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PREFACE 

 
 

This staff manual is designed to provide guidance in understanding the mission and policies of 
the Monroe Technology Center and to ensure smooth and efficient operation.  As a teacher, you 
are responsible for the careful study and implementation of policies and procedures contained in 
this manual.  
 
The manual has been developed to be as comprehensive as possible.  Other matters will be 
discussed during administrative faculty meetings or by special announcements.  If there are any 
regulations or procedures that any staff member does not fully understand, please bring them to 
the attention of the administration. 
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CHAPTER I  
MISSION AND GOAL STATEMENTS WITH BRIEF HISTORY 

 
 The staff of Monroe Technology Center strongly believes in, and supports, Career and 
Technical Education.  Monroe Technology Center uses the VDOE curriculum which is also in 
compliance with existing industry standards.  We will strive to instill in our students, a respect of 
self, a conviction in a strong work ethic, and a commitment to lifelong learning. We believe that 
all students should have the opportunity to reach their full potential and grow to become 
productive members of the society. 
 
 In accordance with the mission of Monroe Technology Center, these goals are set forth: 
 

1. Provide opportunities for individuals to discover and to develop their career and technical 
interests and abilities by: 

a. working with high school counselors to allow a student to tailor his/her schedule to take 
career and technical courses and the required courses in the new Standards of 
Accreditation; 

b. coordinating instructional training at Monroe Technology Center with county career and 
technical exploratory programs and available post-secondary programs. 

 
2. Provide career preparation by: 

a. offering a career and technical education program that incorporates into its instructional 
program the most relevant, realistic and meaningful experience available for individuals 
retraining, upgrading or preparing to enter the work force; 

b. having a career and highly technical educational program that prepares students for 
both college and a gainful employment; 

c. working with employees to redesign our programs to meet industry requirements. 
 

3. Provide for the total growth of the individual by: 
a. offering programs which encourage students to think logically, critically and creatively; 

to express thoughts clearly and concisely; and to read and listen with comprehension; 
b. showing, by example, consideration for one’s self and mutual respect and cooperation 

among the students, faculty and community; 
c. encouraging students to develop a favorable self-concept, realizing both strengths and 

weaknesses in order to achieve success in the world of work. 
 

4. Prepare students to become meaningful members of society by: 
a. developing leadership and social skills through instruction and participation in national 

student organizations; 
b. encouraging students to stay current in their field through further training and 

membership in professional organizations; 
c. assisting students in developing a sense of moral responsibility to one’s self and 

society; 
d. helping students recognize their rights and duties as responsible citizens of a 

democratic society; 
e. developing an appreciation of the world’s various nationalities and ethnic groups and 

their contributions to the culture of the United States and the world community. 
 

5. Provide adequate instruction, facilities and equipment by: 
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a. ensuring that the instruction, facilities and equipment are based upon the skills, 
knowledge and understanding required in the career for which it is provided; 

b. offering programs that are relevant to the career for which the students are being 
trained, including hands-on experience with state-of-the-art equipment; 

c. designing curriculum that reflects the industry standards in technology; 
d. ensuring that the faculty is competent in departmental technologies as well as 

technologies in classroom management; 
e. ensuring that telecommunications are current and available to faculty and students; 

 
6. Maximize community resources by: 

a. understanding that the value of the programs is in direct relation to the stability of the 
economy and the supply and demand of the labor force; 

b. implementing programs that anticipate changes in society and the needs of business 
and industry; 

c. cooperating with educators, local advisory boards and the business-industrial 
community to insure implementation of a balanced, well-organized and effective 
program of learning; 

d. developing an awareness of the role of career and technical education in the 
community; 

e. including community members in Monroe Technology Center’s advisory committees. 
 

7. Increase public and student awareness of MTC programs by: 
a. diversifying student recruitment techniques; 
b. increasing program informational resources; 
c. involving community members and parents on School Improvement and Advisory 

Committees. 
   

HISTORY 
 
 The planning for the Charles S. Monroe Technology Center (MTC) began in 1973 under 
the leadership of Superintendent of Schools, Robert E. Butt; Assistant Superintendent, Harry E. 
Bibb; and Director of Vocational and Adult Education, Peter A. Fulcer. The Loudoun County 
Vocational Education Advisory Council, the vocational education teachers, and representatives 
of many businesses and industries lent emphasis to the project. 
 
 The objective of the technology center was, and still is, to provide a centrally located 
facility that will provide a wide diversity of career opportunities for the youth and adult community 
of Loudoun County.  The facility was designed to serve as an extension of the comprehensive 
high schools in the county, enabling each student to maintain a balance of academic and 
career/technical education.  The student spends a full day, every other day at MTC, and the 
alternate day at the home school with transportation provided between the schools. 
 
 Financed by a local school bond issue in April 1973, the Monroe Technology Center was 
designed by the architectural firm of Musolino & Hunton of Falls Church, Virginia.  Bids were 
received for construction of the project on February 18, 1976, and the building contract awarded 
on March 3, 1976, to L. F. Jennings, Inc. for $2,231,200.  The total cost of the Technology 
Center, including building and equipment, was in excess of $3.2 million. 
 
 Monroe Technology Center, located in Leesburg, Virginia, is situated on a 10-acre tract 
easily accessible from all areas of the county.  The building covers 81,408 square feet and 
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houses twenty-three different instructional programs. The first students entered the Center on 
September 6, 1977, under the supervision of Principal Michael A. Megeath. 
 
