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DoDEA Mission

The Department of Defense Education Activity provides, in military
communities worldwide, exemplary educational programs that inspire and prepare
all students for success in a global environment.

Korea District Mission

The mission of DoDDS-Korea is to ensure learning and success for all
students by providing an effective environment for all students through collaboration
with parents and community.

Osan American Elementary School Mission

Osan American Elementary School community promotes high academic achievement through
standards-based education to inspire and prepare students for successes in collaborative. dynamic and
multicultural society.

Osan American Elementary School Vision

A Community of Learners Striving Towards Excellence

Guiding Principles

e Students will be proficient readers, competent mathematicians,
scientific thinkers and skillful users of technology.

e Students will experience multiple opportunities to develop skills in
leadership, communication, collaboration and responsible citizenship.

¢ We are committed to developing well-rounded citizens who honor and
respect cultural diversity throughout the world.

e Students will receive a balanced education which includes the
practical and fine arts.




e Our students will have a safe learning environment which fosters
scholastic success.

DEPARTMENT OF DEFENSE DEPENDENT SCHOOLS

Chain of Command

US Mail OAES
Unit 2037
APO, AP 96278-2037
Phone (DSN) 784.6912
FAX (DSN) 784.5733
Phone From the US 011.82.31.661.6912
FAX from US 011.82.31.661.5733
e-malil David.Petree@pac.dodea.edu
Mr. David Petree
Principal,
Osan American School Web Page www.osan-es.pac.dodea.edu
Elementary
US Malil DoDDS District Superintendent Korea
Dr. Irby Miller Unit 15549
APO AP 96205-5549
Phone (DSN) 738.5922

Phone From the US 011.82.2.7918.5922

o 0505.738.5922 or 02.7918.5922
Phone Within Korea

e-mail KoreaSupt.DSO@pac.dodea.edu




DoDDS Pacific
Dr., Diana Ohman DoDDS Pacific Director

Phone (DSN) 644-5878/5879/5880

Phone From

011.81.611.744.5878/5879/5880
the US
Phone Within

0505.738.5922 or 02.7918.5922
Korea
e-mail Director.DoDDSPac@pac.dodea.edu
Area web site http://www.pac.dodea.edu

DoDEA Headquarters
Acting Director — Ms. Marilee Fitzgerald

Office of Dependent Schools

UsS Mail 2461 Eisenhower Avenue
Alexandria, VA 22331-1100
Web site http://www.dodea.edu
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Brief History of Osan American Elementary School

Osan American Elementary School (OAES) opened 5 November 1979 with 35
students, 2 teachers, and a principal who served grades 1-6. At the close of SY 79-80,
the enrollment had nearly doubled and a third teacher had been added. In September
1980, a room in the Adult Education Center was modified to accommodate a
kindergarten.

Construction of the new permanent school began 1 September 1981, and was
designed for 279 students. The facility has a central library, Media Center, from which
radiate two multi-purpose rooms for storage, a health room, counselor’s office, and
administrative offices. Two wings, each containing three classrooms, also stem from
the library.

In December 1988, and additional 12 classrooms were added to the back of the
main building, including a cafeteria, specialists’ rooms and storage areas. Building 252
was constructed during the summer of 1992 and contained our seventh and eighth
grade students. These two grade levels moved when the new high school opened at
Osan.

Osan American Elementary School will have approximately 350 students in
PSCD and Sure Start through sixth grade. All students in grades seven through twelve
now attend Osan American High School. Students will increase or decrease
throughout the school year depending on sponsor’s PCS date.

)
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ACCREDITATION AND STAFFING

Osan American Elementary School is a federal activity, funded by the Department of Defense, and
accredited by the North Central Association of Colleges and Schools (NCA), which is the largest
accreditation association in the United States. Osan American Elementary School submits an annual
report to the NCA and had an extensive on-site inspection in school year 1996-97. These reports and
inspections insure adherence to the high standards demanded by DoDDS and NCA. The North
Central Association (NCA-CASI) team visited OAES in the Spring of 2007 for a full accreditation
evaluation.

As required by directives of the NCA, all staff members are qualified by experience and training for
the positions they hold. Teachers must be certified in the grade level or specialty that they are
teaching. Minimum qualifications include a Bachelor's Degree, eighteen semester hours of education
courses, subject area courses taught and actual teaching experience. Many teachers hold Master’s
Degrees.

The teaching staff at Osan American Elementary School is cosmopolitan, having been carefully
selected from many qualified applicants drawn from all sections of the United States, with some who
have taught in other DoDDS regions. In addition, local hire teachers add to the varied diversity of the
staff. Your backgrounds and training provide a variety of enriching experiences that benefit our
students. You will find the faculty willing and able to provide a high quality, challenging education. A
collaborative and cohesive teaching staff has consistently made OAES a desirable place to work.

Return to Index
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STAFF RESPONSIBILITIES

PRINCIPAL - performs as the professional leader of the school and is responsible to the District
Superintendent-Korea and DoDEA Pacific Director for the school’s operation assigns specific areas of
responsibility to all staff members, office personnel and other personnel. He is concerned with all
personnel matters, curriculum, supervision, public relations, budget, and host nation activities. The
principal is the leader of learning in the school.

COUNSELOR - provides services not limited to the following: assistance in initial grade placement;
guidance in solving personal and scholastic problems; serving on the Case Study Committee;
administering academic, achievement, or behavioral tests, scheduling the standardized test for
students in grades 3-6; applying data analysis and interpretation of selected tests.

TEACHER - acts as the professional leader in the classroom. The teacher is responsible for planning
and implementing the instructional program, standards based instruction, differentiated instruction
and the management of students in his/her charge.

PARAPROFESSIONAL PERSONNEL (School Aides) - serve under the direction of a teacher. They
assist teachers in all appropriate areas.

SCHOOL NURSE will serves as a faculty member in the total school program. Provides first aid
treatment to children who are ill or injured, and maintains current health records on each student.
Screening procedures include height, weight, vision, hearing, and scoliosis. Health and Sex
Education is implemented by the nurse, teacher, school counselor, and community resource
personnel. The nurse does not administer medications (to include aspirin) except medications
specifically prescribed for conditions such as asthma, hyperactivity, allergies, and heart conditions
unless requested by parent who has given a Hold Harmless letter to the nurse.

In the event a child becomes ill and needs to be sent home from school; parents will be contacted
first. The order of contact is: home phone, duty phone, emergency contact, and then sponsor’'s
supervisor/commander. A Medical Power of Attorney should be on file with the school nurse in the
event parents couldn’t be reached in an emergency.



SPECIALISTS - provide supplemental services in the areas of literacy, mathematics, music, art,
physical education, English as a Second Language, communication impaired, learning impaired,
media, and Korean culture.

SECRETARY - works under direct supervision of the Principal and assists in all areas of office and
personnel administration.

REGISTRAR - works with the Secretary and provides data automation support to include timecards,
attendance and school registration.

SUPPLY TECHNICIAN - works under direct supervision of the Principal is responsible for logistical
and budgetary concerns of the school.

Return to Index
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ABSENCES, TEACHER

Each teacher is advanced ten sick days at the beginning of the year. Sick leave that is not used will
accumulate for the next year. There are an unlimited number of days that can be accumulated.
Teachers are required to complete a Standard Form-71 (SF) to support the absence; it is given to an
administrator to sign. The SF-71 is kept on file with time and attendance for that pay period. There
are six types of absences for teachers: sick leave, any purpose leave, emergency leave, family leave
act, administrative leave and leave without pay.

Sick Leave is used for a bona fide illness or injury. By regulation, a sick leave that results in greater
than 3 days of absence should be supported by medical documentation.

Any Purpose Leave is used by a teacher for any purpose. Three of your ten sick days can be used
for any purpose. If you do not use the any purpose leave days, they cannot be accumulated towards
the next school year. You do not lose the 3 days but they cannot be applied to extend a leave by
adding to the 3 days of the following year.

Emergency Leave is used for a family emergency in the states. This leave can only be granted
when verified by the Red Cross of the family emergency. Emergency leave days are deducted from
your sick leave.

A notification of a death is needed for leave purposes. Eligible educators are also entitled, in such
verified emergency situations, to priority space available travel to and from Korea and CONUS.
Verification comes from the Red Cross for Space-A travel.

