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Information in the LCSS School Handbook may be subject to change at any time.

School Calendar 2023 - 2024

Sept.	04	Labour Day Stat Holiday (School Closed)			
05	Planning /Administration Day (Students do not attend) / Staff Meeting
06	First Day of School (Shortened by 2.5 hours; 8:38 -11:16)/ Staff Meeting
07	Regular classes begin
	13	School Photos
22	Non-Instructional Day (Pro D Day #1, Students do not attend) 18 	PAC Meeting – 6pm Columneetza Library
	29	National Day of Truth and Reconciliation (School Closed)

Oct	05	Student photo retakes
	09	Thanksgiving Day Stat. Holiday (School Closed)
	10	Staff Meeting, 3:30-4:30 pm
20	Non-Instructional Day (Pro D Day #2, Students do not attend)
	25	Parent-Teacher Night, 5-7 pm
30-31	Provincial Assessments

Nov     01-03   Provincial Assessments
07	Staff Meeting, 3:30-4:30 pm
09	Remembrance Day Assembly
09        Term 1 Ends (43 days)
10	Remembrance Day Stat Holiday (School Closed)
13	Term 2 Begins
15-16	Early Dismissal Days (2:11 dismissal) - Parent Teacher Interviews 
17	Report Card Marks Due to the Office
20        Non-Instructional Day (Pro D #3, Students do not attend)
22	Report Cards Home (Report Card #1)
	
Dec.     05	Staff Meeting WL Campus, 3:30-4:30 pm
22	Last Day of School before Christmas Break
23-31	Winter Break (School Closed)
	
Jan. 	1-7	Winter Break (School Closed)
08	School Reopens
10-16   Grad Photos
16	Staff Meeting, 3:30-4:30 pm
22-26   Provincial Assessments
	26	Semester #1 Ends (86 days) / Term #2 Ends (43 days)
29	Semester #2 Begins / Term #3 Begins 







Feb      02	Report Card Marks Due to the Office
            06	Staff Meeting WL Campus, 3:30-4:30 pm
	07	Report Cards Home (Report Card #2)
12-13   Grad Photo Re-takes	
16	Non-Instructional Day (Pro D Day #4, Students do not attend)
19	Family Day Stat Holiday (School Closed)

Mar	05	Staff Meeting, 3:30-4:30 pm
06	Parent-Teacher Night, 5-7 pm		
15	Last Day of School before Spring Break 
	18-29	Spring Break (School Closed)

Apr 	01	Easter Monday (School Closed)
	02	Classes resume after Spring Break	
09	Staff Meeting, 3:30-4:30 pm
19-20	Early Dismissal Days - Parent Teacher Interviews
12	Term 3 Ends (46 days)
15	Term 4 Begins
15-19	Provincial Assessments
19	Report Card Marks Due to the Office
	24	Report Cards Home (Report Card #3)
24-25	Early Dismissal Days (2:11 dismissal) - Parent Teacher Interviews	
26 	Non-Instructional day (Pro D Day #5, Students do not attend)
		

May	07	Staff Meeting WL Campus, 3:30-4:30 pm
	20	Victoria Day Stat Holiday (School Closed)

		 
June     07        Graduation
	08 	Dry Grad Events
11	Staff Meeting, 3:30-4:30 pm	
15-19	Provincial Assessments
24	Report Card Marks due to the Office 
26        Year End Awards Ceremony
27	Term 4 Ends (45 days) /Semester 2 Ends (89 days)
27	Last Day of School before Summer Break / Report Cards Home 
28	Planning/Administration Day
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Lake City Secondary Daily Schedule


	Times
	Block Rotation

	
8:45 – 10:05
	
A


	10:05 -10:15
	BREAK

	
10:15 – 11:35
	
B


	11:35 – 12:25
	LUNCH

	
12:25 – 1:45
	
C


	1:45 – 1:55
	BREAK

	
1:55 – 3:16
	
D













Lake City Secondary Early Dismissal Schedule 
(November 15, 16 & April 24, 25 only)


	Times
	Block Rotation

	
8:45 – 9:50
	
A


	9:50 – 10:00
	BREAK

	
10:00 – 11:05
	
B


	11:05 – 11:55
	LUNCH

	
11:55 – 1:00
	
C


	1:00 – 1:10
	BREAK

	
1:10 – 2:16
	
D








Welcome to Lake City Secondary
[image: ]
At Lake City Secondary we are proud to offer a variety of courses and activities that will ensure all students have many opportunities to succeed and enjoy school.  We are a Grade 10-12 school and offer a wide array of courses to meet all student’s graduation requirements.  Please note, that some electives take place at Columneetza Junior Secondary including French Immersion, Auto Mechanics, Metal Work, Power Mechanics, Drafting, Coding and Robotics.  We look forward to an exciting year and hope students 			        take advantage of all the great things we can offer.