 The name, Charles S. Monroe Technology Center, was chosen to honor Mr. Charles S. 
Monroe, who was a life-long resident of Loudoun County, and who devoted his entire life to the 
educational system in Loudoun County.  Mr. Monroe graduated from Round Hill High School and 
went on to receive his Bachelor’s degree from Virginia Polytechnic Institute and his Master’s 
degree from George Washington University.  After teaching in Loudoun County for four years, he 
was principal of Ashburn High and Elementary school for seven years and principal of Leesburg 
High and Elementary school for thirty-one years.  During his service as principal of various 
schools in Loudoun County, he was president of the Northern Virginia Principals’ conference and 
served two terms as president of the Loudoun County Education Association. 
 
 After Mr. Monroe’s retirement from the educational system in Loudoun County, he 
continued his work in the field of education.  He supervised practice teaching for George Mason 
University and was a charter member of Northern Virginia Community College Board.  Mr. 
Monroe served as vice-president of the Northern Virginia Community College Board and 
Chairman of the Building and Sites Committee for the Northern Virginia Community College 
Board. 
 
Monroe Technology Center has been under the leadership of Mr. Wagner Grier since 2002. It 
currently offers approximately 500 students career choices in 26 different program areas, 13 
Industry Certifications and 5 areas for dual enrolled college credit opportunity.   
 
Monroe Technology Center also received the Loudoun Governor’s Career and Technical 
Academy on July 16, 2008.  The Virginia Board of Education approved plans to establish a 
Governor’s Career and Technical Academy at the Monroe Technology Center.   
 
The Loudoun Governor’s Career and Technical Academy is a center for science, technology, 
engineering and mathematics (STEM). The goal of the designated program areas is to assure 
that students graduating from the academy acquire STEM literacy, skills and credentials 
preparing them for high-demand, high wage  and high skill careers. The Governor’s Career and 
Technical Academy at MTC serves about 125 students and was inaugurated during the 2008-
2009 school year. 
 
The Loudoun Governor’s Career and Technical Academy will focus on four career clusters and 
five pathway initiatives aligned with regional and state work force demands. The four specific 
career cluster areas are: Agriculture, Food, and Natural Resources with a pathway in Plant 
Systems; Health Sciences with pathways in Diagnostic Services and Therapeutic Services; 
Science, Technology, Engineering, and Mathematics with a pathway in Engineering Technology; 
and Transportation, Distribution and Logistics with a pathway in Facility and Mobile Equipment 
Maintenance. 
 
The Loudoun Governor’s Career and Technical Academy is the first academy of its type to be 
created without grant funding from the state of Virginia. The Claude Moore Charitable 
Foundation will provide $150,000.00 of support to new academy programs.  
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CHAPTER 2 
ORGANIZATION AND ADMINISTRATION 

 
STATEMENT OF PURPOSE 
Chapter 2 presents an overview of the organization and administration related to Monroe 
Technology Center.  In addition it contains policies and guides for teachers as they relate to 
overall effectiveness.  Copies of the Loudoun County Public Schools Policy & Regulations are 
available for review from a member of the MTC administration.  
 
OA-1   ADMINISTRATIVE RESPONSIBILITIES 
The following responsibilities are listed to serve as a guide to teachers/staff when they need to 
discuss a certain issue or have questions. Please note that responsibilities may change as needed. 
 

PRINCIPAL 
Advisory committees 
Annual report 
Budget finances 
Curriculum & Instruction 
Disciplinary Appeals 
Donations 
Evaluations/Observations 
Grants 
Threat Assessment 
Insurance 
Interviews/Hiring 
Loudoun Career & Technical 
Education Foundation/house 
building project 
Newsletter Assistance 
Professional/Staff Development 
Public relations 
School-business partnerships 
Teacher recertification 
Walk-Throughs 
Workman’s compensation 
 

ASSISTANT PRINCIPAL 
AP High School Contact 
Attendance/Tardy 
Curriculum & Instruction 
Custodians 
Equipment Inventory 
Employee Leave requests 
Evaluations/Observations 
Field trip Request 
Fire drills/Emergency Response 
Hazardous waste 
Industry Certifications 
Key distribution/inventory 
Lockers 
Maintenance 
Office Automation Coordinator 
Principal’s Designee 
Professional/Staff development 
Student Discipline 
Student Organizations 

Substitutes/Emergency Daily Sub-
plans/Sub sign-in sheet 
Textbooks  
Threat Assessment 
Transportation/Vehicles/Fleet 
Walk-Throughs 
 
PLACEMENT COORDINATOR  
Adult registration/day classes 
Advisory committees 
Attendance/Tardy 
Career Center Collaboration 
CTE Open House 
Course Selection 
Curriculum & Instruction 
Dual Enrollment Agreements 
Employer Recruitment 
Job board posting 
Master Scheduling 
Newsletter assistance 
Professional/Staff Development 
School-to-Work transition 
Special Education contact 
Student application & selection 
Student enrollment 
Student internship program 
Student Placement 
Student Recruitment 
Student work study program 
Teacher Observations 
Walk-Throughs 
Work-based training 
 