EMERGENCY RED CROSS INFORMATION

In the event of an emergency in the US, your family should notify the nearest Red Cross Office and
ask them to send a message to you. The message must contain:

Your Name

Class: Teacher, DoD Civilian

Osan American Elementary School —

Your SSN

Your Mailing Address

The message will be received at Osan Air Base. The Red Cross will, in turn, notify you directly
through the school administration. Please give this information to your family in the USA as soon as
possible. The local Red Cross is located in Bldg. 936, Room 122, and telephone number 784-

10



1855/4552. Office hours are from 0730-1630, Monday through Friday. During after duty hours you
can call the Command Post at 784-7000.

The immediate family emergency procedure is as follows:

a. Provide your home in the U.S. with your present work and quarters address as well as phone
numbers and social security number.

b. In case of immediate family emergency, your home contacts the local Red Cross chapter in the
area, who then contacts the Osan Red Cross.

c. If there is an emergency requiring you to be in the US, the Red Cross message will state that.
With that message we can provide space available orders.

Family Leave Act is granted for the long term care of a close family member. Family Leave must be
approved by the Personnel Division at DoDEA.

Maternity/Paternity Leave is taken when the birth of a baby is imminent. Sick leave will be used for
maternity/paternity leave.

Leave Without Pay is leave that is granted by the school administrator if it does not exceed three
days. Any additional leave beyond three days can only be approved by the district superintendent.

Administrative Leave is granted by the school administrator. Administrative leave is given when the
school administrator would like a teacher to perform specific assignments. Teachers may request
Administrative Leave if they wish to attend a professional conference. Three days of leave may be
granted by the Superintendent to attend a no cost to the government conference.

Be protective of your leave. Always be prepared for the unexpected by having a substitute
folder available with detailed plans to cover your absence.

Return to Index
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ATTENDANCE

Student attendance is necessary for the educational achievement and social growth of the
student. All students enrolled in Osan American Elementary School are expected to attend
classes regularly in order to remain enrolled. DoD 1342.6 requires the installation commander
to encourage all educable, eligible dependents that have not completed high school to attend
the local Department of Defense Dependents School (DoDDS), to enroll in a local tuition
school, or to enroll in an independent study program by correspondence.

You will be trained and required to use SMS attendance. Each day, you will record by inputting the
absences of students in the computer. The collective attendance will be stored in our database, and
submitted to DoDEA when requested. You are to record attendance each as you did when you used
a combination grade and attendance book. Students will be excused if they have brought a note
signed by a parent or the parent has notified you by a phone message. Students who go on an
extended leave will be excused if the parent has notified you before leaving for the trip.

iI=E===EE N

BASIC BUS RULES

Students are to be reminded that they are to:

Speak quietly

Remain in seat

Wear the seat belt

Keep hands to self

Be respectful to the driver and other students

arwnE

Teachers in grades PSCD to sixth are responsible for escorting their students to the
appropriate buses in the afternoon. A student is not to get on any bus other than the one he/she
rides unless the parent has written a note to say the student is to go on another route other than the
one they normally take. Do not accept the word of the student about a change in schedule.

Return to Index
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BEHAVIOR EXPECTATIONS OF STUDENTS

All students at Osan American Elementary School are expected to behave in a mature and respectful
manner that is appropriate for their age. Behaviors that are disruptive and disrespectful will not be
tolerated.

Each student is to attend school regularly and arrive promptly. The student must be prepared for
class with completed assignments and materials needed in order to be successful. A student who
continually disrupts the learning process of others will be referred to the administration and counselor.

BOMB THREAT

If you receive a phone call stating a bomb threat, do not hang up but ask the caller the following
guestions:

1. When the bomb is going to explode?

2. Where is it right now?

3. What does it look like?

4. What kind of bomb is it?

5. What will cause it to explode?

6. Did you place the bomb?

7. Why?

8. Where are you now?

9. What is your name?

Leave the phone off the hook. Report the call immediately to the office by using another classroom

phone. It is important not to hang up, as it may be possible to trace the call. The office will notify
Security Police. The fire bell will ring to notify teachers and students to exit the building(s).

SEE ATTACHMENT ON BOMB THREAT EVACUATIONS IN THE APPENDIX OF THIS BOOK.
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Bomb Threat, con’t.

Classroom Teachers:

Upon receiving a bomb threat notice via a messenger or the fire alarm, classroom teachers will
instruct their students to leave the classroom in an orderly fashion and accomplish the following:

1. Check to see if all students originally marked in attendance are out of the room.

2. Leave the closets, cabinets and storage areas unlocked. Make a visual check of the room for
unusual or suspicious packages.

3. Report what you see to someone in the office or to Security Police if they are at the school.
4. Go to your designated area on. Bring your attendance book if you can.

5. Specialist will lead the class they are supervising; the teacher will meet his/her students on the
playground. The specialist will also remain with the class. The aides will remain with the assigned
classes or student(s).

6. Immediately take attendance once you get to your designated area. Stay on the playground for
further instructions.

7. Return to the classroom when All Clear is sounded and resume instruction.

Supervision: All teachers have supervision duties during a bomb threat. You are to supervise
your class if it was in session or meet the specialist who has your class. If the threat occurs during
lunch or between special classes, everyone will perform a general supervision.

Students and teachers may be moved by bus to a safe haven, primarily the base theater. The
principal, in coordination with the local military officials, will provide for the continuation of the
educational program, primarily through large group instruction at an alternate facility. Only after the
Explosive, Ordnance and Disposal Unit (EOD) declare the facility safe, will the administration and
school staff return the students to their classrooms.

Return to Index
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BULLETIN BOARDS

The DoDDS official notice board, the Federal Education Association notices, and unofficial or
informational boards are located in the teachers’ lounge. Hallway boards are used to display student
work or themes. Please review the boards in the teachers’ lounge for current information.

CAFETERIA

The cafeteria is under Army Air Force Exchange System. Any concerns about the food program
should be addressed to AAFES. A hot meal is served each day based on a monthly calendar that is
sent home with the newsletter. Students may purchase extra lunch portions only after paying for a
full lunch. This is called extra lunch. Three charges are permitted prior to repayment. A fourth charge
will not be accepted. Students are discouraged from loaning tickets or money to students.

There are paraprofessionals on duty during the lunch period to supervise the students. Students are
to be escorted by the teacher to the cafeteria and should arrive on time. Students are taken from the
cafeteria to the playground for recess. Classrooms are used during inclement weather for the recess
period. Only a G-rated video is shown to the students or games are available for them to use.

Basic rules for all students during the lunch period are:

Have money or lunch ready.

Enjoy your lunch but do not take the lunch of another student.
Speak in a conversational tone of voice.

Remove tray and/or trash when given the signal to clean up.
Student is responsible for cleaning up any spills he/she has made.
Line up when your class when given the signal.

ok wnpE

Return to Index
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OAES Master Calendar

The master calendar of events is on the bulletin board in the conference room. Please check the
calendar before planning any event to prevent a conflict in use of the facility or the scheduling of a
similar program to another teacher’s program. The school secretary will write the scheduled
events on the calendar. A monthly calendar of activities and special programs is sent home with the
parent newsletter. You will be asked to contribute to the calendar of special events when the monthly
calendar is prepared to go with the newsletter. Scheduled visitors to the school are also posted on
the master calendar.

CASE STUDY COMMITTEE

The Case Study Committee (CSC) refers to a multi-disciplinary team that oversees the needs of
students with special needs at Osan Elementary School. This team is comprised of the following
members:

School Administrator

PSCD Teacher

Communication Impairment Teacher
Learning Impairment Teacher

School Psychologist

School Nurse

Counselors

English as a Second Language Teacher
Assessor

Others (as necessary)

A Case Study Committee exists in all DOD schools for the purpose of meeting the individual needs of
handicapped students. The committee meets on a regular basis and consists of DoDDS special
education educators, administrator, guidance counselor, school psychologist, school nurse, regular
educator, and ESL, if needed. The administrator has ultimate responsibility for the functions of the
committee. The committee meets on an ongoing basis to determine the proper policies and
procedures and to take necessary action. Most staff members will be involved with the committee
throughout the year.

The specific duties of the Case Study Committee include:

1) Communicating with parents, special and regular educators, medically related personnel, and
administrators.

2) Initiating Child Find activities.

3) Examining pre-referral information.

4) Identifying students with disabilities through assessments and evaluations.

5) Determining eligibility for special education.

6) Developing Individual Education Plans.

16



7) Maintaining confidential student records and referrals.
8) Providing assistance to classroom teachers.