School Philosophy

In accordance with the philosophy of public education in British Columbia, the staff of Lake City Secondary recognizes two major responsibilities of this school.  The first is to foster the individual growth and development of students to their fullest potential.  The second is to assist students to become active and productive citizens in our society.

Mission Statement

Our Mission is to share a commitment to creating a healthy environment, which encourages respect for self and others, fosters individual growth through the pursuit of excellence, and promote a sense of belonging in the school and the larger community.

School Code of Conduct

Part of ensuring that our Mission can be fulfilled is tied to the conduct of students and staff.  The School Code of Conduct sets the standards of behaviour expected at Lake City Secondary and provides the information from which behavioural instruction and accountability are derived.

The purpose of the Code of Conduct is to establish and maintain a safe, caring and orderly environment required for purposeful learning.  The code provides appropriate balances between individual and collective rights, freedoms and responsibilities.  Also, the code clarifies and publishes expectations for student behaviour while going to and from school, at school, and while attending school functions or activities at any location. Please read over the Code of Conduct, if you have any questions, please feel free to call the school.

General Information

Fees:
In accordance with Ministry of Education policy, there are no course fees per se. However, the school does levy certain fees for goods and services available to students. If payment of any fees causes financial hardship, please contact the school. 







These fees should be payable by cash or cheque to Lake City Secondary School:  
	
Please pay all fees once advised to do so.  Fees must be paid to attend events and/or get credit for courses.

Grad Fee -- $140 ($60 for ceremony fee; $80 for Dry Grad fee)

Optional
Yearbook  		$50 – for students who wish to purchase a yearbook 
Locks 				$5 - the school sells locks, at cost, for lockers or students can bring their own


Student Activity Fee:  
There is no student activity fee

Other Fees or Costs: 
In those courses where students undertake project work over and above the basic course work and/or wish to use more expensive or additional material than that provided, students will be charged for the additional costs.  (Ex: Woodwork, Metalwork, Auto Mechanics, Textiles, Baking and Cooking).

Student Parking: 
Students must drive in a safe manner at all times and observe all signs. Parking privileges may be revoked for unsafe driving or inappropriate conduct in the parking lot. Do not park in the student drop off, or the staff area.  Students must fill out a student parking form to park in the parking lot.  Forms are available in the office.

Counseling Services:
School counselors and First Nations Support Workers are available at both campuses.  Students should make appointments for interviews regarding school issues such as course changes.  Counseling sessions of a personal nature can be made at any time.

Student Learning Support:
Additional help for students is available from the Learning Support staff.  Students may be considered for Learning Support either by teacher recommendation or by student/parent/guardian request.  Assistance may be short or long-term depending upon the individual’s need.  


Course Changes:
Most classes are generally full or very near full so changes will only be considered if they are essential to address graduation requirements or specific educational needs.  No courses may be added or dropped without counselor consultation, parent/guardian consent and administrative approval. Students in grades 7, 8, 9, 10 and 11 must carry a full course load.  Students in grades 12 may be allowed a ‘spare’ block if they are meeting all graduation requirements and have parent/guardian permission.




Lockers
All students will have access a locker if wanted.  It is the student’s responsibility to provide a combination lock with the combination given to your homeroom teacher.  Lockers must be emptied at the end of the year or when a student withdraws from school during the year.  The lockers are the property of the school, and the administration reserves the right to access a locker at any time if deemed necessary. Please keep your locker locked, clean and free of graffiti/stickers. Do not give your combination to other students. Do not move lockers without approval from administration. The school will not assume responsibility for lost or stolen items.

Library:
The Library is open to students before and after school, during the lunch break, and during study periods.  A Librarian and Library Assistant are available to help.  There are also several computers for student use.  

Medical Room:
If ill, a student should report to the office.  A secretary may check the student into the medical room for a period of time or arrange to have a parent come to pick the student up.  Injured students may be treated by a first aid attendant and, if necessary, transported to hospital.  It is the student’s responsibility to explain a “medical room” absence from class and address the issue of making up any missed assignments/tests.

Student Dress:
The key word for Lake City Secondary’s dress code is APPROPRIATE. Beachwear is not permitted, and footwear must be worn at all times. Students dressed inappropriately or wearing clothing citing any reference to alcohol, drugs, derogatory comments, or sex will be asked to change. Open toe shoes are not permitted in shop classes.

Internet Use:
All students and their parent/guardian sign a Computer/Privacy Consent form.  If a student violates the Computer/Privacy Consent parents/guardians will be informed of their child’s inappropriate Internet use and internet privileges may be temporarily or permanently suspended.  The infraction will be noted on the student’s conduct record.

Field and Athletic Trips
Students who are to be absent from their regular classes because of school sponsored travel must receive permission from their subject teachers and ensure that work covered in classes will be made up. Teachers may refuse to give permission for students to travel on school sponsored activities if the student’s performance or attendance is a concern.  Participation in school sponsored activities is a privilege. While a student is away on a school sponsored trip, he/she is subject to all policies, rules, and regulations of LCSS and School District # 27 


Attendance:
At LCSS we feel regular attendance is a crucial component of academic performance.  Students are expected to be on time and attend each and every class.  If students are ill or cannot attend for other justifiable reasons, it is up to the parent or guardian to notify the School Messenger system at 1 (833) 582-6944, using the phone app or by using the website login (https://go.schoolmessenger.com).  All undocumented absences will be considered unexcused and may result in consequences. If students miss approximately 20 classes in any one course, their file will be reviewed by administration which could result in their withdrawal from the class.