SCHOOL COUNSELOR 
Career Center Collaboration 
Grading/Interim process 
School Counselor Liaison 
Middle School Outreach 
National Technical Honor Society 
Peer Mediation  
Post-Secondary Contact 
Public Relations 
Scholarships 
School visits 

School-to-Work transition 
Student and group consultation 
Student Counseling 
Student Recognition (9 weeks) 
Student recruitment 
Student shadowing, tours, & visits 
 
SAFETY & SECURITY 
SPECIALIST 
Attendance follow-up 
Cafeteria Monitor 
Discipline interviews 
Driving and riding permits 
Fire drills/emergency evacuation 
Hall and restroom patrol 
Hallway/Door Monitor 
Hazardous waste 
Parking lot/bus duty 
Safety audits and inspections 
Safety seminars 
Safety/MSDS sheets 
Student Supervision 
Theft investigations 
Vehicle use maintenance 
Witness statements 
 

ATTENDANCE SECRETARY 
Administrative projects  
Answer telephones  
Assists Principal 
Copier maintenance 
Fax maintenance 
Greet visitors/students  
Mail Distribution 
Main Office Documents/templates 
Proof correspondence and distribute 
to appropriate personnel 
Organize Principal’s mail 
Organize/Purges filing systems 
Organize/update Office forms 
Student attendance processing 
Invitations/tracking 
Tardies/early dismissals 
Attendance Contact to Parents 
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OFFICE/NURSING SECRETARY 
Office duties -  
Answers telephones  
Assists Assistant Principal 
Assists Placement Coordinator 
LCTEF secretary 
Attendance Backup 
Calendar of events 
Field Trip Assistance 
Database rosters, reports, labels 
Greet visitors/students 
Mail Distribution 
Organize files as needed  
Organize forms/materials 
Substitute Contact 
Tardies/early dismissals (backup) 
Time & Payroll assistance 
Nursing duties -  

Answers telephone 
Coordinates placement testing 
payments 
Filing and other office duties 
Nursing Director’s correspondence 
Administrative projects 
Order placement 
Organize/update Office forms 
Organize student files 
Staff Correspondence 
Student transcripts contact 
 
BOOKKEEPER/SECRETARY 
Purchasing & Order Process 
Procurement Management 
Invoices 
Maintains change fund 
Handles Bank deposits 
Responsible for Auditing Process 

Responsible for Reconciling 
Financial Records for Building 
Answers telephones (Back-up)  
Budget Reconciliation 
Greet visitors/students as needed 
Administrative projects  
Organize Accounting Systems 
Payroll Review 
Substitute Back-up 
 
PARENT LIAISON 
Business/Industry contact 
Cultural Diversity & Awareness 
Parent Information Contact 
Newsletter assistance 
Parent informational meetings 
Parent/teacher conference 
Work with diversity team 

 
 

OA-2    ADVISORY COMMITTEE 
Each MTC program area will have an active advisory committee composed of members from that 
particular career field or persons associated with that career area.  Advisory committees are expected 
to meet at least three times per year. See your Advisory Committee handbook. Each program area is 
expected to have their list of committee members for the year by October 15, 2013. 
 

The following are examples of how a departmental advisory committee can enhance programs at 
MTC:   

 Advise on course content, materials, and equipment 

 Recommend facility upgrades 

 Provide student internships 

 Promote the programs at MTC within the community 

 Assist with student recruitment 

 Identify community resources 

 Review and evaluate program 
 

 

 
 
 
OA-3   CARE OF DEPARTMENT 
Classroom, labs, vehicles, and any departmental environments must be conducive to student 
learning. Teachers should report any damage, repair needs or concerns immediately to an 
administrator. 
 
Teachers are responsible for their labs, instructional areas, and offices.  This includes, but is not 
limited to, classroom furniture, lab equipment, vehicle equipment, and computers.  Teachers are 
expected to maintain a neat, attractive, and safe learning environment.  Students should be held 
accountable for the proper care of their program areas and the entire building facility. 
 
Teachers will ensure that MSDS (Material Safety Data Sheets) sheets are on file, labeled, and easily 
accessible.  Chemicals will be properly stored and labeled. Teachers will wear safety glasses as 

2013-2014 Meeting Dates and Times 
October 23 5:30  January 22  5:30   April 23  5:30 
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required and ensure that their students are doing likewise. Prudent and proactive practices are to be 
part of everyday decision making to ensure safety. 
 

Teachers need to secure their departments at all times.  Students should not be 

permitted in a teacher’s office, or left alone in a classroom, without direct supervision.  Teacher 
supervision is vital in order to account for all tools, resources, incidents and materials. 
 
Frequent and scheduled inventory of tools, equipment, and supplies should occur in order to prevent 
unnecessary interruption of instruction and to report any irregularities to MTC administration. 
 
OA-4   RESEARCH AND PLANNING 
The Career Resource Center is available to both teachers and students; it is located in the 
Counseling Office. Computers are available for accessing interest inventories, college and career 
programs, obtain information about careers, research colleges connected to specific career goals, 
develop resumes, etc.   
 
Also available to teachers, is the Library & Conference Room, which provides resource information 
and Internet access for research and planning purposes.  A variety of titles and catalogs are available 
for teachers to research their individual subject areas and materials related to Workplace Readiness 
Skills. 
 
OA-5   CHAIN OF COMMAND 
Chain of Command is essential with any organization.  A staff member who needs to 
communicate with central office personnel will first discuss the situation with a member of the 
MTC administration.  Following this procedure will ensure the resolution of concerns in a more 
efficient manner and reduces the chance of misinformation and confusion. 
 