IEPs are reviewed annually and comprehensive testing is completed every three years. However, an
IEP can be reviewed any time during the year. If you have a student on an IEP, please read, as the
regular educator is responsible for implementing the stated modifications and to know what academic
and/or behavioral objectives are to be met. Teachers are accountable for implementing
modifications of a student’s IEP. Please meet with the special education teacher to discuss
each student’s IEP.

CERTIFICATION/RECERTIFICATION

Staff members new to DoDDS should have DoDDS certificates provided by DoDEA. Returning
teachers who have completed courses enabling them to be certified in another discipline must update
their teaching certification. DoDEA on line, WWW.odedodea.edu,

is available to see what courses are required for additional certification. You can also use the “Apple
Book” as a guide to plan for the courses you will need to qualify in another area.

Each teacher is to accumulate at least six semester hours every six years for recertification, three in
his/her field and three in another field. You can earn all six semester hours in your current field. Itis
your responsibility to renew your certificate. Only official transcripts will be accepted. Please request
an official transcript be sent to:

Principal

Osan American Elementary School
Unit 2037

APO AP 96278-0005

CHILD ABUSE/NEGLECT PROCEDURES/CHILD ADVOCACY

When school personnel identify a suspected child abuse or neglect case, it is to be reported
immediately to the school nurse or counselor. The nurse, after conferring with the school
administrator, will notify the person in the local medical facility that has been designated as the
contact for the Family Advocacy Program. Contact of CID or other investigative agencies is the
responsibility of Family Advocacy. It is not recommended that school personnel contact CID or other
investigative agencies directly in cases of suspected child abuse or neglect. However, school
personnel should cooperate with investigative agencies during the information gathering stage of the
case study.

The Department of Defense Dependents Schools defines child abuse and neglect as:

“Physical injury, sexual maltreatment, emotional maltreatment, deprivation

of necessities, or combinations of maltreatment of a child by an individual responsible for a

child’s welfare (parent, guardian, foster parent, employee of a residential facility, caretaker,

school personnel, any staff person providing out-of-home care...) under circumstances

indicating that the child’s welfare is harmed or threatened. The term encompasses both acts
17



of commission and omission on the part of a responsible person. Any adult who is
responsible for the child’s welfare is legally responsible for acts of child abuse and neglect.”

FAMILY ADVOCACY

Teachers have the responsibility to report any suspected child abuse case. In cases of
suspected child abuse, the following procedure is recommended:

1. The teacher should immediately inform the Family Advocacy (784-5010) and the
administrator about the suspected abuse.

2. The school counselor, in conjunction with Family Advocacy, will interview the student. The
nurse will examine the child and notify the authorities if abuse is suspected.

3. Security Police or the Office of Special Investigations may be called.

CHILD FIND

Every handicapped child is entitled to a free and appropriate education. DoDDS offers programs for
children with communication problems, physical disabilities, learning difficulties, and other severe
handicap that prevents achievement from occurring. If you know of a handicapped child within your
class or in the community not enrolled in school, please inform the administrator,

special education teacher and specialists of your concerns.

CLASSROOM MAINTENANCE & SECURITY

Each teacher is responsible for the materials, textbooks, equipment, and the appearance of the
classroom. A list of equipment and textbooks will be posted on the back of the classroom door. The
forms need to be signed by the teacher. This is a requirement by the Pacific Logistics Division. It is
recommended that classrooms be closed when the class is not present. A sign on the door stating
the destination of you and your class would be helpful. Classrooms are to be locked at the end of the
day unless the cleaning staff has not been in to do the daily cleaning. All windows are to be closed
and locked at the end of the day.

CLASSROOM OBSERVATION

The principal will visit each teacher with formal and informal observations. A pre-conference will be
held before the observation and post-conference after the formal observation. A written description of
the formal observation will be given to each teacher following the evaluation. Informal observations
will be made throughout the year. The principal will visit classrooms often throughout the school year
on short visits in a non-evaluative manner. Specific procedures are listed in the performance
appraisal system for Professional Growth Plans. PLEASE REFER TO THE PERFORMANCE
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APPRAISAL PROCEDURES IN THE APPENDIX OF THE HANDBOOK FOR SPECIFICS ON THE
EVALUATION PROCEDURES. EACH TEACHER IS EVALUATED ON PERFORMANCE
STANDARDS.

CODE OF ETHICS FOR GOVERNMENT SERVICE

Any person in government service should:

Put loyalty to the highest moral principles to country above loyalty to persons, party, or government
department.

Uphold the Constitution, laws, and legal regulations of the United States and all governments therein
and never are a part to their evasion.

Give a full day’s labor for a full day’s pay; giving to the performance of his/her duties, his/her earnest
effort and best thought.

Seek to find and employ more efficient and economical ways of getting tasks accomplished.

Never discriminate unfairly by the dispensing of special favors or privileges to anyone, whether for
remuneration or not; and never accept, for himself/herself or his/her family, favors or benefits under
circumstances which might be considered construed by reasonable persons as influencing the
performance of his/her governmental duties.

Make no private promises of any kind binding upon the duties of office, since a government employee
has no private word, which can be binding on public duty.

Engage in no business with the government, either directly or indirectly, which is inconsistent with the
conscientious performance of his/her governmental duty.

Never use any information coming to him/her confidentially in the performance of governmental duties
as a means for making private profit.

Expose corruption wherever discovered. Uphold these principles. It is a matter of public trust.

Return to Index
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COMMITTEES

SCHOOL ADVISORY COMMITTEE (SAQ)

The Osan American Elementary School Advisory Committee is comprised of eight voting members:
four parents and four teachers elected by the parents and teachers. In addition, the assistant
principal, principal, a teacher’s union representative, and the installation commander (or designee)
serves as liaison members of the committee.

The purpose of this committee is to foster the concept of participation in school affairs by members of
the school community. The committee is responsible for advising the principal on all matters affecting
the operation of the school and for advising the installation commander on improvements for
dependents’ education within the jurisdiction of the commander. Election of the committee members
will be completed by 10 October, and public monthly meetings will be held throughout the school
year.

SCHOOL IMPROVEMENT LEADERSHIP TEAM (SILT)

The Department of Defense Educational Activity (DoDEA) school improvement process is an integral
part of all DoDDS. The Continues School Improvement (CSI) is developed at each school based on
local and external tests, research and the data determining the needs of each school. CSI Goals are
based this data. The SILT will guide the major activities of the school improvement process. The SILT
is responsible for ensuring that appropriate procedures and monitoring occur. The entire staff is
involved in the School Improvement Process including the administrators, command, and parent and
community participation in the process. Identification of appropriate resources for accomplishing the
SIP goals is an additional shared responsibility of the staff. The CSI plan is monitored and approved
by the Pacific and Korea District CSI liaisons. Final approval of the plan is given by the district
superintendent and forwarded to the Pacific Director.

OAES has School Improvement Leadership Team chairpersons. Each chairperson is responsible for
providing vertical and horizontal articulation among the members of each committee and the SILT.
This vehicle provides shared decision making for all staff members. All personnel on the staff should
be know and be able to articulate the SIP goals and plan. THE ENTIRE SCHOOL COMMUNITY IS
A VITAL PART OF THE SCHOOL IMPROVEMENT PROCESS.

PTO - PARENT TEACHER ORGANIZATION
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We have a very active Parent-Teacher Organization that has given countless hours of work to help
enrich our school program. This group has also raised funds for many different projects and will
approve special purchases for individual teachers or groups. Do buy educational materials and
expect to be reimbursed. A request must be in written format with accompanying catalog pages.
It is given to the principal for approval prior to being present to the PTO board members.
When the PTO agrees to fund the purchase, the educational item becomes the property of the
school.

The PTO sponsors Spirit Day each Friday. The PTO prepares and sells popcorn to students on Spirit
Day. Students are encouraged to wear their OAES T-shirts to show school spirit. The class with the
highest percentage of students wearing T-shirts will be rewarded with popcorn the following week.
PTO also runs the School Store each Tuesday and Thursday. Students can buy school supplies, T-
shirts, sweatshirts, OAES folders, and fun trinkets.

Each year the PTO sponsors a Fall Bazaar. This is the major fund-raiser for the year. The bazaar
has been very successful because of the help of many volunteers. The vendors display their wares
that range from Korean furniture, replicas and antiques, clothing, china or pottery, toys, crafts,
jewelry, purses, and all those things you want to buy for friends and relatives. Plan to be one of the
volunteers. Itis a chance to meet members of the community that might not have students in school.
Book Fairs are also held by the PTO volunteers each year. Teachers are not permitted to order from
any book clubs. The PTO is responsible for ordering for each homeroom.