Absences /Punctuality:
Regular attendance is necessary for success in school.  However, we understand that things come up that cannot be helped which require a student to be away from class.  When excused absences happen, students are required to work with teachers to make up missing work. Teachers and administration will work with students to solve attendance issues; however, unexcused absences may lead to disciplinary actions if students continually miss classes or are continually late without reason. 
Students who are boarding in town that miss classes excessively may have their file reviewed for potential loss of boarding allowances.
The following is a chart listing the difference between excused and unexcused absences:

	Excused Absences
	Unexcused Absences

	Student Illness
	Sleeping-in

	Medical/dental appointment
	Went out for lunch

	Death in the family
	Transportation issues

	School sponsored trips
	Tired

	Family emergency
	Friend had an “issue”

	Personal safety issues
	Missed bus to other campus

	Pre-arranged family trip
	Away for any reason not considered excused



Extended Absence Policy:

If your child will be missing school for an extended period of time due to trips, illness or injury please provide notification to each teacher as soon as possible so an appropriate course of action can be developed to support your child while they are away.

The “Dos” of Attendance:
Do attend all your classes and homeroom periods.
Do inform your teachers if you know you’re going to be absent ahead of time.
Do make arrangements to catch up on work missed.
Do have your parent/guardian phone the school before 9:00 a.m. when you are away.
Do be prepared to face the consequences if you miss class without a valid reason.
Do make appointments after school hours if at all possible (driver’s test, haircuts, etc).
Do be on time for class.  If unavoidably late, sign in at the office.
You may be asked to provide a parent/guardian note to explain absences and lates.

Students absent on the day of a school dance or other after-school activity generally will not be allowed to attend the dance or participate in the activity.

Hallway “Occupation”:  Students are expected to obtain their class supplies from their lockers before class begins and not during class time.  If a student leaves a class, teacher permission is required, students are reminded to be quiet and considerate of other classes in session, and to be as quick as possible.  Senior students who have a study period are to work in the Library, the Commons or off site – no hanging out in the parking lot.  If found loitering, students will be asked to move to the aforementioned areas.  Persistent disruptiveness will result in disciplinary action.

Washroom Use:  Washroom are not for ‘hanging out’ in.  Students are expected to use the washrooms for the intended purpose only and not for visiting, eating lunch, vaping or just hanging with friends. 

Leaving School During Class Time:
Williams Lake Campus is an Open Campus. This means students may leave campus at lunch time. If a student is leaving the school at any other time during the day, they are to sign in/out at the office and inform the secretary upon departure and arrival back at school. 

Cell Phones 
Students are permitted use of their cell phones within the school; however, within any classroom use is at the teacher's discretion.  It is expected that phones are not used for personal purposes during class time. Inappropriate cell phone use will be dealt with first by the teacher and subsequent misuse may be referred to the office. Most classrooms have ‘cell phone lockers’ where students can store their phone in a safe location. 

Tobacco Products:
Lake City Secondary is a “Tobacco Free” school.  Students are not permitted to smoke, vape or chew tobacco on school property. All smoking products, including vapes, will be confiscated and disposed of if found in violation of school policy.  Repeated offences will result in escalating discipline from the school.

Vaping in school washrooms has become an issue recently.  Students who are vaping in washrooms will have their vape confiscated and may be suspended from school.

Alcohol or Drugs:
Any student caught under the influence or in possession of drugs and/or alcohol at school or at any school function will face disciplinary action. 

Weapons:
The possession or use of weapons at school will result in disciplinary action.  Such weapons may include but not be limited to knives, firearms, laser pointers, explosives and pepper spray.  For students who work ranches and mistakenly brought their working knife to school are asked to contact administration immediately.

Harassment:
Harassment is an unwelcome comment or conduct that may lead to adverse or negative consequences for the victim of harassment.  Under all circumstances, harassing behaviour is inappropriate and unacceptable.  In the case of sexual harassment, it may be referred to the RCMP.

Appropriate Language:
[bookmark: _Int_NxfOqv4h]Students are expected to express themselves in a positive, courteous manner.  The use of coarse or abusive language is inappropriate at all times in or around the school. The use of ‘please’ and ‘thank you’ is encouraged at all times.


Behaviour on School Buses
Students are expected to conduct themselves in a courteous manner, obeying all bus rules and instructions from the driver. Bussing is a privilege not a right.   UNACCEPTABLE CONDUCT IN THE BUS LOADING ZONE OR ON A SCHOOL BUS MAY RESULT IN THE LOSS OF BUS RIDING PRIVILEGES OR OTHER DISCIPLINARY ACTION FROM THE SCHOOL.