OA-6   COMPUTER USAGE  
Teachers are expected to be familiar with and adhere to the Loudoun County Public Schools 
Acceptable Use Policy for Employees.  Termination of employment can occur as a result of violation 
of this policy.  Under no circumstances should students be allowed to use a teacher’s computer.  
 
OA-7    DISCIPLINE 
Discipline should not be interpreted as a means of punishment, but as a means for improving student 
behavior.  Effective classroom management is essential for this improvement to occur.  A lack of 
sound classroom management practices lends itself to poor instruction. Teachers need to provide 
well-planned and systematically organized activities so that every student is actively engaged in the 
learning process. 
 
The following are proven practices for maintaining a positive learning environment: 
 

 Establish “non-negotiables” 

 Review routines and practices for safety, room set-up, question & answer time, 
gathering student attention, collaborative assignments, etc. 

 Practice honesty, fairness, courtesy, respect, and orderliness 

 Follow an organized, consistent classroom management system 

 Create a feeling or atmosphere of rapport and success among students 

 Catch students “being good” – take moments during the day to recognize, praise, or just 
say “good job” 
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 Take pride in your department and demonstrate that pride to students 

 Plan for the entire day and keep “down” time to a minimum 

 Develop only those rules necessary for the smooth running of your class. 

 Stress to your students the importance of the classroom rules and adhere to them 
beginning on the first day of school 

 Always be consistent, firm, fair, and most of all, positive! 

 Have high expectations for all students 

 Let your students know that you place importance on following school and classroom 
rules 

 Use your power and authority to handle minor discipline infractions within the classroom 
but don’t allow them to escalate or undermine your authority 

 If it is necessary to send a student to the office for disciplinary reasons, please write a 
discipline referral form stating specific detail of the incident. If you have to send the 
student out of the classroom for urgency and safety, contact the main office so that the 
administrator knows the student is coming. 

 
OA-8  MEETINGS - §7-5 Teacher Work Day  
A. Expectations 
Classroom teachers are generally expected to be on site for the entire student school day, from prior 
to student arrival until after student dismissal. Teachers are expected to spend additional time outside 
of the student school day but are not required to perform all duties on site. A school’s faculty and staff 
are a team, and every school requires additional duties from all members to ensure the school’s 
successful functioning, and regular meetings to ensure good communication between administrators, 
faculty and staff. At the same time, teachers and staff time must be respected and carefully budgeted. 
Additional duties and meetings should be predictable, scheduled in advance and limited to allow 
teachers time to accomplish their work outside of the classroom, pursue individual professional 
development and maintain a healthy work/life balance. 
 
B. Standard Workday 
The standard workday for full-time classroom teachers and others paid on the teacher scale shall be 
not less than 7 hours nor more than 7½ hours unless otherwise specified by contract, and shall 
include a 30-minute duty-free lunch except on days when emergencies occur or special events 
scheduled. Teachers are expected to attend scheduled faculty meetings, professional development 
meetings, cluster meetings, advisory meetings and staff development as assigned. Punctuality to 
these scheduled meetings is critical to the overall order and development of the school and its 
operation.  The schedules have been set in advance so that other appointments, etc. can be 
planned accordingly.  
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All staff are expected to attend unless excused by an administrator.  All meetings will be held on 
the dates below in the Culinary Arts department, unless notified of location change.  Other meetings 
may be scheduled as needed. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
OA-9 GRADE BOOK (see also CDE-5 on Grading) 
CLARITY  is the official grade book system for LCPS and needs to be secured at all times The grade 
system is subject to administrative review at any time.  Numerical grades are to be recorded within 
one week of assigned due dates. No less than 9 grades should be recorded for each school 
quarter. A typed explanation of the grading system needs to be attached to the inside front of the 
grade book.  An attendance record for each student is also posted in the grading system with a note 
added as necessary. All graded assignments need to be linked to CTE course competencies (no 
more than 3 to 5 per assignment). 
 
Make-up work missed because of absence. 
Whenever a student is absent, whether an excused or unexcused absence or a suspension absence, 
if the principal requires make-up work, a reasonable amount of time, consistent with the length of the 
absence, will be given the student to make up the work missed. Upon return from absence, the 
student is responsible to initiate immediate action to make up the work. Upon such request of the 
student, the teacher is responsible to provide assignments, tests, and other work that must be made 
up and to inform the student clearly when make-up work for which grades will be given is due. Failure 
to complete such make-up work within the time allowed will result in a failing grade for those 

Faculty & Staff Meeting  
Dates to Remember 

 
Start time is 8:30 a.m. 

3
rd

 Tuesday of the Month 
 

September 17, 2013 

October 15, 2013 

November 19, 2013 

December 17, 2013 

January 21, 2014 

February 18, 2014 

March 18, 2014 

May 20, 2014**  

** (Graduation Rehearsal - meeting time changes to 3:00 p.m. 
Located at Heritage HS) 

Professional Development Planning 
(PDP) Period for Faculty 

Dates to Remember 
 

Start time is 8:30 a.m. 
4

th
 Tuesday of the Month 

 

September 24, 2013 

October 22, 2013 

November 26, 2013 

January 28, 2014 

February 25, 2014 

March 25, 2014 

April 29, 2014 

May 27, 2014 

MTC Cluster Meeting Dates are the 1st Tuesday of the Month: 
Start time is 8:30 a.m. 