Return to Index

COMMUNICATION WITH PARENTS

Keeping parents informed is key to a student's success. A letter home telling about your
experience, special interests, a description of your program, homework, classroom rules, etc.
should be sent sometime during the first few weeks of school. Every letter sent home from
school needs to be proofread for correctness and approved by the principal prior to distribution.

Requests by parents for school-related information should be honored. Please respond to all
parent requests as soon as possible, but not less than 24 hours. If you do not have sufficient
information to respond, see the administrator for assistance. Do your best to keep the parents
informed about academic grade changes, lack of homework and other potential concerns.

CONFERENCES WITH PARENTS

21



Either the teacher or parent(s) can request a Parent-Teacher conference. In special cases, the
principal or counselor may be invited to attend. School-wide parent-teacher conferences will be
scheduled following the first quarter and third quarters. First quarter conferences are required for all
parents. Third quarter conferences are held for parents whose students are at risk or new students
who arrived after the first quarter.

Report
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CURRICULUM

Osan American Elementary School (OAES) follows an established curriculum that is common to all of
DoDEA. All areas of the curriculum are reviewed on a five-year cycle and changes in the curriculum
and textbooks are made system-wide after extensive study involving students, parents and staff to
assure the curriculum meets the needs of the DoD community. You are expected to follow the
DoDDS curriculum objectives and content standards using the DoDEA approved materials

CUSTODIAL SERVICES

Every effort is made to provide the best possible custodial service for our school. Report any
deficiencies to the assistant principal. The assistant principal will contact the custodial contract QAE.
Do not ask the custodians to do special favors or errands for you.

DAILY BULLETIN

A daily bulletin will be e-mailed to you each day. A copy of the bulletin will be posted in the teacher’s
lounge. The bulletin provides vital information for all staff members. If you have an item you want
included in the bulletin, submit your item in writing to Ms. So. Be sure to indicate which days you
want your article to run. Forms for submitting information are located in the teacher workroom. Submit
your article by 10:00 am the day prior to the first day you want it to be in the daily bulletin.

DEMONSTRATIONS, POLITICAL

Demonstrations of protest about certain interests do take place in Korea, mainly in the major cities of
Seoul, Pusan, Taegu, and/or Kwongju. Notification is given to Osan Air Base when there will be a
demonstration in front of one of the gates. You will be told when a demonstration is planned. Avoid
the area of the demonstration and, if caught in an area, make yourself as inconspicuous as possible.
Get out of the area as soon as you can. Report any threats to you to the military police. Traveling
with a "buddy" or group is advised. Scheduled demonstrations will be posted on the bulletin board in
the teachers’ lounge.
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DISCIPLINE

During the first week of school you should discuss class discipline rules and academic
expectations with your children. As appropriate for their age level and maturity, involve the children
in rule and expectation formation. Post rules/expectations where all can see them easily. You are
expected to handle your own discipline on a routine basis, but the principal or assistant principal will
help in difficult situations. Limit the class rules to no more than five clearly stated rules

OAES strives for an atmosphere conducive to maximum learning by all students where inappropriate
behaviors and violence cannot be tolerated. Each staff member maintains a discipline plan for his or
her classroom, and in general, discipline concerns are handled directly by the classroom teacher
supported and assisted by the assistant principal and the principal as needed. Severe disruptive
behavior may lead to detention, suspension, or in extreme cases, expulsion. Corporal punishment is
not used in DoDDS schools. Parents will be notified of discipline problems and their support to
correct disruptive behavior is expected.

Good aspects of discipline are:

1. Involve students in making rules and in the responsibility for enforcing them.

2. Keep rules to a minimum and be consistent and fair in enforcing them. Do not ignore
infractions, especially in the beginning of school or with new students.

3. Avoid arguing, yelling at students, or making threats.

4. Striking a child is not allowed. Corporal punishment of students is cause for dismissal of a
teacher.

5. Do not keep a child after school unless a parent has been previously notified, and
transportation arrangements home have been made.

6. If you have an incident during the day, which might result in a parent calling the
principal/assistant principal, it is to your advantage to notify the principal or the assistant principal
before leaving school for the day. It is far easier to support you if the principal/assistant principal
has background information.

7. MOST IMPORTANT: Be sure the child understands you still care for her/him when she/he
does wrong, but do not like what he/she did!

Teachers should make every effort to handle classroom disciplinary problems. A phone call, or a
parent conference at school, is required before the problem is brought to the administrator. If you feel
the situation has not improved after talking to the parents and believe the counselor or an
administrator should handle it, please notify the office. Disciplinary referral sheets (available through
the office and in the teachers’ lounge) are most advantageous in quickly resolving the problem and to
document through SMS.

CORPORAL PUNISHMENT, defined as punishment administered to the body of a child by an adult,
ranging in severity from slapping to spanking. IAW Dependents Schools regulation, corporal
punishment will not be administered. (Refer to student’s rights and responsibilities regulations as
this area has serious legal implications).

Suspension of a student from class or school can only be done by the principal. Suspension
from school is used only as a last resort and is normally reserved for very serious infractions of
behavior standards. If a student is sent to the office, an entry is made in the student’s discipline
record, which is maintained in the computer. The type of problem and any action taken is listed.

23



The Deputy Director, DODDS-Pacific Area makes the determination for expulsion after reviewing the
facts of individual cases. Expulsions occur only in the most extreme circumstances.

DRESS CODE, STUDENTS'

Students are expected to follow the standards of good taste. Caps and head coverings are not
permitted inside the building. Clothing which displays offensive language, reference to drugs or
alcohol, or is disruptive to the educational process will not be allowed. Closed toes shoes are to be
worn to prevent accidents and foot injuries. Girls may wear shorts that are no shorter than fingertip
length. Baggy pants are not permitted because the student cannot walk or run freely while
maintaining good balance.

DONATIONS

All funds and items donated to the school must be accepted in accordance with existing policy letters
and regulations and will become the property of the school. Donations made to individual educators
for use in the classroom or to support educational programs do not become the property of that
educator. Computers may not be accepted for donations unless they meet the standards of our
repair contract.

DRIVING

Please drive carefully on and off base. Plan ahead for departing to allow yourself sufficient time to
get where you want to go without undue hurry. Know the base regulations concerning operating a
vehicle. Adhere to the speed limits on base. Points are assessed by the security police for violations
of base regulations. Traffic violations call for a great deal of time, paperwork and aggravation. Report
any traffic violation to the principal (i.e. speeding tickets, parking tickets, etc.). Wear your seat belts at
all times on base. Three tickets can suspend your driver’s license for one year.

DUPLICATION

The heavy workloads of the administrative staff does not permit time for typing tests, assignments, or
running copies; therefore, copy machines, typewriters, computers, and the needed supplies are
located in the teachers’ lounge. A photocopy machine is located in the teachers’ lounge, cafeteria
and one is located upstairs. Anyone needing instruction for operating a machine should notify the
secretary or supply clerk.

DUTY DAY

Teachers are required to be on the school premises by 7:40 a.m. The duty day ends at 3:00 p.m. for
teachers. Students will enter classrooms at 7:55 to be ready to begin their instruction at 8:00. Late
students must sign in the office prior to going to class.

EARLY WITHDRAWAL

24



Parents who anticipate receiving a transfer to a new duty assignment before the end of the school
year should notify the school as soon as possible. It may be possible to make arrangements for the
child to complete the school year requirements if they are in attendance through the middle of May.
This is a DoDDS policy, and it is not possible to grant a waiver. If a student withdraws before this
date, such as late April or early May, we can put “Had (child’'s name) remained in school he/she
would have been promoted.”

EDUCATIONAL INFORMATION (MEDIA) CENTER

Teachers may check out books, journals, videos, DVD’s, digital cameras, camcorders and cassette
tapes as needed from the Information Center for use in the classroom. It is imperative that ALL
materials be signed out before they are taken from the Information Center. Teachers will need to sign
out all equipment with the Information Specialist or the library technician You are free to check out
equipment for the whole year or, for a shorter time frame, as you need it. However, teachers are
responsible for the physical security of any equipment they have in their rooms.

An open Information Center is available to all students and teachers throughout the school day. Most
instruction is individualized or centered on small group activities, which reinforce and relate to
classroom projects. While this approach makes instruction more meaningful and practical to the
students, it requires close cooperation and planning between the teacher and the Information
Specialist. You will receive EMC passes from the Information Specialist. A reminder that all materials
MUST BE checked out including, books, equipment, and computer programs, etc.