Cheating:
Cheating is a serious offence and will be dealt with by the teacher or the administration for repeated offences.  

Plagiarism (copying someone else’s work and presenting it as your own) or the copying of others’ work during tests, assignments, projects or homework is cheating.  

Student Organization & Homework:
Once students reach Grade 10, they can expect to have homework on a daily basis.  Learning how to manage time is an important life skill. Any student who begins to fall behind in school should discuss the situation with a teacher or counselor. 

Reporting Procedures:
During the year, students receive 4 report cards.  Teachers will provide monthly updates on student progress or contact home if necessary. Parent- Teacher evenings are held in October and March of each year, specific dates are on attached school calendar.  Parents/guardians may telephone the school at any time to arrange a teacher meeting.

Assemblies:
Assemblies occur throughout the year and provide an opportunity for students to experience various cultural activities, to recognize student achievement, or to mark special occasions i.e. Remembrance Day.  Some assemblies are attended by all while others are for selected grades or groups.

Clubs & Athletics:
These activities require a commitment of time and energy but are a rewarding part of school life, students are encouraged to participate. Please listen to announcements for the various activities available to students. School teams include: soccer, basketball, volleyball, track & field, rugby and more. School clubs include leadership, tech, gaming, fitness and more.

Leadership:
All students are welcome to become active in the Lake City Secondary Leadership at both campuses.  Its focus is to organize and provide worthwhile and enjoyable activities for the entire student body.  Announcements are made regarding times and dates of the meetings and functions.


Fire Drill & Emergency Evacuation:
In the event of a fire drill or similar emergency, the school must be cleared quickly and effectively.  The safety of individuals and safeguarding personal & public property are major considerations.  Quiet, orderly conduct is essential.  Go with your class to your Emergency Station area (field or basketball court).  Please stay with your class, proper attendance during emergencies is crucial. Six (6) fire drills will be conducted each school year.  

Lock Down Procedures:
When the building needs to go into lock down, an administrator will announce lock down over the P.A. system and all staff and students must find the nearest secure classroom and wait behind locked doors until an all clear signal is given.  Students must avoid using cell phones.  Two (2) lock down drills will be conducted each school year.



Lake City Secondary Code of Conduct

	School Mission Vision Values

	
	
Our Mission is to commit to creating a healthy environment, which encourages respect for self and others, fosters individual growth through the pursuit of excellence, and promotes a sense of belonging in the school and community.


	A.
	Purpose 

	
	
Part of ensuring that our Mission can be fulfilled is tied to the conduct of students and staff.  The School Code of Conduct sets the standards of behaviour expected at Lake City Secondary and provides the information from which behavioural instruction and accountability are derived.

The purpose of the Code of Conduct is to establish and maintain a safe, caring and orderly environment required for purposeful learning.  The code provides appropriate balances between individual and collective rights, freedoms and responsibilities.  Also, the code clarifies and publishes expectations for student behaviour while going to and from school, at school, and while attending school functions or activities at any location.

The code of conduct applies to all students.  Accommodations will be made for students with disabilities who are unable to fully comply with the code of conduct.

Conduct that occurs outside of school hours and apart from school activities is not normally investigated and acted upon unless there is an impact on students at the school.

	
	

	B.
	Development and Regular Review

	
	
1.
	
Throughout the year the school administration will work collaboratively with school staff, students, and parents to adapt and enhance our existing Code of Conduct so it is suitable and appropriate for our ever-changing learners and their needs.  


	

	2. 
	Parents, students, staff and school administration will review the Code of Conduct annually and make revisions as needed.  Ongoing review of the Code of Conduct will be carried out in parent, staff and student settings.



	
	3.
	Conduct will be consistently monitored to ensure Codes reflect current and emerging situations and are contributing to school safety through formal and informal behaviour data, student, parent, and staff perception, learning community leader meetings, staff meetings, and school-based team meetings.

	
	
	

	C.
	Communicating Expectations


	
	
	1. Student expectations for appropriate behaviour will be communicated regularly in classrooms, through team and class meetings, administrator visits, student handbooks, announcements, school wide assemblies. The Code of Conduct will also be posted on the school website. Students who enroll in school after the start of the year are provided with a copy in the student handbook.
2. Staff members will be provided a copy of the school’s Code of Conduct in the staff handbook.  Temporary staff are provided with a copy of the school’s Code of Conduct in the TOC handbook.
3. The Code of Conduct is communicated to parents via the student handbook, newsletters, through PAC and on the school website.


	D.
	Active Teaching and Promotion of Expectations

	


	
1.
	
Time will be allotted in the first few weeks of school, and at regular intervals throughout the year, for teachers, administrators and counselors to meet with students, in large and small groups, to review appropriate behaviours and outline consequences. 


	E.
	Expectations of Acceptable Conduct

	
	
1.