 

October 1     December 3   January 7 
February 4    March 4     April 1   
May 6    June 3         
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assignments, tests, or other work. Make-up work turned in within the time allowed will be graded on 
the same basis as other work. 
 
OA-10 HALL PASSES & VISITORS  
Any student excused from a class must have the standard orange pass that is signed by the teacher 
with the date, time, and destination.  If a teacher is expecting a visitor to the building please inform 
the main office.  All visitors must report to the main office for a visitor’s pass immediately upon 
entering the building.  If an unexpected visitor arrives, the teacher will be notified to determine if it is 
convenient to issue a visitor’s pass.  Teachers should not allow a visitor into their classroom/lab 
without a visitor’s pass.  Visiting students to a program should have prior approval from an MTC 
administrator.  All visitors should display a visitor’s pass from the main office. 
 
OA-11 INJURIES/DISPENSING OF MEDICATION 
Teachers must immediately notify the school nurse regarding all injuries. In addition, the teacher will 
record all injuries to the school nurse using the Injury/Incident Report form. The administration will 
report all major accidents to the Business Office Risk Management Department. This should be done 
on the day of the injury. 
 
All medication must be checked in with the school nurse and stored in the clinic.  It will be dispensed 
to the individual owning the medication as directed by the Authorization for Medication 
Administration form.  A teacher should not administer medication of any type unless designated by 
the principal. 
 
OA-12   KEYS 
Teachers are issued the appropriate keys for their departments.   Each key for every department is 
marked and filed in the office for inventory purposes.  The Assistant Principal must have a copy of 
every key for every lock on file. Keys should be secured at all times and never loaned to students.  
Any lost keys must be reported to the Assistant Principal immediately.   
All keys are required to be turned into the Assistant Principal at the end of the school year. Vehicle 
keys are maintained in the Assistant Principal’s office.  There is a lockbox with a sign-out sheet.  No 
keys are permitted to be duplicated. 
 
OA-13 MAINTENANCE/CUSTODIAL REQUESTS   
All maintenance requests should be reported to the Assistant Principal. Maintenance requests can be 
submitted in writing via e-mail or a Maintenance Request Form.  Custodial requests can be made by 
completing the Custodial Work Request Sheet located on a clipboard in the main office.   
 
OA-14 PLANNING (Every other week) 
Teachers have a 65-minute daily planning period from 8:30 a.m. – 9:15 a.m. and from 3:10 p.m.-3:30 
p.m., with the exception of scheduled meetings.  This time should be used wisely to allow for planning 
meaningful instructional time for students.  Careful planning for meaningful instruction is an integral 
part of the teaching & learning process. Educators are professionals that plan their instructional 
programs and daily class activities based on the needs of their students and the mandates of the 
curriculum they are teaching. In the hands of a skilled teacher, a well-planned lesson presents the 
opportunity for a significant learning experience for the student. 
 
While preparing your lesson plans, consider the following:  

1. Find and Print Competency Lists 
2. Review Detailed Task List to plan 
3. Evaluate Scope & Sequence (Timeframe) 
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4. Develop a Unit Plan with a Timeline 
5. Daily Lessons Planned according to Unit and posted on VISION 
6. Determine how you will assess learning 
7. How are you going to grade learning 
8. Do you have the Textbooks & Resources 
9. What Materials & Equipment will you use 
10. Does your lesson meet the needs for Industry Certification 
11. Use appropriate teaching strategies that meet the needs of all learners 

 

 
8 VAC 20-131-220. Role of professional teaching staff. 
The professional teaching staff shall be responsible for providing instruction that is educationally 
sound in an atmosphere of mutual respect and courtesy, conducive to learning, and in which all 
students are expected to achieve the objectives of the Standards of Learning for the appropriate 
grade level or course. The staff shall: 
 

1. Serve as role models for effective oral and written communication, with special attention to 
the correct use of language and spelling; 
2. Strive to strengthen the basic skills of students in all subjects; 
3. Establish teaching objectives to achieve the following: 

a. Identify what students are expected to learn; and 
b. Inform students of the achievement expected and keep them engaged in learning    
tasks; 

4. Provide for individual differences of students through the use of differentiated instruction, 
varied materials, and activities suitable to their interests and abilities; and 

5. Assess the progress of students and report promptly and constructively to them and their     
parents. 

 
8 VAC 20-131-230. Role of support staff. 
The school’s support staff shall work with the principal and professional teaching staff to promote 
student achievement and successful attainment of the school’s goals. 
 
The School Board of Loudoun County has also identified planning as one of eight performance areas 
to be considered in the evaluation of all teachers. 
 
Teachers are responsible for maintaining daily lesson plans on VISION. There needs to be a plan of 
the day on file for each day’s lesson.  This can be electronic or in printed form.  Lesson plans need to 
be completed to reflect an entire week of instruction and be available prior to that week.  The 
administrative staff will periodically evaluate lesson plans. 
 
OA-15 RESPONSIBILITY AND AUTHORITY OF TEACHERS 
Teachers are responsible for thorough, professional follow-through on all assigned tasks in a timely 
manner.  Teachers are responsible to their colleagues for keeping distractions at a minimum.  
Teachers must keep noise to a minimum and supervise their students at all times.  Students 
should not be allowed to wander between classroom, labs, and in the hallways.   
 