EDUCATORS’ DAY

This annual event is held at a DoDDS school in Korea. It is a professional time to meet with teachers
from DoDDS, to learn from your colleagues and consultants. There are many presentations on
educational topics and other topics of interest. Vendors are present with educational books and
materials for sale. All teachers will attend. You will need to talk to the principal regarding non-
attendance to this annual event.

EMERGENCY CONTACT

Be sure to leave a contact phone number and location with the office when you leave the area for a
long period of time. A vacation itinerary form will be given to you to complete for the longer vacations
— Thanksgiving, Winter Break, and Spring Break, etc. The form is solely to find you when an
emergency occurs. Also, please fill out an Emergency Notification Data form located in the office.
This will be kept on file throughout the school year.

EMERGENCY EVACUATION PROCEDURES

The following procedures will be put into effect upon notification from base authorities and/or the
superintendent’s office that the school is to be closed and the students are to be sent home during
the school day:

1. Upon notification to the school administration that school will be closed, all staff
members will be so informed by messenger or intercom.

2. All students will then be directed to return to their classrooms or first period teacher
where they will prepare to depart.

3. As soon as the administration informs classroom teachers, parents will be notified.
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4. Walkers will be sent home when it is known that the parent will be home.

5. Bus riders will be held for further instructions.

6. Parents will be notified that the student is coming home earlier than scheduled

5. Their teachers will lead bus riders to their buses when notified they are to be dismissed

EMERGENCY SCHOOL CLOSINGS

1. School closures by the installation commander, who is in communication with the principal,
decides when students are to be sent home.

2. Announcements of the school closings are made on radio and TV.

3. Staff members will be informed of their status through the staff phone tree if it is before the
start of the duty day.

4. Announcements will be made via TV and radio if the base has been shut down.

5. Whether staff members are or are not to report to work will be explained in the
announcements.

ENTRANCE TO SCHOOL ON WEEKENDS AND AFTER SCHOOL HOURS

Please be sure that upon departure everything is locked and secured; the lights are turned off. Be
aware of possible fire hazards. Check to see that coffee pot(s), microwave, toaster ovens, and any
other heating equipment are turned off or unplugged. No one wants to be called in the middle of the
night to lock up the building or respond to a fire.

ENVIRONMENTAL/MORALE LEAVE (EML)

Each regular staff member is entitled to a maximum of two EML leaves per school year to the
following locations: CONUS (Continental United States), Okinawa, Japan, Hawaii, and Guam. A SF-
71, Request for Leave, may be obtained from the secretary. You must be on leave status in order to
sign up for military flights. Complete a draft of the EML orders; they will be typed by Ms. So. If these
orders are not used, they must be returned to Ms. So for cancellation. As it is not always possible to
obtain a seat on a return military flight, the staff member has the responsibility to have enough money
to purchase a commercial ticket so one does not exceed the authorized leave.

EQUAL EMPLOYMENT OPPORTUNITY (EEO)

The EEO Specialist for the school district is Ferdinand Carlos. He is located in the Pacific offices in
Okinawa. He can be contacted through e-mail and is listed in the Outlook address book. His phone
number is 644-5661. We support the Equal Employment Opportunity (EEO) program, which helps
ensure that all personnel actions and employment practices are based solely on merit and fairness.
Complaints of discrimination on any aspect of personnel management policy, procedure or practice
that may result in an advantage in employment or deny equality of opportunity of any group or
individual on the basis of race, color, religion, sex, or national origin will be given prompt and fair
consideration and every effort will be made to provide for just and expeditious disposition each
complaint. Annual training is provided each school year.
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EQUIPMENT

Teachers are responsible for the security and care of equipment issued to them. School equipment
will not be loaned to others who are not assigned to the school. If equipment is moved from one
room to another, supply personnel must be notified. School equipment will not be removed from the
school without the approval of the administrator. If equipment is damaged beyond repair or lost,
notification is given immediately to the administrator and the supply staff. When equipment cannot be
found, local military police will be called to complete a form that will be forwarded to the deputy
superintendent’s office to make adjustments to the accountable property inventory. Notification of
equipment in need of repair is made to the supply staff. You will be asked to sign for the list of
equipment in your classroom.

EXTRACURRICULAR PAID ACTIVITIES

Osan American Elementary School provides a range of extracurricular activities for the students. The
administration constantly seeks qualified and interested teachers to sponsor these activities. Please
give serious consideration to applying for one of the many extra-curricular activities. The students will
appreciate the time you will give to them.

Activities may include, but are not limited to, the following:

Music Club Art Club

Student Council Homework Solution (primary and intermediate)
Narrowing the Gap SILT Chairpersons

CSC Chairperson Yearbook

Math Olympiads
Sure Start Parent Educator
Reader's Theatre

FACILITY MAINTENANCE AND REPAIR PROCEDURES

Proper maintenance of Osan American Elementary School is an ongoing concern. All personnel are
encouraged to assist the administrative efforts in the following ways:

1. Encourage students’ pride in the school through discussion and involvement.

27



2. Report discrepancies to the administration.

3. Custodians are to be viewed as part of the staff that play an important role in the operation of the
school. Students’ attitudes towards them should be respectful of the role they have in the
maintenance of the school.

4. Maintenance needs, such as: light bulbs, broken chairs, inoperative locks, leaky water faucets,
should be reported to the supply staff.

FACILITIES, USE OF

Outside organizations are sometimes permitted to use our facilities. Outside agencies sign a
“Permission to Use Facilities” form, and agree to the necessary arrangements. If a teacher has
difficulty with a group using a classroom, please see the administrator. If you need to use the gym or
cafeteria, please see the principal or secretary. They will schedule events and record them in the
office logbook. The school is used by many organizations. Sunday school is held in many of the
classrooms. We expect the classrooms, gym, and cafeteria to be used in an appropriate manner by
the visiting groups. Please let us know if you see any inappropriate activities.

FACULTY MEETINGS

Faculty meetings are held the first Wednesday of each month and as needed. All staff members are
expected to attend all such meetings. Wednesdays are set aside for staff, School Improvement
Committee meetings and School Leadership Committee meetings. You are expected to attend unless
excused by the principal.

FACULTY ROOM

This area is a place to eat your lunch, talk with other teachers, rest, work on plans, check your e-mail,
etc. Please help to keep this area as neat and clean as possible. If you use dishes from the cafeteria
please return them back to the cafeteria. If you use dishes from the faculty room, please wash and
put them away. The microwave is for your convenience. Please do not leave the room when you
have anything cooking in the microwave or on the electric range. The faculty room is for teachers,
substitute teachers and paraprofessional aides only. Volunteers are not to be in the teachers’
lounge.

FIELD STUDY TRIPS

The scheduling of field trips will depend on the availability of substitute(s) and or funds. A good
resource person for local study trips is Skippy Choe, Korean Culture Teacher. Review the field trip
guide he has prepared for teachers.

School study trips are expected to provide worthwhile educational experiences for the participants;
this is the basis on which a study trip is planned and will be the basis for approval to be given.
Planning should be completed sufficiently in advance to cause as little disruption to the rest of the
school as possible. Following are the steps that can help insure a well-planned, well-organized, safe,
and productive experience for our students:

1. Study trips on base or off-base are to be requested in writing and approved by the
administrator.
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2. Any study trip requires a DSP form, Teacher Request for Study Trip. This must be done no
less than two weeks before the planned study trip. The form is to have the objectives of the
trip stated. (Insufficient justification will be cause for disapproval.)

3. After the study trip has been approved by the administration, it is the teacher’s responsibility to
coordinate the approval for transportation through Mr. Petree. Be specific about the destination
and any other places you plan to travel.

4. Names of adults assisting with the field trips are to be listed on the request forms and home
phone numbers for each chaperone must be included: DoDDS-P regulation recommends one
adult for each group of ten students.

5. Teachers on the faculty may not go to assist on a study trip when it would involve getting a
substitute for that teacher.

When approval has been given for a study trip, the teacher will be responsible for:
1. Informing parents of all details concerning the trip and receiving written parental permission
allowing their sons and daughters to attend. Details should include any costs of admission,
lunch, special clothing, and the time away from school.

