are evaluated in the following areas:  Professional Knowledge, Instructional Planning, 
Instructional Delivery, Assessment of Student Learning, Learning Environment, 
Professionalism, and Student Academic Progress. 
 
ePass 
There is a manual on the use of ePass posted in the faculty share drive and on the 
Intranet. 

Faculty Lounge  

The faculty lounge is available for faculty use.  Students are NOT allowed in the lounge at any 

time.  No smoking is permitted in the school building or on the grounds. 
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VI. Students 

Tardies 

When a student arrives to school late, he or she should report to the main office to sign in.  

Mrs. Manning will give the student a note to report to class and record the student’s tardy in 

Synergy.  A student must be in class for two hours to be counted present for the day. 

Attendance reports will be reviewed weekly and students will be called to the office for a 

consequence depending on the number of unexcused tardies.  

During a semester grading period, the consequences for unexcused tardies are as follows: 

 

Attendance (Student) 

Regular school attendance is important in the academic development of a student; therefore, 

faculty members must be accurate in daily attendance.  

 Please remember that your attendance records are legal documents. 

 Make sure your attendance procedures are in your sub plans. 

 Attendance should be recorded in Synergy by 10:00 a.m. daily for the morning 

session and 1:30 p.m. daily for the p.m. session.  Attendance reports will be run 

through Synergy for truancy court.  These reports must be accurate.

First unexcused tardy Administrative Warning 

Second unexcused tardy Break Time Detention and Parent Contact  

Third unexcused tardy One Day ISS and Parent Contact 

Fourth and subsequent 

unexcused tardies 

Additional Days of ISS and Potential Revocation of Driving 

Privileges Temporarily or Permanently 
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Students shall comply with the state laws on compulsory attendance.  The only legitimate 

excuses for absence or tardiness are:  

 Personal illness 
 Medical or dental appointments (with a written note from the doctor, dentist, or 

parent) 
 Legal appointments 
 Death in student’s immediate family 
 Religious holidays approved by the administration or school board 
 Extra-curricular activities approved by the administration or school board 
 Fieldtrip / SOL testing 
 Late school bus 
 
In all cases of absence or tardiness, the parent or guardian shall give an excuse, in 

writing, stating the cause of the absence or tardiness.  Absences for any reason other 

than those stated above must be with the advance permission of the program 

administrator.  Such absence requests must be made in writing stating the reason and 

time of absence.  In order to change absences from unexcused to excused in Synergy, 

the students have four days to bring in notes.       

Chesapeake School Board policy states that unless extenuating circumstances are 
established, a student shall not be granted credit for a course if absences from class 
total more than eighteen (18) class periods for a full-year course or more than nine (9) 
class periods for a semester course.  An administrative team will be the judge of 
extenuating circumstances.  Students will not be considered for extenuating 
circumstances if they have unexcused absences or suspensions. 

 
All teachers should follow the steps outlined in the Excessive Student Absences Report.  

This document can be found in the appendix. 

Make-up Work 

Students shall be permitted to make up work because of excused or unexcused 

absences, including in-school and out-of-school suspensions, in accordance with the 

following guidelines. 

When scheduling make-up work, teachers are asked to follow these recommendations: 

 Adhere to the make-up policy in the Chesapeake Pubic School Curriculum and 
Instruction grading policy 

 Have a consistent method for dealing with make-up work and communicate that 
policy with students and parents. 
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 Illness 

Students who become ill at school should report to the main office.  When a student 
leaves school because of illness, he/she must check out in the main office. 
 
In emergency cases, a nursing instructor will be called to offer immediate first aid or 
provide recommendations.  Minor emergencies can be handled in the classroom since 
each room is equipped with a first-aid kit. 

 
Leaving school for doctors' appointments and other purposes will be permitted if the 
parent or guardian sends a note to school making the request and then sends proper 
documentation after the visit.  A telephone number where the parent can be reached 
should be provided for verification purposes. A permission to leave school slip will be 
provided upon presentation of such a note. 

Time Recovery 

Each teacher must establish a plan to offer time recovery to students.  Time recovery 

should only be offered to students who have exceeded the number of absences for the 

semester or year (not anticipated time out).  All time recovered by students must be 

recorded in Synergy. (See the appendix for the 2018-19 Time Recovery Program 

guidelines.) 

Extenuating Circumstances 

Extenuating circumstances may be granted when a student exceeds the allotted number 

of absences.  This will be granted for extended illnesses or hospitalization, and should be 

considered at the time of the absences.  Students and parents applying for extenuating 

circumstances should request an application from the office or download one from the 

school’s website.  The application can also be found on the faculty share drive in the 

Student Attendance folder. A copy of the extenuating circumstances application is in the 

appendix.  

Cell Phones/BYOD 

Cell phones must be put away as soon as students enter the building and must be kept 

away at all times, unless otherwise authorized by the teacher for strictly instructional 

purposes.  Cell phones may be used during break time and in the break area only. 

Dropping Courses 

A student may drop a course and add a new course during the first five days of each 

term.  If a student requests to drop a course after this official drop/add period, the 
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student will receive an “E” as a final grade for the course dropped unless extenuating 

circumstances are established.  The program administrator shall be the judge of 

extenuating circumstances. 

Student Organizations 

Career and Technical Student Organizations (CTSOs) enhance Career and Technical 
Education in Virginia through the co-curricular network of programs, business and 
community partnerships and leadership experiences at the school, state, and national 
levels. Virginia students enrolled in career and technical education courses are members 
of the local CTSO related to their courses and area of interest and are provided with 
opportunities to apply academic, technical and employability knowledge and skills 
necessary in today’s work force. 

Suspension 

Students suspended out of school (OSS) by their home school are not permitted to 
attend classes at CCC during the time of suspension.  Likewise, students suspended out 
of school (OSS) by CCC are not permitted to attend classes at their home school.  A 
student assigned out of school suspension is not to participate in any school activities or 
be on any school property during the duration of the suspension. 

Vending Machine Refunds (Student Policy) 

Vending machines may be used by students before and after school and during breaks.  

Food and drink are to be consumed in designated areas outlined in the break schedule.  

Misuse of the machines or break period may result in the loss of this privilege.  The 

break should be kept to a maximum of ten minutes.  Teachers will escort their students 

to the vending machines and remain with them in the snack area.  Loss of money or 

product at any other time is at the risk of the student. Please see the bookkeeper in the 

main office to request a refund for lost money.   
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Appendix 


