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CWC Mar Vista Staff Handbook 

1. Student Culture 
CWCMV is committed to the building of a safe and nurturing environment for every 
child.  It is the development of this mutually respectful and caring community that we 
know to be the crucial foundation for developing connected, capable, and 
courageous people who believe they really count. We do this work not only cultivate 
students who can succeed academically, but to create a new generation of world 
citizens that have invaluable leadership, problem-solving, and peacemaking skills.   

With our focus on the social emotional aspects of learning, CWCMV encourages 
students to become aware of their role as essential members of our learning 
community.  As part of this, CWCMV’s approach to social-emotional learning and 
discipline are the crucial ingredients to the development of our larger positive culture.  

We have four community agreements for TK – 5th and these are explained in Section 20: 
Behavior/Discipline. In addition to these each class agrees their own classroom 
expectations as a community.  

Each year the Middle School students develop their own agreements that apply to the 
full community.  

 

2. Staff Culture 

a. Acknowledgements  

We acknowledge that our words and actions are powerful and so we are mindful in 
their use. 
We acknowledge our responsibility in creating the tone for our children. 
We acknowledge and take ownership of our individual contribution to the collective.  
We hold each other and ourselves accountable.  
(Please also see the CWCMV Emotional Intelligence Charter in Appendix A)  
 
b. Meeting Norms  
 

"LOVE" Be present (+ tech free where possible) Relationships and genuine connection 
are at the heart of our work 

"DIVERSE VOICES" Step up, step back 

"PLAY BIG" Be courageous with your contributions 
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"RESULTS FOR KIDS" Place students at the core 

"PERPETUAL DATA" Be prepared to explore, make mistakes + learn 

 
 
 
 
 
 
 
 
3. Staff Expectations 
a. Communication with Staff 
Monday Message: Gillian will send the Monday Message every Friday, prior to the week 
ahead. This details important information for the upcoming week and includes 
calendar dates. It is the staff member’s responsibility to read the Monday Message and 
ask if anything is unclear. 
b. Communication with Parents 
Staff are expected to reply to parent emails within 48 hours, unless it is received during 
school holidays, and then it must be replied to on the first two days back. If you are 
unsure of how to answer a question via email, please seek help from Sharon or John. 
Please cc Sharon (TK – 4th) or John (5th – 7th) into all email communication. Please do not 
respond to parent emails during the evening or on weekends. Please use professional 
judgement with regards to response time.  
 
Please do NOT give your cell number to parents and do not text parents.  
 
If you find you are writing a long reply or finding it difficult to explain something, please 
send a short reply and arrange a face-to-face meeting instead. Please write formal 
emails to parents (Dear Mr/Mrs) and end respectfully (Warm Regards). Please ensure 
you have set-up your signature on your school email. During school vacations, you 
should set-up an out-of-office auto-reply stating the dates of the school vacation. 
 
c. Dress 
The dress code for all staff members is as follows: 

• Smart, but comfortable dress 
• No denim (of any kind) or shorts may be worn 
• Comfortable and task appropriate footwear (no beach flip-flops)  

This excludes PD days. 
• On field trips, staff should wear their CWCMV t-shirt and they may wear 

denim/shorts 
 
 
 
4. School Organization  
 
                        
School Organization 
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a. CWC MV 2018-2019 Team 
 

A copy of the 2018/19 Staff Directory will be shared electronically. 
 
Who to contact for what – please see communication grid in appendix C 
 

b. Bell Schedule 
CWC MV Bell Schedule: 2018-2019 

 
Gateway/Pico 

Campus  
 

Students arrive 
and wait on 
green top 

Start time: Finish time: Early Finish:  

TK/Kinder  8:10 AM 8:25 AM 2:40 PM 12:30 PM 

1st 7:55 AM 8:10 AM 2:55 PM 12:45 PM 

2nd 7:55 AM 8:10 AM 2:55 PM 12:45 PM 

3rd 7:55 AM 8:10 AM 2:55 PM 12:45 PM 

4th 7:55 AM 8:10 AM 3:10 PM 1:05 PM 
 
 

Webster 
Campus  

 

Students arrive 
and wait on 

campus 

All students in 
class  Start time: Finish time: Early Finish:  

5th 7:45 AM 8:00AM  8:05 AM 3:15 PM 1:15 PM 

6th 7:45 AM 8:00AM  8:05 AM 3:22 PM 1:15 PM 

7th 7:45 am 8:00AM  8:05 am 3:22 pm 1:15 pm 

 
 
5. Student Registration – Illuminate Education System 
a.Attendance and Tardies  

All student attendance must be entered onto Illuminate, using a laptop, no later 
than 9:00am every day. Middle school staff must take attendance during the first 5 
minutes of every period.  
 
Students who arrive after the school day has started will be issued with a yellow tardy 
slip. Once a school arrives with a tardy slip they should be marked tardy in Illuminate.   
Please collect tardy slips and return them to the office each day. Lead teachers will be 
required to sign off on the attendance report for their class each month. Keep in mind 
that any error in this sheet may adversely affect the school’s accuracy in reporting 
student attendance to the district. Any changes should be made prior to signing off on 
the monthly attendance report.  
 
Students who return to school after a period of absence are requested to provide a 
letter from their family unless the school has already been informed by 
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email/telephone. Please send any attendance related letters received from families to 
the office as soon as you receive them. Parents should notify the teacher and the main 
office when a student will be absent. Parents can email the teacher and CC the office 
using this email address: attendance@cwcmarvista.org  
 
If a student has been absent for more than three days please ensure that 
attendance@cwcmarvista.org is notified.  
 
b. Independent Study  
On occasion, families may request an independent study. It can be requested for 20 
days maximum. Independent Study must be authorized by the Principal ahead of time. 
Please speak to John or Sharon if a family requests an independent study, and do not 
grant approval of this on behalf of the school. The AP will arrange a meeting for the 
teacher and parents. Please wait until you receive final approval. You will be asked to 
complete some forms on BOX and provide work for the student. Please ensure you 
collect the work from the student within five days of their return and hand it to the office 
so that we can apply for the ADA funding. If a child is sick for an extended period of 
time, please offer the parent the option of independent study and then let the AP know 
so they can set-up a meeting. 
 