2. Inform the office and specialists, giving the names of the students who will be
absent due to field trip.

3. A code of conduct will be established.

4. If possible, have a volunteer who is fluent in Korean to serve as an interpreter. The teacher
is to take a first aid kit on the trip and the school cellular phone. It is desirable to have a
map to show the driver the location of the field trip.

5. Students will not go on a field trip if they do not have the signed permission.

6. If a parent does not want the child to go on the trip, arrangements must be made with

another teacher for the supervision of the student. Students will not be sent to the
Information Center or office.

FIRES AND FIRE DRILLS

In case of fire, staff should locate the nearest firebox, sound the alarm, and contact the school office.
The office will then notify the fire department. Students should be evacuated from the building in
accordance with the evacuation maps posted in each classroom. The emergency phone number for
the base is 911.

Fire drills are held weekly the first month of school and monthly thereafter. Learn your exit routes and
congregating areas. Post the exit route by a classroom door. Teachers should carry a roll book and
call roll after leaving the building. Check the roll again once you reenter the classroom. Lights should
be turned off and doors closed prior to the teacher leaving the room. The most important thing in any
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emergency is the safety of students and faculty. Students are to learn that the fire drill is a time to
walk quietly, swiftly, and safely to the evacuation location.

GRADE BOOKS

Grade books are legal records. You may also keep classroom grades on the computer but you need
to turn copies of them into the office at the end of the school year. They must be kept up-to-date with
your students’ names and grades. An explanation of your grading system should be included. Above
the column for the grade should be written the type of assignment. Grade books need to be placed in
a secure section of your desk to prevent anyone from tampering with grades or violating the privacy
of a student. At the end of the year, the grade books must be turned in to the office for filing and
storage for five years.

HOMEWORK

Is as much a part of the educational process as classroom instruction? Homework is intended to
serve as the following:

Reinforce classroom instruction.

Help prepare for the next lesson.

Transfer and extend classroom instruction.

Provide opportunities for creative development.

Not introduce new or unfamiliar skills or concepts.

Be designed to meet the needs and abilities of individual students.

Homework will be done outside of class time, not during the instructional period.
Homework should not be given as punishment.

N AWNE

Please see student and handbook
Teachers will:

Determine the degree to which homework is part of a final grade.

Provide clear, concise directions for completion of homework assignments.

Check homework for completeness and mastery of concepts and skills.

Homework will be graded and returned to students.

Inform parents of student performance and completion of homework assignments as
appropriate.

agrwnE

Research has shown that student achievement increases when homework is regularly assigned,
clearly stated, regularly collected, promptly graded, and promptly returned. Homework will be
assigned accordingly by Osan American Elementary teachers to promote student achievement and
academic success. Each elementary teacher will communicate his or her individual homework policy
to parents.

Typical homework assignments may include the following:
# computation/word problems,

# skills practice exercise in English,
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# vocabulary development,
# comprehension.

# spelling,

# decoding,

# and writing.

When appropriate, assignments will be graded and returned in a timely matter. It is also
recommended that a student read 10 to 30 minutes daily. Parents are encouraged to set a time and
provide a conductive environment in which to do these assignments. In addition, parents should
monitor their child’s work and progress.

IDENTIFICATION AND RATION CARDS

All school personnel should carry their cards with them and be ready to display them to appropriate
authorities. The ID and ration cards are necessary for access to the base and base retail facilities
throughout Korea. You may be asked to show your ID card at immigration when you are departing or
returning to Korea. If you lose, or any of your dependents lose, one or both cards, please notify the
administration and a letter of employment will be given to you. It is required that loss of one or both of
the cards is reported and written statement is given to the military police.

DoD Instruction 4165.45 and FEA agreement established equivalent military grades for certain
civilians, including DoDDS personnel, assigned or attached to PACAF facilities. This regulation
delineates the comparison scale for purposes of accommodations, privileges, and amenities to be
accorded United States citizen civilians. Rating of a GS-11 grade is given to teachers who are step
10 or below; GS-12 equivalency is given to teachers at step 11 or above.

INCENTIVE AWARDS (SUPERVISOR'S CASH AWARDS)

Supervisor's Cash awards are given at the discretion of the principal throughout the school year.
They are not related to job performance. The awards are given for various activities conducted
throughout the school year which are voluntary.

INJURY ON THE JOB

Report to supervisor: Every job-related injury should be reported immediately to the supervisor.
Injury also means any illness or diseases that are caused or aggravated by the employment as well
as damage to medical braces, artificial limbs, and other prosthetic devices.

Obtain medical care by requesting your supervisor to authorize medical treatment by use of Form CA-
16. You may initially select a local federal medical officer/hospital, if available, or a local private
emergency treatment may be obtained without prior authorization.

File written notice: If it is a traumatic injury, complete the employee's portion of Form CA-1. The

form should be obtained from your employing agency and returned to them within two (2) working

days. Claims, however, may be valid if filed within three (3) years following injury. Use Form CA-2

instead of Form CA-1 if disability results from an occupational disease. For more detailed
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information, carefully read the “Benefits” and “Instructions” sheets which are attached to Forms CA-1
and CA-2.

Obtain Receipts of Notice: A receipt of notice of injury is attached to each Form CA-1 and Form CA-
2. Your supervisor should complete the receipt and return it to you for your personal records. A copy
will be placed in your personnel file maintained in the office.

Select leave or continuation of pay: If disabled due to traumatic injury, you may use leave or
request continuation pay, not to exceed 45 days. Thereafter, compensation is claimed on From CA-
7. If disabled due to occupational disease, you may use leave, or claim compensation on Form CA-4

=Y

This is an area that presents the school with many problems. It is directly related to security. Room
keys are core keys and are issued to teachers by Supply Technician. Keys will be coded according to
the essential rooms that teachers need to enter after regular school hours. Keys to cabinets are
issued when available. All keys have to be signed for prior to being issued by the Supply Technician.
If you work late or on weekends, ensure windows and exterior doors are secured. Security problems
are to be reported to the office immediately. It is extremely important that teachers accept the
responsibility of security when issued keys. Notify the administration and supply as soon as you are
aware that you have lost your keys. The office operates under an extensive lock and key security
regulation.

KEYS

LESSON PLANS

Efficient delivery of instruction takes prior planning. Lesson plans are required for all teachers. They
should reflect standards-based instruction and how students will be assessed. Plans are to be of
sufficient detail that anyone reviewing them will know what has previously been taught and what will
follow. Lesson plans will be reviewed periodically by an administrator. Lesson plans are a part of the
DoDDS performance appraisal system and should be kept up-to-date. Emergency substitute plans
are required. These should be located in a specific place easily accessible for use.

LINE OF COMMUNICATION

Both the military and DoDDS place great emphasis on proper channels of communication.
Correspondence, to include letters, bulletins, etc., that have an impact on the entire school should be
coordinated through the administration prior to distribution. Any general letter to parents must be
approved by the administration before being sent home. When individual concerns affect your
working conditions or quality of life, the principal will elevate your concern to the District
Superintendent or the proper military official.

LIVING QUARTERS ALLOWANCE (LOA)

Instructions for completing LQA paperwork are available in the office, along with the current LQA
rates chart. Form 1190 is also available. See the school registrar or mentor for assistance.
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LOST AND FOUND

Valuable items, including money, should be taken to the office. If not claimed after a reasonable time,
money may be returned to the finder and other items given to charity. Student clothing, lunch
containers, book bags, are to be placed in the basket at the entrance to the cafeteria. Remind
students to have their names in items of clothing,

LUNCH
There are three lunch periods: grades (See lunch chart for lunch times) AAFES provides a hot lunch
program using pre-paid tickets or money. Students may bring a sack lunch from home. Teachers

have a duty free lunch period that is concurrent with the lunch period for the students they teach.
Make sure that you are in your room at the end of your designated lunch period.

MAIL & E-mail

Personal mail is handled through the base post office. You will be assigned a combination lock
mailbox. The Main Post Office is open at specific times Monday through Saturday only. The hours
vary and are posted. The annex post office is located at the main gate. The hours vary throughout the
year for the annex post office.

Official mail is placed in a basket in the office. Personal mail cannot be sent through official mail.
Official mail must contain the official school-mailing label. A typed label to the addressee must be
placed on the letter or the box. Any official mail for individual teachers will be placed in his/her box in
the teachers’ lounge.

Mailboxes are located in the office area. Please check your mailbox at least twice daily—once before
school and once after school. Please do not send children to get items from your mailbox.