	
The following are examples of acceptable behaviour for Lake City Secondary students while at school, while going to and from school and while attending any school function or activity at any location.

a. respecting self, others and the school
b. helping to make school a safe, caring and orderly place
c. acting in a positive, honest and straight forward manner, being truthful
d. informing a ‘tellable’ adult, in a timely manner (in advance if possible) of incidents of bullying, harassment or intimidation. It is the responsibility of the by-stander to report and prevent incidents of harassment and bullying.
e. engaging in purposeful learning activities in a timely manner.
f. attending all classes on time
g. respecting authority and adheres to classroom, school, and district rules and policies.
h. acting in a manner that positively represents the school.  

	

	

	

	2.
	The District has no tolerance for weapons. Possessing or using weapons, explosives, fireworks, firecrackers or any other items capable of or intended to be used to threaten, intimidate or cause bodily harm, including fake weapons that can be perceived as real weapons will result in immediate suspension. 


	
	3.
	 The Lake City Secondary code of conduct is aligned with district policies, administrative procedures and the BC Human Rights Code.  LCSS promotes the values expressed in the BC Human Rights Code “respecting the rights of all individuals in accordance with the law - prohibiting discrimination based on race, colour, ancestry, place of origin, religion, marital status, physical or mental disability, sex or sexual orientation, and recognizing the lives of people who identify as LGBT2Q+. Respect of discriminatory publication and discrimination in accommodation, service and facility in the school environment.”


	
	4.
	The Board of Education will take all reasonable steps to prevent retaliation by a person against a student who has made a complaint of a breach of the Code of Conduct. Any retribution or threat of retribution by a student/parent towards another student in a breach of the Code of Conduct matter will be dealt with as a highly serious matter, and the student who is being threatened will be protected from the threat with all means available to the School Board including involvement of the RCMP if necessary. 


	
	5.
	The School Code of Conduct applies to behaviour at school, during school-organized or sponsored activities and behaviour beyond these times that negatively impacts the safe, caring or orderly environment of the school, and /or student learning.  
Parents, coaches and involved members of the greater community must adhere to the School’s Code of Conduct while acting as ambassadors of the school.



	F.
	Consequences for Unacceptable Conduct

	
	
	

	
	1.
	a.
	When students do not adhere to the Code of Conduct staff will follow a pattern of progressive discipline. Consequences could include, but are not limited to, warnings, mediation, counseling, phone calls and/or letters to parents, detentions, in-school suspensions and suspensions.  In cases of serious breaches of the Code of Conduct, the student may be referred to school district officials, police, and/or other agencies. 
Progressive discipline establishes a process of clear, timely, consistent, and documented communications with the student and their parent/guardian to reinforce an understanding of expectations; to provide opportunity to correct unacceptable behaviour, and to ensure due process. 
The goal of progressive discipline is to modify specific behaviour and to encourage acceptable behaviour. The goal is not to punish the student, but to alert the student and/or parent for the need to correct unacceptable behaviours. 


	
	
	b.
	When administering consequences for behaviors of a discriminatory nature, the school will make every attempt to address all parties involved and develop a plan to address the school culture.


	
	
	c
	When dealing with students, the administrator may adjust the consequence or disciplinary action based partially on the maturity level and/or grade level of the student. What is an appropriate consequence or disciplinary action for a senior student may not be appropriate for a junior student, or resource student. 

	
	
	
	

	
	2.

	As school is a place of ongoing learning, the expectations for acceptable behaviour increase for students as they become older, more mature and move through the successful grades. Therefore, students will be expected to demonstrate: 
 
● increasing personal responsibility and self-discipline 
   and will receive
● increasing consequences and restitution for inappropriate behaviour.

When dealing with students, the administrator may adjust the consequence or disciplinary action based partially on the maturity level and/or the grade level of the student. 

Additionally, special considerations may be provided to students who are unable to comply with these expectations due to a disability of an intellectual, physical sensory, emotional or behaviour nature. 


	


	3.
	 Suspension will be warranted when violation of the Code of Conduct is deemed serious or other consequences have been inadequate or ineffective. For serious offences students will be brought to the office, the parent is contacted by the school and a formal letter of suspension describing the incident, the length of the suspension (1 to 10 days), and the plan of restitution and responsibilities (course work, letters of understanding or apology, etc.) will be written. A re-entry 
meeting will be held prior to the student returning to school after a suspension. 


	
	4.
	School Officials have a responsibility to advise other parents of serious breaches of the Code of Conduct. 

● Parents of student offenders(s) in every serious incident.
● Parents of student victim(s) in every serious incident.
● School District Officials as required by School District Policy.
● Police and/or other agencies as required by law.
● All parents when deemed to be important to reassure community members that school officials are aware of a serious situation or incident and are taking appropriate action to address it. 

School staff members may involve parents earlier. 
Parents are always encouraged to call the school if they have any concerns or questions. 



Procedures on Bullying Behaviour

All incidences of bullying are treated seriously and dealt with at the time of reporting.  At the discretion of the administration, the severity of consequences escalates with each subsequent offence.