6. Office: Rules and Restrictions 
The school main office serves as “shared working space”. Please ensure you check the 
BOX shared folder before asking the office staff.   
 
a. Copiers 
Gateway: There are two copiers. One is located in the upstairs Resource Room and the 
other is in the upstairs Library.  
Ivy: The copier is located in the office.  
Pico Building: The copier is located on the 2nd floor  
 
If any repairs are needed, or toner needs to be replaced, notify 
support@cwcmarvista.org.  Please do not attempt to fix paper jams or any other 
problems on your own. Please also notify the office staff when we are running low on 
paper or ink.  
 
b. Laminator  
The laminator is located in the upstairs Library. It may be used in the classrooms, but 
must be stored in the Library for all staff members to use, as and when they need it.  
 
c. School Email Accounts 
All staff will be provided with a school email along with a temporary password, which 
should be changed as soon as the account can be accessed. Please ensure that you 
check your email at these times: once before school, once during either break or lunch, 
and once after school.  
 
Your school email is not for personal use, but rather for school business and needs to be 
checked on a regular basis. Emails to parents should be addressed and replied to 
within 48 hours. Staff members are not expected to answer any school-related email 
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during weekends and school vacations. Vacation auto message replies should be put 
into operation whenever applicable.  
 
d. Student Cumulative File Access 
The files are safely secured in either the Gateway or Ivy school office due to their highly 
confidential nature. Only office staff has direct access to the files. Any staff member 
wishing to read any cumulative files needs to ask the office staff who will assist them in 
completing the check-in/out log.  
 
e. Maintenance Requests/Removal of Furniture  
All maintenance requests should be sent to support@cwcmarvista.org. Please contact 
the same email address when requesting furniture removal.  
 
 
f. Budgets, Ordering and Reimbursements 
Classroom Budget: New lead teachers are allocated a budget of $500 and existing 
staff are allocated a budget of $400 for the year. The school will provide supplies for the 
first few weeks of school. Additional items can be requested on your Wish List and 
contributed by the parents in your class (see Section 36). 
 
If you do spend money using your classroom budget, please complete a 
Reimbursement Form (on BOX) using the Reimbursement Guidelines (also on BOX) and 
attach the original receipts.  

* Please make sure that you provide itemized receipts. If you order anything 
through an online website (Amazon, Lakeshore, Ikea) these must be delivered to 
the school, do not use your personal home address (as delivery address) as we 
cannot reimburse for school items not delivered to the school.  
 

All reimbursements will be processed on the 20th of each month. The turnaround time to 
process a reimbursement is approximately two weeks.  
 
Ordering: If you feel you need any additional items for your classroom (furniture), please 
speak to John or Sharon. Please note, purchases that do not fall under the teacher 
budget must be approved by the Principal prior to being purchased. 
 
Orders placed through the school accounts (Lakeshore, Amazon etc) should be sent to 
daysi.bautista@cwcmarvista.org. They must include: 

1. The vendor  
2. The name of the item (including a link)  
3. The price 
4. The quantity.  

 
Daysi will respond with in 4 business days to confirming receipt.  
 
 
g. Field Trips: Every grade should go on a minimum of two - three field trips throughout 
the year. The trip should link to the learning taking place in the classroom. Try to select 
places with free admission and try to use the MTA or walking for at least one trip. 
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Teachers should complete a Field Trip Request Form (on BOX), print it out and have it 
signed by John or Sharon. Once approved, please hand the form to Daysi at least six 
weeks ahead of the trip date. A letter explaining the trip and a Field Trip Permission Slip 
(on BOX) must then be sent home to parents. Please remember to ask for parent 
volunteers/chaperones in the letter and send it to families at least two weeks before the 
trip takes place. Guidelines regarding ratios must be adhered to: 

 
Grade: Ratio of Adults to Students: 

TK/K/1st Grade 1 adult to 5 students 
2nd – 7th Grade 1 adult to 10 students 

 
Please note, BIIs must be notified well in advance to ensure they can attend the trip. BIIs 
do not count as an adult and are only responsible for the student they are assigned to. 
 
7. Emergency Preparedness 
Earthquake Kits: The school provides students with an Earthquake Kit. Staff are welcome 
to provide one too, should they wish to. 
 
Fire Drills: Fire drills take place once a month at Gateway. At Ivy Place, we follow the 
Webster schedule. Students at Gateway assemble on the green top and students at Ivy 
assemble on the field. 
 
When the alarm sounds, lead students out of classroom as quickly and quietly as 
possible. The teacher should lead the line at the front and the TA should be at the rear 
of the line. The TA should close the classroom door as you exit the classroom. The 
teacher should bring the emergency backpack and clipboard with attendance sheets 
and green and red colored cards. All classes should gather on the green top in straight 
lines. Once you have arrived, count your students and ensure everyone is present. Then 
hold up the green card and ask your students to sit down and wait in silence. If a 
student is missing, hold up the red card and alert a member of the admin team.  
 
Earthquake Drills: Earthquake drills take place once a month. The dates are set and can 
be found on the calendar. Teachers may choose an appropriate time in their day to 
practice drop, cover (under desks), and hold (crouch with arms over head) with the 
students. 
 
Emergency Preparedness Backpack, Clipboards, and Toilet: In every classroom, there is 
an emergency backpack which contains essentials in the event of an emergency. This 
should be carried outside by the teacher during a fire drill or in the event of a real fire. 
Next to your classroom door, you will also find a clipboard with a class roster, a green 
placard and a red placard. This should also be taken outside in the event of a fire drill or 
emergency. This should also be taken outside in the event of a fire drill or emergency. A 
portable toilet is also provided in every classroom. 
 
Lock-Down: If a lock down is called you will be alerted by the words ‘Lock Down’ 
through your walkie talkie, lock all doors, close all blinds, silence cell phones, gather 
students quietly in a safe location in your classroom, and wait for the all clear. 
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8. Medical Assistance During School Hours 
All staff are first-aid trained and first aid kits can be located around school. Please 
ensure you wear plastic gloves when dealing with blood-borne pathogens and that 
you dispose of soiled items appropriately (in accordance to Blood Borne Pathogen 
Training). 

a. Sending sick children to the office 
If a child is not well, needs an ice pack or other first aid please complete an 
office referral form (BOX), and either escort them or send them with a 
responsible buddy to the office where their temperature will be taken and 
their parent called, if necessary. If a child comes to the office 
unaccompanied by an adult, they will be sent immediately back to the 
classroom. 

b. Administration of Medicine 
If medicine needs to be administered to a child, the parent is responsible for 
taking it to the office and filling out a form. All medicine must be kept in the 
office and not in classrooms. 

c. Head Bumps  
 If a child bumps their head or any part of their face, the parent must be 
contacted immediately. If you have any doubt about what to do, please speak 
to Sharon/John or Gillian, and ask the office to call the parent. An incident report 
must also be completed.  
d.  Injury/incident Reports in Office 
If a child injures themselves mildly, please treat them with the first aid kit in your 
classroom. If the injury is more severe and there is a visible mark or bruise, you 
must contact their parents to let them know what happened. In all cases of 
injury, please fill out an injury report. Injury Reports can be collected from and 
returned to the office. 