School Board adopted policy 6-40 states "The use of tobacco products on school property, including 
all schools and school athletic facilities, parking lots and grounds, support facilities and vehicles 
including school buses, is prohibited."  This change means that as of January 1, 2009, the use of any 
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form of tobacco product on any Loudoun County Public Schools' property will be prohibited, without 
exception.   
  
Supervising one’s own children can detract from the ability to carry out professional duties.  
Therefore, teachers need to refrain from bringing their children to the workplace during business 
hours.  If teachers have a specific task they wish an older child to assist with on a teacher workday, 
they must get prior approval from the Principal.  
 
Teachers, will recognize their authority in the school building.  Teachers assist with supervision and 
control of all MTC students, for example, asking to see passes in the hallways, reporting students 
coming to their areas without permission, monitoring behavior during assemblies, asking for a 
student’s name, etc.  Teachers should never leave their students unsupervised in the classroom.   
     
OA-16 STUDENT ASSEMBLIES 
Student assemblies are held periodically.  If an assembly involves an entire class, the teacher must 
accompany the students to the assembly and supervise the group for which he or she is 
responsible. Please do not allow a student to wear a hat in an assembly or bring in food or drinks. 
 
OA-17 STUDENT BREAK POLICY & PROCEDURES 
Teachers and students are allotted a break not to exceed 15 minutes in length in either the morning 
or afternoon. The schedule is based on assigned lunch shifts. Please see bell schedule for specific 
information related to your course. Students are expected to remain in the cafeteria for the entirety of 
the break.  Break time is a privilege and can be lost if abused.   
 
OA-18 SUBSTITUTE TEACHER POLICY & PROCEDURES  
The administration is responsible for acquiring substitute teachers as needed. Anyone in need of a 
substitute should normally be aware of this in advance; however, due to untimely circumstances you 
may contact the Assistant Principal to secure a substitute teacher outside of normal business hours. 
Please communicate your needs for a substitute between the hours of 6:00—10:00 p.m. the night 
before or from 6:00—7:30 a.m. the morning of the absence by calling 703-680-3398 (home) or 703-
969-8586 (cell). Beginning at 7:45 a.m. teacher may contact the main office to report their absence. In 
the case of medical or other appointments, please complete a leave request to notify the school of 
your absence at least two days prior. This allows the main office to secure substitute coverage.  
Personal leave should be requested three days prior to the day(s) of absence.  Please understand 
the difficulty in securing substitutes during an absence and use sick leave wisely to avoid problems 
arising in your instructional area during your absence. If possible, please consider early morning prior 
to arriving at work, or appointments after 3:30 p.m. 
 
To enable the substitute teacher to be more effective, it is both mandatory and educationally sound 
for each teacher to provide the office with an Emergency Folder (Red). This folder must be in the 
office, no later than, Friday, September 6, 2013 and must contain the following items:  
 

1. lesson plans for 4 days (2 plans submitted for A-Days & 2 plans submitted for B-Days) 
2. the teacher’s daily schedule (include any duty assignments or schedule changes) 
3. room name and number 
4. explanation of extra duties 
5. a class roll for each section (attendance roster) 
6. a map of the building with your assigned room indicated 
7. emergency evacuation procedure (fire drill, tornado, etc) 
8. an indication of potential problems (no personal student information please) 
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9. student discipline referral forms 
10. bell schedules 
11. hall passes 
12. Pledge of Allegiance Policy 
13. any additional information that would make the substitute’s job easier 

 
This folder must be kept current; therefore, every teacher should revise this folder at least every nine 
weeks or when rosters change. 
 
The plans in this folder should be emergency plans and should be used only under those conditions. 
You should continue to provide the substitute with detailed and meaningful daily plans when you are 
absent. 
 
For a planned absence, a clear and concise lesson plan must be turned in, no later than, the day 
before the absence. Please give these assignments to the Main Office Secretary or place them in 
your mail box in the teachers’ lounge area.  All teachers are required to submit substitute plans for 
planned absences. The substitute folder should include the following: 
 

1. lesson plans for the day 
2. the teacher’s schedule 
3. room name and number 
4. explanation of extra duties 
5. class roster for each section 
6. building map/room locations 
7. emergency evacuation procedure 

8. Note indication of potential 
changes/concerns 

9. student discipline referral forms 
10. bell schedule 
11. hall passes 
12. Pledge of Allegiance Policy 
13. any additional information that would 

make the substitute’s job easier
 
OA-19   TEACHER DRESS 
A professional appearance is essential to the image of our staff and facility.  Teachers are expected 
to demonstrate appropriate dress and grooming, serving as role models for our students. 
 
Because of the nature of our program diversity, discretion in attire must be a consideration.  The 
expectation is that teachers will dress in a manner that would exemplify the professionalism of a 
teacher as well as the career field they teach.  Examples of men’s attire would be shirts & ties, 
collared polo shirts, and khaki pants.  T-shirts and jeans are not considered appropriate.  Examples of 
women’s attire would include dresses, skirts, or dress slacks.  Shorts are not to be worn by any 
faculty member, without permission from administration. 
 
In the situation where a teacher would be participating in a building trade’s project, landscaping, or 
similar activity, appropriate jeans with a collared shirt are permitted.  Jeans should never be dirty, 
torn, or worn. 
 