First Offence:  Parents are informed by phone and the incident recorded in the student file.  The student and parent may meet with the Administration to develop an appropriate plan for the student prior to readmission to class.

Second Offence:  Parents are informed by phone and registered letter, and the incident is recorded in the student file.  Students may be suspended depending on the nature of the incident.  Student, parent, counselor and Administration may meet to review/amend a corrective plan before readmission.

Third Offence:  Parents are informed by phone and registered letter, and the incident is recorded in the student file.  The student may be indefinitely suspended.  The suspension review committee will convene to review the case and consider readmission of the student to school.





















Staff Procedures

Wednesday, September 6th, 2023 (8:40 a.m. – 11:30 a.m.)
Columneetza teachers who have an A block class with LCS students will spend the morning at LCS (this year: Mr. Hacker, Mr. MacDonald, Mme Searls, and Mr. Thomas)

	Lake City Secondary 

	9:00 am - All students report to homeroom
(lists posted by office and in the Commons)

9:00am – 11:30am A block
9:30am – Gr. 12 Assembly
10:00am – Gr. 11 Assembly
10:45am – Gr. 10 Assembly

11:15 am – Dismissal to catch buses



12:45 pm –Staff Meeting

First Day Procedures:

Class Lists:  Teachers can print their own class lists from the Teacher View in MyEd, keeping in mind the “fluidity” of class enrolment during the first two weeks of school.  Any new teacher unfamiliar with MyEd can request class lists from the Office.

Students who have not registered prior to September or have no timetable should report to the Office.

Assemblies in the Gym:  Welcome to students, introduction to administrators and counselors, discuss rules, routines, etc.
	
Homeroom:
All of the items needed for homeroom (student handbooks, locker lists, Student Verification forms, etc.) will be available in the Office or on Teams. Homeroom in semester 1 is ‘A’ block class.

Students in grades 10 -12 will be called to the Gym for graded assemblies as per the above schedule.

Teachers are asked to conduct homeroom duties as needed in “A” block for the first week to complete any of the school start up items.  Do not accept any student who is not on your homeroom list.  Send them to the Office and we will direct them to the correct room.  Wednesday will be a half day, Thursday will be the first full day.  Students are expected to be in all classes on time, with the appropriate materials (pen, pencil, paper, gym strip, etc.), and prepared to begin.

1.  Complete the attendance roster (homeroom list) for each day of this first week.   Hand in to office on Friday.

2.  Please provide each student with the Student Verification Form.  This form must be taken home and returned to either the home room teacher or the office, once signed and completed by parents. 

3.  Assign each student a locker.  Students are to supply their own combination lock. Teachers will record locker numbers and combinations and return locker list to the office. If students use a key lock they are asked to provide a spare to the office for emergency use.

4.  Give each student their timetable and a daily schedule.  New students will be given a Media Consent form and Computer/Privacy Consent form to complete.

5.  Counselors will only be dealing primarily with new registrations Wednesday through Friday in the first week.  However, they will deal with timetable changes necessary to meet graduation requirements.  An appointment sign up list will be available in the counseling center.  As most classes will be full, timetable changes will only be done if there is good reason.  No timetable changes will be undertaken after September 17th.

Please complete as much of the above as possible and dismiss no later than 11:15 am so bus students can catch their buses.

If time is available, use this Handbook to review school policies with your students – Attendance/Lates, Drug & Alcohol, Tobacco, Cell phones & other Electronic Devices, Internet, etc.

*If you have problems/issues with:
· audio/video equipment (screen, overhead projector, TV, etc., please see a Librarian/Admin.
· the classroom computer, please complete an on-line work order
· your room (# of desks, broken furniture, etc.), see one of your administrators.

Staff Parking: 
 At W.L. staff parking clearly marked and located at the top of the parking lot – furthest from the school. Parking in the bus loop area is for administration, mobility issues and office staff, please respect this guideline to reduce congestion. 

Attendance & Lates:
Teachers are asked to enter class attendance on the computer as soon as they can after a class begins.  
If you require parent/guardian notes for absences and tardiness, be sure to inform your students.
Before phoning a student’s home, please check with the Office to see if the student has been phoned in as absent and/or whether the student has signed out earlier in the day. 

Let your students know that if they have to be absent during school hours, they must inform any teacher whose class they will miss AND they must sign out at the Office.  They should be encouraged to bring a note for the absence or have their parent/guardian phone the school to excuse the absence/late.  Also, if students arrive late to school and/or return from signing out, they should sign back in at the Office before proceeding to class. Teachers can check the “Sign In & Out” book at the Office at the end of the day for any “missing in action”.

Announcements:
Daily announcements are read out over the P.A. system at the beginning of B block, at lunch and the end of the day.  Students are asked to be quiet while the announcements are being read.