Each teacher will have a separate E-mail address. The AT will input your name into the DoDEA
world-wide address. E-mail is to be used for official business and a reasonable, but limited, amount
of personal mail. Graphics take up much of the memory and are discouraged unless it is used in a
professional capacity when corresponding with another educator. Jokes and chain mail are not
permitted.

You will be asked to sign the DoDDS Computer use and Internet Agreement. Please do not use the

Internet to go to inappropriate sites. The Superintendent’s Office and the Communications Unit of the
base monitor Internet use, and can identify the user of inappropriate sites.
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NEO

In case of base-wide emergency evacuation, teachers will remain on duty to supervise their students
until released from duty by the principal. Non-classroom teachers (special subject and specialists)
will assist classroom teachers, and relieve them as appropriate to allow them to return home to get
NEO processing kits. Unless otherwise directed by the base commander, teachers will release
students only to their parents who will pick them up at the classroom. Teachers will have the parent
sign in a logbook that they are taking their child out of school. All DOD staff members (not family-
member spouses) living off base must furnish the principal with a telephone number, a map and
directions to your quarters. Be sure you have your NEO packet ready at all times in case of an
emergency. If you need forms you can get them from Mrs. Kidd in the office. She will serve as your
NEO Warden this school year.

e Gas Masks

Gas masks are issued to all military, civilian personnel and their dependents who are assigned to the
Republic of Korea. Training on the use of the gas masks is provided by the base. The gas masks are
part of your NEO packet.

NTE/PRAXIS

Submission of test scores from PRAXIS is required for employment at DoDDS schools with the
following exceptions:

1. Those personnel currently hired who have not taken the test and were hired prior to the
implementation of this regulation.

2. Former DoDDS employees, including NTE educators, who have been re-employed on or before
the beginning of the fourth school year following separation (MOU 27 April 95).

Ak
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PARTIES AND SPECIAL PROJECTS GUIDELINES

Special projects, such as classroom plays, research exhibits, open house for parents, units on
cooking, cultural celebrations, and other activities both in and outside the classroom are encouraged.
Please keep the administration informed of any special events or parties you will hold for your class.

PASSPORT(S)

It is the responsibility of the individual to ensure that both passports of the employee and passports of
dependents are current before travel. Your passport must have a current Korean Visa and SOFA
stamp. Both can be obtained at the Immigration Office in the AMC Terminal.

PAYDAY/PAYCHECKS

Payday is every two weeks, on Friday. There are 21 pay periods. Your pay is disbursed through a
direct deposit from the offices in Charleston, South Carolina. If you have any questions about your
pay, or have not received a direct deposit, please see the school registrar as she is the timekeeper.
You will need to fill out a pay inquiry form and submit it to registrar.  Customer Service Personnel
Officer at the Pacific District Office. They can be contacted through e-mail or by phone, 644-5862.
Ms. Hye Sin Chon is the POC for the Osan schools. Contact her for more specific answers at the
Korea DSO at 723-7863.

PROMOTIONS/VACANCIES/EDUCATION CAREER PROGRAM

Promotions and vacancies are announced as they become available. Announcements will be made
through the daily bulletin, and copies of the announcement will be posted on the official bulletin board
located in the teachers’ lounge when available. The Educator Career Program is the DoDDS path to
promotion to administration.

PROGRESS REPORTS
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Between marking periods, usually during the fifth week, teachers should prepare progress reports for
students, or notify parents by phone or letter, if students are having problems. A date will be
designated for these to be submitted to the office, at which time the school secretary will mail them to
the parents. Blank progress reports are available in the teacher’s lounge.

PROPERTY CARE AND SECURITY

Teachers should always be alert to misuse and destruction of school property or supplies. Before
departing from school, each teacher should secure valuable items. Any losses or
broken/malfunctioning classroom equipment should be reported in writing to the supply clerk so that
repairs or replacements can be made as soon as possible. Requests for construction/minor
maintenance and repair should be submitted in writing to Mr. Ahn. Please send a copy of the e-mail
or note to Mrs. Kidd. Teachers should close and lock windows and doors when they leave at the end
of the day.

PUBLIC RELATIONS

We are highly visible to the community, parents, and Osan Air Base Command. This includes our
professional conduct and also our personal behavior while not on the job. Base expectations
concerning both our on and off the job behavior are high and information travels the grapevine
quickly. All of us are a part of the public image the community has of its educational system. You are
encouraged to have frequent communication with parents of your children to let them know what is
happening and future plans. The community’s need, and right, to be kept informed of their
educational system must not be forgotten.

REGISTRATION/ WITHDRAWAL/PLACEMENT OF STUDENTS

ELIGIBILITY FOR ENROLLMENT: DOD Instruction 1342.10 governs eligibility for enrollment in the
DOD Overseas Dependents Schools. Basically, all military command sponsored school age
dependents of military and civil service personnel assigned to this area are eligible for required
enrollment on a tuition-free basis. Dependents whose transportation to a “Designated Location,”
Songtan, Korea, as authorized by the U.S. Government are likewise eligible on a space-required
tuition-fee basis. All other students are space-available

RECORDS

Official student records are kept in the office except for special education records, which are kept in
the CSC office upstairs. Because of the Privacy Act of 1974, only personnel with a professional “right
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to know” can view these records. Parents have the right to see any records we have for their
children.

RETENTION POLICY

The following resolution passed by the National Association of Elementary School Principals in April
of 1991 states:

“In light of the large body of contemporary research indicating that retention has adverse effects on
the social, emotional, and intellectual development of children, NAESP views with alarm the
continued implementation of retention practices and polices in some districts and states. NAESP
believes that such policies deprive the child of age appropriate relationships, places that child at risk
for dropping out of school, and adversely affects the child’s self-concept and level of confidence.
NAESP therefore urges state and local associations to work cooperatively with legislative bodies,
state departments of education, local school boards, and local administrators to seek  creative
alternatives to retention.” If you, or a parent, is considering retention, contact the counselor by March
or April.

SPECIALS

Students attend one for four specials, art music, PE, or Korean Culture, each day. The classroom
teacher brings students to the specialist. The specialist greets the students before the classroom
teacher leaves. Teachers are to be timely in meeting their students at the end of the period. There is
only a 5-minute period between classes. Being late delays the start of the next period and may
create confusion in the hallways. PLEASE PICK UP YOUR STUDENTS ON TIME.

STUDENTS, ENROLLED DURING THE SCHOOL YEAR

In most cases you will be notified the day before a new student begins in your classroom. In the case
of holidays such as Thanksgiving, Winter Break and Spring Break, sometimes a new student will
begin the day after the holiday so that the child does not miss any additional school time.

STUDENT, TRANSFERS

INCOMING: When you receive a new student, you are notified of the entry date. School records will
be placed in your box. Review them, initial the form and pass them on to the next person on the
distribution list. Please do not remove student records from the office.
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WITHDRAWAL.: You will be notified by the office when one of your students will be PCS’ing. Please
provide as much information as possible to help the next teacher get started with the student. The
records should be processed and then returned to the office the day before the child’s last day. If a
parent notifies you they are leaving, notify the office.

SPACE AVAILABLE ENROLLMENT: A roster is maintained on students whose sponsors are non-
command sponsored. They will be enrolled when the principal determines space is available in a
classroom.

STUDENT, PLACEMENT

Osan American Elementary School is concerned that each student has an opportunity for continuous
progress by providing an appropriate program of studies designed to foster academic and personal
success. Placement of each student will be considered on an individual basis, and decisions will be
made on the criteria of what is best for the student. The school has established a Student
Intervention Committee to recommend placement of students being considered for grade retention or
other placement adjustment and also to review progress of students after adjusted placement CSC
membership is normally composed of:

1) The principal or her designee,

2) Resource educators such as: counselors, psychologists, social workers, nurses, and speech
therapists, OT, PT, LARS, ESL teacher and classroom teachers

3) Parents and students when appropriate.

STUDENT RIGHTS and RESPONSIBILITIES CONCERNING DISCIPLINE

Student involvement in the educational process is a basic right. Active involvement of students in
their education, including planning and evaluation, fosters a spirit of inquiry in which students may
freely express their own views and listen to and evaluate the opinions of others. Mutual respect
between staff and students is basic to this concept. The school staff, parents or sponsors, installation
commanders, and students have the opportunity to work together so that all students have the
opportunity to develop their full potential.

1. Students have a right to a school atmosphere conducive to learning, which provides for the
common welfare and the safety of all in the school community.

2. Students have the right to be informed of the rules that regulate behavior as well as situations that
will result in disciplinary measures before they take effect.