MTC administration has the responsibility to intervene if, for any reason, attire is not considered 
conducive to the image of Monroe Technology Center.  
 
 
OA-20   TEACHER EVALUATION 
The purpose of teacher evaluations are (1) to ensure the quality of the educational program offered to 
students; (2) to carry out the objectives of the school and the school system; and (3) to improve the 
professional performance of the teacher. 
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The evaluation process must be continuous and must be based on reasonable standards and 
expectations for desirable teacher performance. Evaluators must be fair and consistent in the 
interpretation of all components of the evaluation procedures. Evaluates must bring to the evaluation 
process a willingness to conduct self-appraisals and to accept suggestions resulting from the 
performance assessments of the evaluator. 
 
If the quality of performance is doubtful, the evaluation process should focus specifically on the 
assessment of the professional performance required to continue employment. When this situation 
exists, the evaluator must promptly notify the teacher giving the consequences that will result unless 
the performance is brought up to standards. 
The following is a list of performance indicators that will be used in the evaluation process. These 
performance indicators are intended to clarify, define, or explain, but are not intended to be 
exhaustive. 
 
Performance Area:   Professional Qualities 
The teacher: 
 

1. takes initiative in the performance of his/her duties, adapts readily to necessary change, and is 
dependable, prompt, and accurate. 

2. is positive and professional in relations with others, contributes to the team effort, and 
maintains confidentiality in professional matters 

3. demonstrates the ability to recognize and analyze problems and consult with appropriate 
professional personnel, when necessary. 

4. follows established local school and School Board policies. 
5. sets a good example by exhibiting appropriate appearance and behavior, and correct oral and 

written expression. 
6. willingly engages in activities other than regular teaching duties. 
7. has a broad and growing command of relevant subject matter and educational practices. 

 
Performance Area:  Planning and Implementation 
The teacher: 
 

1.  
2. uses prescribed curriculum guides, objectives, and the I.E.P., where applicable, to develop 

long-range goals and daily lesson plans that directly relate to the needs, abilities, and interest 
of the students. 

3. organizes lessons in a logical, sequential order that provides a stimulating and varied program 
of learning 

4. provides for guided practice, corrective feedback, and student independent practice to 
reinforce leaning. 

5. selects and uses materials, including supplementary and audio-visual, that are relevant and 
appropriate to specific learning objectives and that stimulate the thinking of students. 

6. presents information accurately, thoroughly, and without bias. 
7. seeks to assess the strengths and weaknesses of students through records, observations, 

resource personnel, testing, and student and/or parent contacts. 
8. employs teaching techniques that develop students’ critical thinking skills. 
9. uses effective questioning techniques to evaluate students’ progress. 
10. conducts on-going student assessment based on a variety of criteria and objectives. 
11. demonstrates technology competency through their technology portfolios. 

 
Performance Area:   Climate 
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The teacher: 
1. provides a safe, orderly, and attractive environment. 
2. recognizes the positive contributions and efforts of individual students, and encourages 

appropriate self-direction. 
3. treats each student with respect and encourages mutual understanding of individual 

differences. 
4. uses strategies to motivate students to work toward achieving their potential. 
5. maintains student interest and involvement in learning 
6. uses preventive techniques for minimizing disruptions and maintaining student involvement in 

assigned tasks. 
7. gains knowledge about the home and community environment of individual students when 

necessary. 
 
 
Performance Area:  Management 
The teacher:  

1. establishes and maintains rules of conduct. 
2. ensures that students are supervised. 
3. controls pace and transition of classroom activities to maximize time devoted to learning. 
4. analyzes students’ work and returns it promptly. 
5. meets individually with students periodically to discuss progress. 
6. maintains accurate records of student achievement consistent with the school division’s 

grading scale. 
7. communicates performance expectations and progress to parents and students. 

 
PERSONNEL 
EMPLOYMENT 
§7-20 Duties and Responsibilities of Teachers 
 
The success of any school depends heavily upon the faculty. This applies not only to sound classroom 
instruction, but also to attitudes taken by the faculty toward all the necessary functions of the school system. 
For example, a plan book should be left at school each day so that a substitute, in an emergency, could carry 
on the work. All reports and records should be made as requested and submitted as required. And, school 
keys must be protected and are for use by the teacher only. All serious or recurring problems of student 
misconduct or student absenteeism should be discussed with the principal or his/her designee to prevent 
serious situations from developing. 
 
The duties and responsibilities of teachers also necessarily include school-related duties, such as attending 
faculty meetings, staff development meetings, meetings with parents, supervising co-curricular activities, and 
performing buildings and grounds duties, which can properly be included within the term "professional 
activities" and thus become an integrated part of a teaching assignment. 
 

OA-21 TEACHER-STUDENT RELATIONSHIPS 
The teacher of secondary school students, like the teacher of elementary children, performs on two 
equal levels: as a professional dealing with clients and as a parent surrogate shaping young lives. 
 
Standing as a professional, the teacher must perform at the highest level of skill, dedication, and 
objectivity known to the art. 
 