Textbook Distribution:

All teachers are responsible for distributing and collecting textbooks and class novels to students. It is incumbent upon the teacher to keep accurate records of the textbooks and novels they sign out to students. After each course is complete teachers submit lists of students who have not returned textbooks or novels to the office, losses are charged against textbook deposit fees. All textbooks and novels have barcodes. Department heads are to submit all textbook orders to the office for approval.  Process for assigning textbooks to students:

a)  	Take the number of books you'll need from book storage
b)	Use the paper textbook sign-out sheet or a class list and record each student's name and the barcode(s) of the book(s) you have assigned them - record all 9 digits - and the condition (good/fair/poor) of the book(s).
	Please do not allow students to write down their own barcode numbers.
c)	Please write the students name clearly on a white label on their textbook, it would also help if they wrote the classroom number so if it gets lost we know where to return it.
d)	Bring each of your text lists to the library so we can copy them.  The library will keep a binder of all the text sign-out lists for safe (backup) storage
e)	The library will no longer sign texts out to students.  The library will only collect miscellaneous texts throughout the year (i.e. found texts, texts being turned in from previous years, etc.).

When your students are finished with a set of texts, please cross off those that were returned and then bring it to the library.  If the missing texts find their way back to you or the school inform the teacher librarian and we will cross it off.  Between the office, library and the classroom teacher, we should be able to have an accurate record of all returned texts.  

Students will have their textbook deposit refunded when they graduate (or before if they move away) if all texts and other school items that have been borrowed are returned in good condition.  Therefore it is very important that you keep accurate records of items signed out through you and returned to you. Please explain to your students how the system works and let them know that they will be responsible to return the SAME numbered book as that which they signed out.

Plagiarism:  Cheating will not be tolerated.  This includes, but is not limited to:
· submitting the same essay, presentation, and/or assignment for credit in more than one course unless prior approval has been obtained from all teachers concerned
· talking during tests/exams
· copying other peoples’ work or other students’ work and presenting it for credit as one’s own

Teachers have latitude to deal with each cheating incident in the context of its own circumstances.  All teachers should make their policy known to their students at the outset of the course and to be consistent in dealing with any incidents of cheating.  The following actions are normally expected.

· speak to the student and inform him/her/they that the grade on the assignment will be a zero
· inform the parent/guardian by phone 
· inform the administration of your actions so that the incident can be recorded


Security:
Computer/ Security:  if you have to leave students in your room for a SHORT emergency, do not leave the teacher computer open in the MyEducation BC program (or any other program for that matter).  Use either the “lock out” procedure or exit out properly and shut the computer down.  If leaving for an extended length of time (prep block, lunch, at the end of the day, etc.), be sure to EXIT OUT of the program properly and SHUT DOWN.

Room Security:  whenever you are not in your teaching area, please observe the above, plus lock the doors.  Before leaving your teaching area at the end of the day, have your last class put the chairs on the desks, close all windows, shut down the computer’s, turn off the lights, and lock the door’s.
                             
Valuables:  Teachers are not to accept responsibility for student valuables or money.  Advise students not to bring valuable items/money to school but, if necessary, then leave them at the Office.  Teachers need to secure their own valuables, student records, mark books, etc.

Wall Phone:  Teachers are asked to NOT use a class wall phone to contact other rooms within the school.  This blocks the Office Page system and could negatively affect an emergency situation.  You can, of course, use the wall phone for outside calls as this doesn’t affect the paging system.
Do not allow students to use a wall phone in a classroom.  Students can use the office phone if needed.

School Supervision Policy:
As noted in the School Act and Regulations, assigned supervision is mandatory.  Staff members are expected to supervise students beyond the immediate area of their classroom.  In order to maintain the positive atmosphere our school situation, all teachers will be responsible for general supervision of the whole school during the school day as an attending adult in the building.  It is expected that all staff members will check unacceptable student behavior in the school buildings, on the grounds, or at any school function.  The support and assistance of the administration will be available at all times.

In addition to this general supervision, a supervision schedule has been prepared assigning each teacher to a particular area and day(s) of the week.  These supervision duties are contractual up to 60min/week and help ensure our school is as safe as possible for students, staff and community members.

“On duty” staff are responsible for the general supervision of the school facility, with specific attention paid to the following areas:
· bus loading area when in use, hallways, washrooms, exterior common areas and parking areas
 
There is some room for flexibility in the supervision schedule.  Exchanges or trade-offs are acceptable, please inform administration of any changes to the schedule.

Whenever extra-curricular programs are scheduled such as team sports on the field or in the gym, club/informal group meetings, or intramural activities, a staff or community sponsor must be present to supervise the students.  Such supervision is strictly voluntary and, although required, does not constitute part of the school’s formal supervision schedule.




Suggestions for Supervision:

-As you move about the school, try to show a positive interest in students’ activities and engage students in friendly conversation.
-The vast majority of situations requiring immediate supervision will need only polite but firm verbal direction. Avoid verbal confrontations with students.
-If you feel the situation warrants the involvement of an administrator, ask the student to accompany you to the office.  If the student refuses and you know who he/ she/they are, come yourself or phone the office.  If you do not know who the student is, try to identify them by means of other students, locker number, license plate, books, physical features, clothing or other salient features.  It is important to provide the administration with a clear description of what happened as soon as possible.  If the administrators are unavailable, have the students wait at the office or arrange a later time for a meeting.  In serious cases, counselors may be called on for assistance.