 
 
9. Valuables and Toys 
Students are not permitted to bring valuables, toy (including Beyblades and Pokemon 
cards) to school. If a student does bring something valuable into school, please contact 
their parent and inform them of our policy. 
 
Cell Phones 
If a student chooses to bring a cell phone to school they must have a signed permission 
slip and it must be turned off in their backpack.  Students may also leave their phone in 
the office where it will be locked up for them to retrieve at the end of the day.  If a 
student makes the decision to use their cell phone throughout the day, any staff 
member who observes them doing so should immediately confiscate the phone and 
turn it into the office.  Staff members should never keep possession of a student’s phone 
for a prolonged period of time without it being in a locked and secure location. On the 
first infraction, the parent will be contacted and the phone will be returned to the 
student at the end of the day.  If there is a second infraction, the phone will be held in 
the office until a parent or guardian can pick it up. Any additional infractions may result 
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in the student losing the privilege of bringing their phone to school or administration 
applying additional consequences.     

10. Birthdays 
Once a month, teachers in TK – 5th should allocate a 45 minute slot at the end of the 
day, to celebrate the birthdays of students who had their birthday that month. The 
teacher should email the families of these students and invite them to come into the 
classroom and carry out an activity with the class. Please note, in line with our healthy 
food policy, treats are NOT allowed.  
 
11. Professional Development (PD) 
There are 18 school days set aside for Professional Development throughout the school 
year. School also finishes early on Wednesdays to allow for PD and attendance by all 
staff is compulsory. Please do not book personal appointments on Wednesday 
afternoons. A separate PD calendar will be disseminated.  
 
12. Unannounced Visitors and Collecting Students Early 
All visitors are required to enter the building by the main door. They must sign-in and will 
be given a visitor badge to wear. If you see an adult without a visitor badge, please 
escort them to the main office so they may sign-in and collect a visitor badge. If a 
parent needs to collect a child early for an appointment, they should email the teacher 
and the school office. The parent must sign-in and wait at the front desk whilst an office 
assistant comes to the classroom to collect the child. 
 
13. Keys and Alarm 
Every lead teacher will be issued a school key. The school is alarmed. Should you need 
to enter the building outside of school hours, please contact support@cwcmarvista.org.   
 
14. Staff Sickness: If you are unwell and unable to come into school please also send an 
email to timeoff@cwcmarvista.org before 7am. Please enter your time-off in Paycom. 
Lead Teachers – you must arrange your own substitute teacher. You may do this by 
placing an order on Swing. Individual log in details will be shared by email during week 
one.  Please ensure that you have left your sub folder with an attendance sheet, notes 
on your students (especially any SPED notes), a schedule, and worksheets for that day. 
 
If a TA is absent, substitutes will not be provided. Teachers should speak to their grade 
level coordinator and arrange to share the other TAs in their grade level for cover 
during recess and during the day. 
Office Staff – please text Sharon/John and Gillian if you have additional duties such as 
morning valet so that coverage may be provided.  
BII’s – please email the lead teacher that you work with and Janeth Hernandez, Ariel 
Gordon, and Leslie Libaw on the email notification to timeoff@cwcmarvista.org. Janeth 
Hernandez will try and secure a substitute.  
Specialists – Please email the lead teachers that you are working with the day of your 
absence, by 7:00am, to inform them that no class will occur.  
 
Personal Days: To request a personal day, please email timeoff@cwcmarvista.org  for 
approval. Once you receive approval via email, enter the time off request on Paycom.  



   
 

11 
 11 

 
15. Payroll Deadlines (Paycom) 
Please ensure your hours are up to date by visiting www.paycom.com 
Payroll deadline will always be by 4pm. Revisions are due the same day payroll is due - 
by 8pm. Gillian approves next day by 12pm. If you fail to submit payroll on time, you will 
be given a “Formal Notice of Late Time Submission Via Paycom” letter that will be 
signed by Gillian and placed in your employee handbook. This notice will become part 
of your permanent file. Check Appendix B for the Pay Schedule 2018-2019 school year. 
 
16. Lunch Documentation and Protocol 
Only students whose parents have requested a hot lunch are eligible to receive a 
lunch. The office will distribute lists to teachers. Please be sure to check these and 
ensure only students listed receive a lunch. If a child forgets their lunch, please ask the 
office to call home so that a lunch can be brought into school. Staff are NOT allowed to 
take a hot lunch as these are for students only. 
 
17. Extra Snacks for Students 
Students are asked to bring a full water bottle, a snack, and a packed lunch (unless 
they have hot lunch) with them every day. The office has a limited supply of spare 
snacks for students who forget their snack. If a student forgets their snack, please 
collect a snack from the office. Be sure to check the student’s allergies before allowing 
them to eat a snack. If a student continually forgets their snack, please contact their 
parents to let them know. (Please contact Sharon or John if this is a more sensitive issue). 
 
18. Health and Safety (Adults in Restroom) 
Adults are not allowed in the student restrooms unless in the case of an emergency. If 
this is the case, another adult must stand outside the bathroom when the other adult is 
inside. All other students must be cleared out of the bathroom first before any adult can 
enter the bathroom. Please use the adult restrooms at all times. Adult restrooms are 
located next to the main office on the first floor and next to the Library on the second 
floor. 
Ivy Place: 
 
19. Behavior/Discipline 
We have four community agreements which are: 
 

1. We are responsible 
2. We are respectful 
3. We are kind 
4. We are safe 

 
If a child breaks community agreement 1, 2, or 3, the class teacher should ask them to 
complete a refection sheet and give them a logical consequence. The class teacher 
must also inform the parents of both children at pick-up.  
 