3. Students have the responsibility for being aware of and respecting the fundamental rights of
others according to applicable standards of conduct or codes of behavior.

4. Students have the responsibility for participating in the development and observance of these
standards and codes.
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5. In cases involving suspensions and expulsions, students have a right to investigations of all facts
and allegations and to the fair application of school rules and installation requirements.

SUBSTITUTE TEACHERS

The principal or the school secretary will contract substitute teacher services. Teachers should not
contact the sub when they are going to be absent.

Procedure:

A. Notify the secretary or principal as soon as you know that you will need a sub, notify the
office by 7:00 AM (784-6912 or off base 661-6912) or before 8:00 PM in the evenings. It
is imperative that you notify the secretary or principal as soon as possible since most
substitutes live off-base. The secretary does not mind if you call by 0530.

B. If you have a sub and do not notify us by 1430, we will assume you are

returning and the sub will not be re-hired.
Your responsibilities to your substitute are:

A. Lesson plans need to be specific and detailed. If you have no plans made in advance, it is
your responsibility to get them to school before school begins.

B. Emergency substitute plans must be available at all times.

C. A description of your routines should be ready for the substitute.

D. Have available a time schedule, special subject for that day, seating chart, and names of
teachers who are near you, and names of a student helper

SUPERVISION OF STUDENTS

Teachers are to open their classroom doors for the students by 7:55 so that the school can actually
begin at 8:00. Do not leave your students unattended. If you must leave the room for an emergency,
let the teacher in the next room know. Do not place a child outside your room for disciplinary
purposes. If a child has a problem that needs immediate attention and the office seems like the
answer, then be sure to send a note so we know the specifics.

SUPPLIES
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The school provides textbooks, workbooks, and most instructional materials. The proper care and
use of these items should be stressed to children to help each child develop a feeling of responsibility
for her/his supplies. We want to know when you have supply problems in order to help. We do not
supply the day-to-day tools required for classroom use and homework. Please check with your
children on a weekly basis to make sure that each child has school supplies. (i.e. pencils, paper,
paste, crayons, etc.)

Early in the year we ask teachers to place orders for the following school year. You can expect us to
make this request in October and November. The procedure and exact dates will be addressed with
all teachers at a faculty meeting.

e CONSERVATION OF SUPPLIES

The school budget is adequate, but limited. Our first priority is obtaining textbooks and the
instructional supplies we must have. We have three Xerox type machines with a monthly quota. If
you need to run more than 50 copies please learn to use the RISO Graph machines in the office.

e NON-EXPENDABLE SUPPLIES

Textbooks and other supplies and equipment must be accounted for. All textbooks have a school
number in the inside front cover. Please assign each student a book by number and record the
number in pencil in your grade book by the student’s name. A list of the number should be kept in
your plan book.

¢ PROCUREMENT OF SUPPLIES

Procurement is completed through the annual order. Teachers will be asked to recommend supply
purchases. Catalogs and brochures are kept in a bookcase in the supply office. These are mainly
used for the annual order. Donations of extra catalogs related to educational materials and
equipment to supply would be most welcome. Names and addresses of catalog companies can be
given to the supply clerk to request they be sent to the school. The Internet also has several sites for
obtaining materials.

Committing the school to purchasing certain items from vendors is not permitted. All purchases are
made through the regular supply system. Teachers cannot be reimbursed for supplies and
materials they have purchased on their own. DO NOT PURCHASE ITEMS ON YOUR OWN
CREDIT CARD. DODDS CANNOT REIMBURSE YOU!
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TELEPHONE, USE OF

The phones in the faculty lounge and in your classrooms are designated for your professional and
personal use. To call Songtan, dial 99 and then the number. Long distance commercial calls are not
authorized from school phones. Should you receive a phone call during the instructional day, you will
be called out of class only if it is an emergency.

The office staff will take messages and put them in your mailbox. Students may use the office
telephone only with a pass issued by a teacher. Use of the office phone by students is limited to
emergencies.

Messages will not be delivered to your classroom to prevent interruption of instruction. Only messages of an
emergency nature will be delivered to you. CHECK YOUR BOX TWICE A DAY IN ORDER TO GET
TIMELY MESSAGES.

LONG DISTANCE CALLS

Long distance calls for official business are made from the office only. The secretary will assist you
in the process. The FAX machine can only be used for official business. If you have any questions
about something being official or not official, see the administrator.

TRAVEL PAY CLAIM

Copies of the travel claim forms are in the teacher’s lounge. Complete the form by filling in the
necessary information. Include your e-mail address on the form. See a colleague, mentor, secretary
or the principal to help you get started.

Travel claims must be signed by the principal before taken to the Finance Office. The travel voucher

will be reviewed by the administrator. All receipts must be attached to the original travel voucher.
Four copies of 1351.2 and copies of the receipts must be included. Travel claims are taken to the
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Finance Office at Osan, or emailed. After a finance officer makes calculations, payment is made by
direct deposit. You will receive a summary voucher of payment for your travel by e-mail.
TDY/RAT/PCS

TRAVEL ORDERS

Travel orders for funded DSO travel, DoDEA workshops, or RAT orders are sent by FAX to the
school. The orders will be copied and given to you. A copy will be kept on file in the office in case
copies become lost. Read your orders carefully to be sure the information is correct. Remember
you can only be paid for what is stated on the orders.

TUITION ASSISTANCE

Tuition assistance for teaching staff is granted to individuals serving on non-time limited appointments
who have completed at least one year of continuous service. Tuition assistance is not provided for
substitute teachers. Interested teacher should contact the school administration for further details.
YOU MUST SUBMIT THE FORMS PRIOR TO TAKING THE COURSE FOR TUITION ASSISTANCE.
FORMS ARE IN THE TEACHER’S LOUNGE.

TYPHOONS

Typhoon conditions exist in Korea during the summer and rarely strike during the school year or with
such velocity to be of serious concern. Should typhoon conditions exist, and if the school cannot be
evacuated, teachers should take the following actions in regard to their own classroom or area to
assure:

- Open one or two windows to equalize air pressure

- Securing of loose outside articles

- Placing of all materials subject to water damage off the floor

- Keeping all personnel inside the building or, if time and situation permit,
moving to a designated shelter.

Normally there will be enough time to send students home from school or coordinate with the local
commander and our District Superintendent. The safety of the students must always be of first
consideration in all emergency situations.

UNION REPRESENTATION

The Federal Education Association through its Korea chapter, Teachers Education Association Korea
(TEAK), is recognized as the exclusive representative of employees in the school and is entitled to
act for all employees in the school covered by the Agreement. The Association shall represent the
interest of all employees in the school without discrimination and without regard to labor organization
membership. Wilma Holland is the FRS - Faculty Representative Spokesperson. Please see her
with any concerns.
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VOLUNTEERS

Teachers are encouraged to seek volunteer help as early in the year as possible. Volunteers can
assist with preparation of lesson materials, intercultural activities, and field trips, etc. You may want
to send out a letter asking for volunteers.

Before the volunteer arrives, you should have specific work for him/her to do. Volunteers can
accomplish much of the bulletin board work, copying and small group enrichment and/or
recommendations. Use of volunteers will strengthen your academic program as well as provide good
public relations with the base. Parents are eager to help but they want specific, meaningful organized
tasks to perform. Volunteers are not to record grades in the teacher’s grade book. Volunteers should
be cautioned about talking about students outside the school. Have your volunteer sign in and out in
the office so they receive credit. Baby-sitting at the Child Development Center may be available for
volunteers with young children. All volunteers must sign in at the office. CWE students from the high
school should also sign in. Be sure your volunteer knows how to use the equipment. Please do not
have them use the office Xerox machine. There are copy machines located in the Information Center,
cafeteria and the second floor workroom.

WEAPONS

DoDEA supports a Zero Tolerance Weapons Policy, re: DoDEA regulation. Student
possession or use of a knife, gun, or any item considered to be a weapon is prohibited at
school or at any school approved activity on or off school property. This applies to all students,
regardless of age. A weapon is defined as a club, chain, knife, gun, or any object that may be
used to cause injury to another person. The weapon can be a toy, plastic or metal replica, or a
working weapon of a firearm. Weapons include, but are not limited to, firearms, explosives,
knives, razor, box or carpet cutters, laser pens, slingshots, numchuks, and any flailing
instrument such as chains.

Please review the attached chart to know the consequences for violation of the Zero Tolerance
Weapons Policy.
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