Library Supervision:  This is at the discretion of the Librarian.  The library will normally be open each morning about 20 minutes prior to the first class.  A Noon Hour Supervisor is usually on duty at lunch.

Gym Supervision:  There must be a supervising teacher present whenever any activities are taking place.  A Noon Hour Supervisor is usually on duty at lunch.

Teacher and Support Staff Absences - LOA:  
If you are planning to take a leave, you need to fill out the leave information online using the ATRIEVE system.  Please provide at least 3 days advance notice for any leave (excluding when you are sick) so administration and HR can approve it.

For unexpected absences, you are responsible for entering your leave online in the ATRIEVE system.  Teachers, be sure to include information about supervision time if pertinent.

Teachers must keep an up-to-date day book, (please have your next day planned before you leave school), seating plan, and must supply up-to-date class lists, etc. for all courses.  TTOC’s rely heavily on this information in addition to instructions for when you are away.  Ensure that any lesson plan is easy to follow and appropriate for the time allotted.  Let office staff know where the TTOC can find all the materials necessary for the day/s.

If you have to leave the building during a Prep period, please inform the front desk secretary of where you can be contacted and sign in/out in the staff sign in book.

Staff Workday Expectations:
The school day is not the workday.  Teachers are expected to be at the school no later than 8:15am each day and leave no earlier than 3:45 each day.  Administration recognized that appointments and urgent issues come up but as a general rule, please try to work the hours listed above.
Support staff are expected to work their regular schedule with appropriate breaks and lunch times.
Course Outlines & Lesson Plans:  A copy of your course outline, dated for the correct school year, must be on file at the Office.  Ensure that every student receives your course outline including an explanation or breakdown of how the students are evaluated.  Evidence of instructional planning is expected from all teachers.  

Reporting:  
Four official report cards will be issued indicating marks for all courses in session at the time.  Also, every student must receive at least one interim progress report for each course.  There will be two scheduled evenings for parent/teacher interviews – tentatively, one in October and one in April.  
All gradebooks and progress reports are to be maintained and produced via the MyEd platform and be “public” so parents can view their child’s progress.

In addition to the report cards and interims, home contact by phone is also required in cases of poor performance and attendance. Parents and First Nation Education Coordinators of LEA students, who miss 3 days, must receive a check in phone call.

Teachers must make a minimum of one student phone call per day.  Be sure to log all parent contacts (calls, emails, in person visits) on MyED under the “Documents” tab.

Staff Meetings: Will be generally on the 2nd Tuesday of each month.  Please be sure to check the planning calendar as it shifts each month depending on holidays and when the P&VP meetings are held. All meetings will start at 3:30pm.  Attendance is mandatory however if circumstances dictate that you cannot attend administration must be advised and give approval.

Discipline Information & Guidelines:  In the office the student file in combination with MyEd hold a body of information about each student’s past educational history.  Teachers are encouraged to review each students’ files as necessary. The student records contain past report cards along, testing information, family history, learning difficulties and discipline infractions.

Suggestions for Classroom Management:
· Be prepared (promptly take attendance, use a daybook to plan each day, have your learning intention(s) displayed, resources for each lesson ready, and use assessment rubrics with students)
· Be business-like (and caring) with regard to lessons
· Know your students by name as soon as possible
· Be courteous and warm with students without being overly familiar
· Use positive language with students 
· If you have a student that will not leave your class (defiance), call administration and take your class away from the area that the student is occupying
· Obtain permission from the parent/guardian before keeping a bus student after school
· At times you may need help with a student in your class (let your administration assist you)
· Statements that might not be fulfilled, should be avoided (such as banning a student from your class –call administration if you need assistance)
· Phone administration promptly if you have a student disobey you or in any way defy you (
· Avoid making students report to the office a routine action.  Repetition will reduce the effect plus your ability to affect the behaviour.  Save office trips for cases of gross insolence or direct disobedience.




Office Numbers:  Williams Lake Campus 250-392-6284 (general inquiries)

	Lake City Secondary

	                                              Jennifer Sterling (Clerical-Front Desk)            221
                                              Curt Levens (Principal)                                    224
                                              Lisa Hutchinson (Clerical – Records)               225
                                              Coralee Lebourdais (Clerical -Financial)          226
                                              Tracey Teixeira (Clerical- Records)                  227
                                              Yvonne Davis (Vice-Principal)                         228
                                              First Nations Language & Support                 232
                                              Dave Julius (Counsellor)                                  233
                                              Jen Caddy (Counsellor)                                   234
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Lake City Secondary acknowledges that our school is located on the unceded territory of the Northern Secwepemc where we are honoured to live, laugh and learn.
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