If a child intentionally breaks community agreement 4, (hits, punches or bites another 
child), the lead teacher must notify Sharon/John or Gillian and complete a Referral 
Form. They will ask you to explain what happened and inform you as to whether or not 
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you should contact the parent. If the case is extreme, Sharon/John will contact the 
parent. 
 
20. Parent Volunteering in Classrooms 
Parents are invited to volunteer in their child’s class. However, they must have a 
background check clearance before signing up. The office will send you a copy of 
those parents with the necessary clearance.  
Please choose a 15 minute Mystery Reader slot and a 45 minute Parent Helper slot on 
your schedule, toward the end of the day. Use the templates on Box to write in the 
dates selected for Mystery Reader and Parent Helper slots and display this on your 
Parent Communication Board so parents may sign up manually. Please note, parent 
volunteering in classrooms will begin the week of Monday, October 29 and will run until 
week of Monday, June 3.  
 
21. Teaching Associate Hours and Breaks  
Teaching Associates are contracted to work 29 hours per week. The lead and TA should 
work out the hours that best suit supporting the students in the class. TA’s are sometimes 
expected to stay until 4:00pm on Wednesdays. Please note that some TAs will be on 
duty from 3:10 – 3:40pm helping with Swift Pick-Up 
These duties will include their hours so please plan accordingly. During four day weeks, 
TAs will be able to make up hours, but please liaise with them in advance so to be 
respectful of their time. Please ensure that TAs are given a 10 minute break during the 
morning and a 30 minute break for lunch.  
 
22. Morning Care and morning routine  
Morning Care is available to families from 7:30am until class begins. Morning Care takes 
place on the green top and is run by designated TAs.  
 
At 8:10am all lead teachers at Gateway meet their students on the green top. Two 
whistles are blown – one to signal a freeze, and the next to line up. They line up on their 
allocated spot. The grade level assigned to clean campus will remain outside to collect 
trash, set up trash cans and return lost and found.  
 
23. End of Day and After School Program (ASP) 
End of Day:  
TK and K will be dismissed from the blue benches on the green top from 2:40pm – 
2:55pm. 
At 2:55pm, the students for SPU will sit on the blue benches.  
Students not on SPU will line up in orderly lines on the green top with their teacher. 
Parents will be asked to remain behind the orange line until the teacher calls the 
student.  
 
After School Program: ThinkLab runs the After School Program at the picnic tables on 
the green top until 6:00pm. Students must be escorted to ASP fifteen minutes after 
school ends. The office will send out the lists of students who are signed up for 
Enrichment Classes or for the After School Program each day so be sure to check this 
list. If a child is signed up for ASP, the lead teacher should escort the students to the 
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picnic tables 15 minutes after class has ended and sign them in. Once the last child has 
been signed in, the teacher may leave. 
 
24. Homework 
Homework should always be a consolidation or an extension of the learning taken 
place that week. See Homework folder in Box for templates. Homework should be sent 
home in the homework folders provided. A template for the child’s name can be found 
on Box. See calendar for homework start and end dates.  
 
25. Weekly Wrap-Up 
Every week, the lead teacher will email the parents a Weekly Wrap-Up. This will be a 
document that features a brief description of the learning that took place in the various 
subject areas (Literacy, Math, SEL, Inquiry) that week. Each teacher will be responsible 
for writing the section of the area they plan and then their own class section by 4:00pm 
on Friday. Each teacher will also attach approx. four photos from their class to go with 
the Wrap-Up or add them to a FreshSchools gallery. Wrap-ups should be sent through 
FreshSchools. Lead teachers must add the Teacher Associate’s name to the email and 
copy Sharon/John and Gillian Smith into their wrap-ups when they send these to 
parents.  
 
26. School Newsletter 
Every week, the Principal sends families a newsletter. The format for this is as follows: 
 
Week 1: Newsletter 
Week 2: Student newspaper (MS students lead and coordinate articles from different 
grade levels)  
Week 3: Newsletter 
Week 4: Committees Update 
 
27. Technology Policy, Dream Box and Box 
For tech assistance, please email cwcmarvista.it@deltechis.com  
Staff Laptops: All lead teachers and specialists are assigned a laptop, and must sign the 
agreement when receiving their laptop at the beginning of the year. This is for use 
during the year and must be handed in at the end of the year.  
Ipads: Tk-5th classes are assigned iPads for student use. Various apps have been 
downloaded (DreamBox, Raz Kids). It is the lead teachers’ responsibility to complete 
updates of apps on the iPads. iPads should be kept in the locked safe if you have one 
or in an alternative safe place. Teachers should arrange for parents to donate covers to 
protect iPads and donate headphones for student use.  Teachers must supervise 
students on iPads. 
Chrome Books and MacBook Airs: These will be primarily used for assessment and 
testing for students throughout the school. Due to the limited number of laptops 
available, they will be made available in sets of eight to twelve for specific purposes 
such as typing for 3rd to 6th Graders.  
Box: All planning documents, homework, Weekly Wrap-Up and Newsletter folders can 
be found on Box. Teachers’ own planning should also be stored on Box. Please do not 
save any photos or videos on Box as this takes up too much storage. 
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Dream Box: Dream Box is an interactive Math program that students can access on an 
ipad. Lead teachers should build in times when students can use Dreambox. Dreambox 
is also given as part of ongoing math homework. Parents will receive instructions when 
the homework is rolled out. 
Google Classroom: All lead teachers in grades six and above will be required to create 
and maintain a Google Classroom site for each section that they teach.  Given that 
each teacher will teach two cohorts in two different content areas, they will therefore 
have a total of four Google Classroom pages.  Each page must be used to post 
assignments, maintain an online calendar/planner, and to archive important resources 
that students may need to complete activities or inform their learning.  It is important 
that all teachers maintain these elements so that students and parents are receiving a 
consistent experience across the grade level. Any additional uses of Google Classroom 
are optional and should be discussed with the grade level team prior to 
implementation so that all members have the option of maintaining a consistent 
presence. 
28. Family Learning Night 
Family Learning Night is an evening session held at school on Thursday, October 11 from 
5:30pm – 7:00pm when parents can come and hear about our approach to teaching 
various subjects. The sessions include ELA, Math, SEL, Inquiry, and Assessment. Teachers 
lead these sessions and provide parents with an interactive experience. The school 
offers childcare for these events. TAs may run childcare on these, and other evening 
events. 
 
29. Back to School Night 
Back to School Night will be held across two evenings: 
 

Date and Time: Class: 
Tue Aug 28 TK – 4th Grade (Gateway Campus) 

Wed Aug 29 5th – 7th Grade (Ivy campus) 
 

Each teacher will deliver a power point presentation (which can be found on BOX) to 
their parents talking about the curriculum, Inquiry themes, homework, and general 
information about the upcoming year. The Principal will also talk to parents either 
before or after the teacher’s presentation.  
 
30. Hallway and Bathroom Expectations for Students 
Hallways: Hallways are expected to be kept neat and tidy. All students’ backpacks and 
jackets should be hung on the hooks. Students should create a name tag for their hook 
which teachers should laminate and display. A template for this can be found on Box. 
Teachers are expected to ensure hallways are tidy in case of a fire or emergency. 
Students are expected to walk in the hallways at all times. If a member of staff sees a 
child running, they are expected to ask them to walk. Students should line up in the 
hallways silently (with “bubbles” in their mouth). A class should not be allowed to leave 
until everyone is facing forwards and silent. Students should walk in orderly lines 
throughout school. Teachers may wish to allocate line spots for students. 
Student Restrooms: Students are expected to use the restroom with a buddy who waits 
outside while the student uses the restroom. The teacher must give the students a 
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restroom pass to take with them and return. Students are expected to use the restroom 
appropriately. Loud voices, throwing toilet paper and general misbehavior is not 
tolerated. If a teacher hears this coming from the restroom, they are expected to 
remind students of the appropriate behavior. If a child cannot behave appropriately, 
they lose their right to use the restroom with a buddy. The teacher should ask the TA to 
escort them to the restroom and wait outside until they have finished. 
 
31. Journals and Binders 
At CWC MV, we have high expectations for work produced by the students. All work 
should be dated and should have a title. The date and title should be written by the 
students or by the teacher, depending on the age of the child. Please do not allow 
students to scribble or doodle on the front of journals. All teachers are issued with black 
Writer’s Workshop pens and these should be used for WW only. All work should be kept 
in the following places and kept in school: 
 
 

 TK  K 1st 2nd 
Math #Math Folders #Math Folders #Math Folders #Math 

Folders 
WW #WW Folders #WW Folders #WW Folders #WW 

Journals 
SEL #SEL Folder #SEL Folder #SEL Folder #SEL Folder 

Inquiry/ 
Science 

#Inquiry/ 
Science Folder 

#Inquiry/Science 
Folder 

#Inquiry/ 
Science Folder 

#Inquiry/ 
Science 
Folder 

 

 

 3rd 4th 5th 6th/7th  
Math #Math Folders #Math Folders #Math Folders #Math Folders 

Writer’s 
Worksho

p 

#WW Journals #WW Journals #WW Journals #WW Journals 

SEL #SEL Folder #SEL Folder #SEL Folder #SEL Folder 
Inquiry/ 
Science 

#Inquiry/Scienc
e Notebooks 

#Inquiry/Scienc
e Notebooks 

#Inquiry/Scienc
e Notebooks 

#Inquiry/Scienc
e Notebooks 

 
32. Specialist Lessons 
CWC MV employs specialist teachers for Art, Music, PE, and Spanish. Expectations for 
student behavior should be as high as it is during lessons with the lead teacher. Where 
possible the TA must be present during all specialist lessons. The lead teacher may use 
the time as prep time. However, lead teachers are expected to stay in the class for the 
first few weeks in order to help establish the same high expectations. 
 
33. Behavior Intervention Instructor (BII) 
A number of students have BIIs. The BII’s sole responsibility is for the student in their care. 
They must not be asked to cover recess or the class at any time. It is the responsibility of 



   
 

16 
 16 

the lead teacher to establish a relationship with the child and set work for them, as with 
any other student.  
 
34. Recess, Snack, Lunch 
Recess takes place on the green top. All classes have a 20 minute slot for recess and 
snack, and 40 minutes for lunch and recess. The green top is split into five zones. Zone 2 
is reserved for PE.  The picnic tables are to be used for snack and lunch. The picnic 
tables are also allocated to specific classes.  
 
For the first few weeks of school lead teachers are asked to line their class up inside their 
classroom and then walk their class to the picnic tables or zone. They should also meet 
their class on the green top at the end of recess and walk them back into the 
classroom, with the TA. This is to help establish and maintain high expectations. Please 
remember, students should walk in orderly lines to and from recess. When they enter the 
building, they should be silent (“bubbles” in their mouth). Classes will stay in their own 
zone for the first few days of school. Then, students will be allowed to choose which 
zone they want to play in. The TA should take the first aid kit, tambourine (used to signal 
tidy up time at tables) and a whistle outside on duty. Should any major incidents arise 
(head bumps, fighting), please communicate with the office using an office referral 
form. 
 
Indoor Recess: Sometimes, classes must stay indoors due to the heat or rain. In these 
cases, please do NOT show movies. Students should be given time to eat their snack or 
lunch and then choose activities such as drawing, reading, Lego, etc. As a movement 
activity, staff may use Go Noodle. If you don’t have a TA and it is an indoor recess, 
please ask another teacher if you can borrow their TA to cover your class at another 
time to ensure you get a break. 
 
35. Wish Lists and Supplies 
The school has purchased the following supplies for every class for the first few weeks of 
school: 
 
Staples 
Dry erase markers (6 assorted colors) 
Dry erase eraser 
Colored markers (pack of 24) 
Flair pens for Writer’s Workshop (pack 
of 24) 
TK and K Ticonderoga writing pencils 
(pack of 24) 
1st – 5th Writing pencils (pack of 48) 
Clear scotch tape (1 roll each) 
Black ball point pens (12 pack) 
Adult Scissors (new staff only) 

Erasers (pack of 3) 
Sharpener (hand held) 
Coloring pencils (pack of 50) 
Construction paper (pack of 50) 
Post-it notes 
Glue sticks (pack of 6) 
Name labels (pack of 200) 
Highlighters (6 pack) 
Blank copy paper (1 pack) 
Paper clips (100) 
Clorox wipes (1 tub) 
Stapler (new staff only) 

 
During the first few weeks of school, every teacher will compile a Wish List comprising of 
items necessary for the school year. This should be made available on a Google doc 
and emailed to parents. Parents will sign up for items and the students will bring them in. 
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Suggestions for Wish List items can be found below. Teachers should liaise with John or 
Sharon should they need any additional supplies throughout the school year. Please be 
aware of not continually asking the parents for items. 
 

Suggestions for Wish List Items 
Chart paper 
Box of blank copy paper 
Class set of whiteboards 
Class set of dry erase pens 
Class set of dry erase erasers 
Additional writing pencils 
Additional coloring pencils 
Additional markers 
Crayons 
Class set of scissors 
Clorox wipes 
3 hole hole punch (if needed) 

Electric sharpener 
Board games for classroom 
Box of Lego 
Pack of cards 
UNO 
Additional glue sticks/squeezy glue 
Additional rolls of scotch tape 
Additional construction paper 
Additional erasers 
Plastic bags – various sizes 
Paper towels 
Manila folders  
Fans 

 
 
Using your classroom budget you may wish to purchase additional books for your class 
library, speakers for use with your laptop, additional storage boxes, pencil pots for 
student use, material for display boards, or cushions. 
 
 
36. Curriculum and Planning Documents 
Teachers should find all of their curriculum in their classroom. If you are missing any 
items, please speak to your Grade Level Lead. Pacing guides have been written for SEL, 
Writer’s Workshop, Reader’s Workshop, Math, Grammar, and Phonics. These can be 
found on Box.  
Weekly planners should be completed and saved on Box. 
 
37. Assessment Calendar 
We will share with you the final document during the first week of school.  
 
38. Parent committees, Room Parents, and Principal’s Council 
Parent Committees: CWC MV has an active parent group. There are various groups 
including Fundraising, Facilities, Room Parents, and many more. 
Room Parents: Room Parents are parent volunteers from your class who help to organize 
play dates, coffee mornings, socials, etc, with the parents in the class. Room Parents 
attend trimester meetings with the Principal, and will help organize teachers organize 
cleaning of tables, donating supplies for wish lists, etc. 
Principal’s Council: This is a group comprised of the Principal, staff members and all the 
Committee Chairs. The group meets once a month to discuss school related issues. 
Minutes will be sent out to staff members. All members of the school community are 
welcome to attend the meetings which take place from 4:30 – 6:30pm, with one each 
trimester being from 6:30-8:30pm. 
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39. Cleaning 
This year, we are introducing the Clean Campus initiative. Each day, a class will be 
responsible for tidying up the green top as part of their Morning Meeting. Norma is also 
contracted to come into school during school hours. She will clean the carpets, floor 
area, and tables. We also have a cleaning crew that work 2-3 evenings each week.  
 
40. Alerting Staff 
There are three triangles located in every classroom. If you have an emergency 
situation, either use your walkie-talkie or your triangles.  
 
If the situation is extreme, say your name and location over the walkie-talkie. A member 
of admin will reply ‘copy’ and come straight to you.  
 
Gateway: send triangles to the office or one of the other classrooms 
Pico House: send triangle to one of the SPED offices 
Pico Building: send triangle to one of the other classrooms or admin office 
 
If the situation is less extreme, use your triangles. Send a child with a triangle to the 
office or to the nearest classroom and use the colors as follows: 
 

Color of Triangle: Person’s Message: 
Red  

(send student to office) 
Blood/Vomit. Life Threatening. Call 911 

immediately. 
Orange 

(send student to office) 
Serious situation. I am alone. Come to assist 

immediately. 
Green 

(send to nearest classroom) 
I am alone. Come as soon as you can to offer 

assistance. 
 
41. Allergies 
There are students and staff with various allergies in our school. The office will inform you 
of any allergies your students may have. Epipens and medication must be kept in the 
office and should be taken on field trips. We are a 100% nut-free school. If another child 
brings nuts or an item of food, which contains nuts, please remove the item and explain 
why to the child. Either contact the parent (if the child is in your class) or ask the child’s 
teacher to contact the parent and explain our policy. 
 
42. Pet Policy 
Pets are not allowed on campus.  Certain pets can trigger an allergic reaction in 
some of our children as well as pose a threat to student safety. Additionally, LAUSD 
does not permit dogs on any campus. 
 
43. Morning Drop-Off, Classroom Doors Open, and Swift Pick-Up (SPU) 
Gateway Morning Drop-Off: Students may be dropped off valet style outside the front of 
school from 7:45am onwards every morning. Administrators, parent volunteers and TAs 
will meet the students and ensure they walk to the green top where they will wait. At 
8:10am, all teachers should arrive on the green top and meet their class. They should 
then walk them into the building ready to start school. 
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Ivy Place Drop-Off: There is no valet at Ivy. Parents can either drop in the loading area 
or park and walk to the gate. A maximum of 20 parents are allowed on campus and an 
office associate will track this.  
 
Gateway Swift Pick-Up: In order to reduce the amount of people in the building, 
students are sent home using a valet system called Swift Pick-Up. Each class has 
mandatory days when they must be picked up using SPU. Administrators, teachers, and 
TAs help run SPU. SPU runs from 3:00 – 3:30pm Mon, Tue, Thu and Fri, and from 1:00 – 
1:20pm on Wednesdays.  
 

Grade  
Mandatory Swift Pick Up Days  

Monday  Tuesday  Wednesday  Thursday  Friday  
TK/K      
1st      x 
2nd     x  
3rd   x   
4th  x x    

x = mandatory day  
 
46. Library 
At Gateway, the school’s Library is located on the second floor. There is a schedule for 
when each class may use the Library. Each class usually has one forty minute slot, once 
a week. You should send half the class for the first 20 minutes and the second half for 
the last 20 minutes. Students may NOT take the library books home. They should keep 
them in their classroom. Please do not borrow books unless they have been scanned 
out and do not use the Library unless there is an available slot. Please do not eat or 
drink in the Library. 
 
Ivy has a library located in the music room.  
 
47. Recycling and Green Issues 
There are recycling bins on the green top and the students are asked to recycle and 
compost their items after snack and lunch. Staff is asked to encourage this. There are 
also recycling bins for paper in every classroom. Please encourage students to use 
scrap paper for drawing and please limit the amount of copying done. Teachers must 
ensure that lights, AC uits and fans are turned off every night when they leave their 
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classroom and that windows are closed. If there is a class using your room when you 
leave, please ask the teacher responsible to ensure all lights and fans are off, and 
windows are closed. 
 
48. Issues of Heat 
We use a heat index to gauge when it is too hot to be outside. 
AC Units: All classrooms will have AC units fitted. Please ensure all doors and windows 
are closed when these are in use to maximize circulation of cool air. Please ensure 
these are also switched off when students leave the classroom. Please email 
support@cwcmarvista.org AC unit does not work. 
Fans: There are a number of fans in classrooms. If you need additional fans, please 
speak to your Room Parent. 
Walking Recess: sometimes a walking recess is necessary. Other times, the student must 
stay indoors. Please do not show movies during these times. Allow the students Choice 
Time instead.  
 
49. Calendar and Whole School Events 
Calendar: The school events will be shared with you via FreshSchools. This will be 
downloaded as a Google calendar and should be checked weekly.  If you book any 
field trips or special events, please inform Claire Butterworth so she can add these. In 
addition, all staff should add the time off google calendar so that they are aware of 
absences.  
 
Whole School Events: Various whole school events will take place throughout the year 
and activities will be planned with Grade Level Leads so that they are age-appropriate. 
See calendar for dates of these events. 
 
50. Use of Parish Hall and PA System 
Parish Hall: The Parish Hall is a space that the school shares with the church. Therefore, it 
is not always available for the school to use. If you would like to use the Parish Hall for an 
event, please speak to Sharon or Gillian at least two weeks in advance. It is the 
responsibility of the staff member to collect the key from Victor, open up the Parish Hall, 
and set-out the chairs/tables. As soon as the event is finished, it is the staff member’s 
responsibility to put the Parish Hall back as you found it, with the tables in banquet style, 
turn off all lights, lock the doors and return the key to Victor before you leave.  
PA System: The school has a PA system that can be used for events. If you would like to 
use the PA System, please speak to Victor, at least one week ahead of time.  
 
51. Reports to Parents and Parent-Teacher Conferences 
Reports to Parents: Parents receive two written reports each year (Dec and Jun). 
Teachers will be allocated some release time during PD to write their reports, but they 
will not be allocated a release day, in line with Regional Policy. 
Parent-Teacher Conferences: There are two Parent-Teacher Conferences throughout 
the year and school is closed for students on these days. Conferences on Wednesday, 
October 24 are 15 minutes long, and should be focused on Social Emotional Learning 
and settling in. Conferences on Wednesday, March 21 are 15 minute learning focused 
conferences that are designed for the parent and teacher to discuss the child’s 
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progress and targets for development. Teachers create sign-ups for these using Sign-Up 
Genius. 
 
52. Lunch Venue for Staff and Refrigerator 
Staff may eat their lunch in the staff lounge, but please be aware that voices do carry. 
There is a microwave and refigerator provided. Please feel free to use these, but note 
that these will be cleaned out periodically. You will be notified well in advance of 
refrigerator clean outs. 
 
53. Cell Phone Use 
Please remember to modeling ‘mindful use of technology’ at school. During the 
working day, cell phones should be kept on silent mode and in personal bags, out of 
students’ sight and reach. They may be used during staff members’ breaks. In an 
emergency, phones do not have to be left on silent, but staff should step outside of the 
classroom to make or receive any calls.  
 
54. Parking 
The school only has a certain number of parking spots in the church lot. Spots are 
assigned to lead teachers. We ask TAs and BIIs to find street parking, but not on Colby 
please.  
 
55.Student Council 
There will be a student council at both campuses. John will lead the Ivy Place council. It 
will consist of a President and Vice-President. Sharon will lead the council at Gateway. It 
will consist of one rep from each class in 2nd – 4th. The councils will work together on 
initiatives.  
 

54. Assemblies 
Assemblies will take place on Tuesdays and they will be led by Sharon/John/Michelle  or 
Gillian. Please remind students of the expectations for sitting still and listening. All leads, 
BIIs and TAs are expected to attend assemblies and support with behavior 
expectations. 
 

55. Professional Norms 
As professionals, we adhere to the following: 

- Commit to being on time  
- Communicating in advance, arranging a sub, and providing a sub folder when 

you are absent 
 

56. Retention, G and T, and Promotion 
If a teacher believes a student should be retained/promoted, they should speak to the 
AP immediately after winter break. Documentation should be gathered and a meeting 
with the parent and AP arranged. A final decision will be made by the school during 
Spring Break. 
If a parent asks for their child to be tested for Gifted and Talented, the teacher must 
inform the AP in January. CWC only enters students in 3rd grade and above for G and T 
testing. 
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Appendices 
Appendix A 

 
STAFF EMOTIONAL INTELLIGENCE CHARTER: CWCMV  
 
1. What is our optimum Emotional Intelligence climate? 
 
We are grounded in the notion that we are one team, and that our own individual 
work contributes to, and is integral to the larger collective, all working towards 
fulfilling one shared mission. Examples of the ‘collective’ can include different 
grade level teams, other school site operational teams, CWC schools, the CWCS 
network, LAUSD, the neighborhood, and the greater society as a whole.  
 
Our ideal climate will be one, which assumes good intent, especially with other 
team members that may not be working in the same physical environment as 
ourselves. There will be a clear articulation of roles and responsibilities, (and 
corresponding support networks), at every level within our organization, with 
designated times of frequent and open communication between stakeholders. 
All members of our team will operate with an unbiased and reflective mindset.  
 
We prioritize self-care and co-create our optimum environment by fostering 
connections, giving and receiving professional support, and engaging in 
productive and challenging work. Our environment will be one, which promotes 
a sense of empathy, an understanding for others, and a respect for differing 
opinions and personalities. We will make time to celebrate and acknowledge our 
successes, observe our own practices, and create opportunities for connections. 
We will maintain a safe space to express our opinions without judgment, and do 
our best to create and sustain a friendly, optimistic climate where we feel a sense 
of belonging and joy.  
 
2. How can we support one another in order to create and sustain this climate? 
 
We acknowledge the power of our words and actions. We recognize the 
responsibility of taking care of ourselves as our first priority. We will prioritize rest, 
eating, mindfulness, and our sustaining connections with loved ones. We will 
practice gratitude, and notice and celebrate success.  
 
Understanding that all humans experience emotions, we will maintain an 
emotionally balanced environment by recognizing the emotions in others, and 
remaining judgment-free.  
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We will support one another in creating and maintaining this environment by 
observing; understanding and appreciating different work styles. We will check in 
with our colleagues and offer support when they need it. We will facilitate 
opportunities to collaborate between different team members. We will respect 
other’s time; keep meetings as scheduled, and offer reasons if plans must change. 
We will be held accountable for our actions and follow through on tasks.   
 
3. How do we navigate challenges when we are in conflict with one another?  
 
We will assume good intent and stay present in all situations. We will consider the 
perspective of others, and give space for others to express their needs and 
feelings during any challenging conversation.  
 
When we are experiencing conflict with someone within our school site 
environment, we will use the following: 
 
1. Take 24 hours to think through issue, or seek advice from the Leadership Team 

(LT).  
2. Schedule a time to speak in person, rather than via email or text. Use the 

Conversation Framework outlined below. 
3. If we feel uncomfortable speaking to the person alone, we will ask a member 

of the LT to join. 
4. Actively listen throughout any conversation. 
5. Use this framework: 
6. Person A: Use an I Statement. A useful prompt to begin might be: ”The story I 

am spinning is…” 
7. Person B: Shares their understanding of the I Statement said by Person A: “I 

heard you say….”. Person B then says their I Statement. 
8. Person A: Shares their understanding of the I Statement said by Person B. 
9. Repeat until both people have said everything they need to. 
10. Brainstorm solutions. Choose one idea that both feel comfortable with. 
11. Make a plan of action. Set a time to follow up.  
 
When we are experiencing conflict with someone out with our school site, we will:  

• (If we feel comfortable) contact Gillian, and talk through the situation, and 
draft a conversation that we will carry out with the person.  

• (If we don’t feel comfortable contacting Gillian), contact a member of the 
leadership team (as above), and draft a plan that we will carry out with the 
person. 
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Appendix B – Payroll 
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Appendix C 

CHECK DATE Begin Period End Period Begin Period End Period DUE TO DAYSI
APPROVED BY 

GILLIAN
8/15/18 8/1/18 8/15/18 7/25/18 8/8/18 8/8/18 8/9/18
8/31/18 8/16/18 8/31/18 8/9/18 8/24/18 8/24/18 8/25/18
9/14/18 9/1/18 9/15/18 8/25/18 9/8/18 9/7/18* 9/8/18
9/28/18 9/16/18 9/30/18 9/9/18 9/23/18 9/21/18* 9/22/18

10/15/18 10/1/18 10/15/18 9/24/18 10/8/18 10/8/18 10/9/18
10/31/18 10/16/18 10/31/18 10/9/18 10/24/18 10/24/18 10/25/18
11/15/18 11/1/18 11/15/18 10/25/18 11/8/18 11/8/18 11/9/18
11/30/18 11/16/18 11/30/18 11/9/18 11/24/18 11/23/18 11/24/18
12/14/18 12/1/18 12/15/18 11/25/18 12/8/18 12/7/18* 12/8/18
12/31/18 12/16/18 12/31/18 12/9/18 12/23/18 12/21/18* 12/22/18
1/15/19 1/1/19 1/15/19 12/24/18 1/8/19 1/8/19 1/9/19
1/31/19 1/16/19 1/31/19 1/9/19 1/24/19 1/24/19 1/25/19
2/15/19 2/1/19 2/15/19 1/25/19 2/8/19 2/8/19 2/9/19
2/28/19 2/16/19 2/28/19 2/9/19 2/24/19 2/22/19* 2/23/19
3/15/19 3/1/19 3/15/19 2/25/19 3/8/19 3/8/19 3/9/19
3/29/19 3/16/19 3/31/19 3/9/19 3/24/19 3/22/19* 3/23/19
4/15/19 4/1/19 4/15/19 3/25/19 4/8/19 4/8/19* 4/9/19
4/30/19 4/16/19 4/30/19 4/9/19 4/23/19 4/23/19* 4/24/19
5/15/19 5/1/19 5/15/19 4/24/19 5/8/19 5/8/19 5/9/19
5/31/19 5/16/19 5/31/19 5/9/19 5/23/19 5/23/19* 5/24/19
6/14/19 6/1/19 6/15/19 5/24/19 6/8/19 6/7/19* 6/8/19
6/28/19 6/16/19 6/30/19 6/9/19 6/30/19 6/28/19* 6/30/19

SALARY HOURLY

IMPORTANT INFORMATION:
Payroll is due by 4pm. Daysi will check timesheet for errors and email you directly, corrections are due by 8pm. 
Gillian Smith always approves timesheets next day by 12pm (noon). 

CWC MAR VISTA 
SEMI-MONTHLY PAY SCHEDULE 2018-2019

* Denotes a holiday or end date falling on weekend, in those instances payroll is due on Friday before end of day
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Communication grid  

 

For support with… Email 

To let us know you are out sick, or 
to request time off. 

timeoff@cwcmarvista.org  

Forward parent notices of absence, 
tardiness, early pickups 

attendance@cwcmarvistsa.org  

Elementary program questions  
Professional development  

sharon.cox@cwcmarvista.org  

Middle school program questions  john.resendez@cwcmarvista.org  

Assessment  john.resendez@cwcmarvista.org  

Concerns  
Principal’s council  
Committees 

gillian.smith@cwcmarvista.org  

Maintenance requests 
Copier problems 
Furniture requests 
Website updates or questions 
After-hours access to school  

support@cwcmarvista.org  

Questions about Illuminate 
Attendance 
If a child has been absent for 3+ 
consecutive days 
Independent study  
Attendance roster for sub 
 
 

datacoordinator@cwcmarvista.org  
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Lunch orders and applications lunch@cwcmarvista.org  

Orders 
Reimbursement 
Field Trips  

businesscoordinator@cwcmarvista.org  

Volunteer Clearance 
Tours 

communitycoordinator@cwcmarvista.org   

After school  thinklabafterschool@gmail.com 
 
 

IT issues  cwcmarvista.it@deltechis.com 
 
 

IEP/504 questions  RSP case manager  

Leadership - Principal, Co-
Principals, SEL Director 

leadership@cwcmarvista.org  

Group Emails   

Who  Email  

All Staff  allstaff@cwcmarvista.org  

Lead Teachers (inc specialists and 
RSP teachers)  

leadteachers@cwcmarvista.org   

TAs ta@cwcmarvista.org  

Special Education - all RSPs, BIIs, 
Counselors, etc. 

sped@cwcmarvista.org  

Specialists - Art, Music, PE specialists@cwcmarvista.org  

Ivy Place All Staff (All Lead 
teachers, TAs, Office Staff and 
Admin for Ivy Place) 

ivyplaceallstaff@cwcmarvista.org  

Leadership - Principal, Co-
Principals, SEL Director 

leadership@cwcmarvista.org  
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