Standing in the place of the parent, the teacher must perform at the highest possible level of the 
parent-child relationship. 
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In our judgment, either standard would preclude a teacher from dating a student or engaging in any 
intimate social relationship with a student.  In addition, it is recommended that teachers be aware of 
policies related to social media including but not limited to the following: 
 

1.  Online behavior involving contacting and communicating with students 
2. What teachers choose to post regarding themselves on Facebook, MySpace, etc. 
3. The risks associated with “friending” students and/or their parents 
4. Internal MTC procedures regarding alleged cyberbullying or student “sexting” 

  
With the foregoing as our basis, we shall require all personnel to conduct themselves at all times as 
professionals and as parent surrogates in all their relationships with students who are in their charge. 
 
OA-22 VERBAL & WRITTEN COMMUNICATION 
As set forth by the School Board’s Personnel Policy, all certified employees are to use correct English 
at all times in both verbal and written correspondence.  Each administrator and teacher should 
assess his or her competence in English usage and should seek help or take steps to correct any 
deficiencies. Profanity is never appropriate. 
 
All written correspondence from an administrator or teacher must be reviewed and proofed by two 
other individuals (one of which will be an MTC administrator) before it can be published or 
disseminated. 
 
OA-23 WORK DAY/STAFF DEVELOPMENT 
The regular school day extends from 8:30 a.m. to 3:30 p.m.  All teachers are expected to be at school 
by 8:30 a.m. and may leave no earlier than 3:30 p.m. unless there is a faculty meeting or scheduled 
activity involving teachers.   
 
Upon arrival to MTC, teachers are to enter the main office and immediately initial next to their name 
on the sign-in sheet in the main office and place magnet on message board under the “In” column.  
Teachers are to be in their classrooms to meet and greet students upon their arrival. 
 
*Note:  County Wide Staff Development days extend from 8:00 a.m. until 3:30 p.m.  Teachers are to 
contact a member of the administration if they will be late arriving to MTC or designated location. 
 
Any teacher leaving the building during the work day must indicate so on the message board, writing 
in their destination. Please indicate your return on the white board. Staff members need to inform 
the administration before leaving the building no matter how short a time it will be.  The use of 
a Teacher Assistant for coverage must be approved by the administration. 
 
Teachers are expected to schedule appointments so they will not be absent from their daily duties.  It 
is very difficult to obtain qualified substitutes; therefore, teachers should make every effort to 
schedule appointments after work hours. 
 
In the event a teacher becomes ill or has an emergency during the work day, he/she should contact 
the administration immediately and proper steps can be taken to cover the teacher’s absence. 
 
Specific teacher planning time is built into the work day.  Planning is expected from  
8:30 – 9:15 a.m. and from 3:00 – 3:30 p.m.  This time is used for instructional preparation, writing 
lesson plans, grading papers, consulting with administration, parent contacts and other school-related 
business.  
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OA-24 TRANSPORTATION AND VEHICLE USE 
 
To request an MTC Fleet vehicle, please see the assistant principal to sign keys out and in. 
 
To request a county car, please (1.) notify MTC Admin (2.) send an email to “LCPS-ADM-
CARSIGNOUT” with the following information: 
 
Your Name:   First Name and Last Name 
School Site:  Monroe Technology Center 
Destination:   Location 
Pick Up Date: Month/Day/Year 
Return Date:   Month/Day/Year 
With/Without students:  Yes or No (The maximum number of students is 3 per county vehicle) 
The request with this information is submitted directly to the Administration Office contact, which is 
responsible for processing these transportation arrangements for school business only. 
 
TRANSPORTATION (Including MTC Fleet Vehicles) 
§6-14 Vehicle Operators (excludes bus drivers) 
 
All employees who are assigned a Loudoun County Public Schools’ licensed motor vehicle must 
possess a valid operator’s license and provide a copy of their driving transcript to the Director of 
Transportation or designee annually. Such employees may allow Loudoun County Public Schools to 
obtain such Virginia transcripts via written permission for no fee. Employees operating any licensed 
motor vehicle owned or operated by Loudoun County Public Schools without a valid operator’s 
license will be subject to disciplinary actions including termination of employment. 
  
SUPPORT SERVICES TRANSPORTATION REGULATION 
§6-15 School Board Vehicles 
 
The Loudoun County School Board shall own, lease and operate such motor vehicles as shall be 
necessary for instructional program support and student transportation.  Further, certain designated 
vehicles will be used for support activities for the maintenance of buildings and grounds, support of 
the school lunch program, security, and specified administrative functions. Publicly-owned school 
buses may be used only for purposes connected with public school programs or public purposes 
designated by the Superintendent or designee. 
 
Each such authorization shall provide for reimbursing the School Board in full for the proportionate 
share of any and all costs. 
 
§6-15 
SUPPORT SERVICES TRANSPORTATION REGULATION 
 
§6-15 School Board Vehicles 
A. Authorization of Vehicle Use 
1. The Division Superintendent shall review on an annual basis the assignment of vehicles that 

are designated for home to work utilization and report the results of this review to the School 
Board for approval. Assignment of home to work vehicles shall be made only for special 
instructional requirements, twenty-four hour special duty call, certain maintenance, 
construction and security requirements. 

2. Pool vehicles that are provided and maintained for multiple uses to support the total 
educational program shall be assigned to the appropriate senior staff members. Records of 
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use, appropriate utilization and vehicle access shall be administered by the respective senior 
staff member that has been assigned pool vehicles. 

 
B. Use of Vehicles 
1. All vehicles are to be marked with readily visible identification designating the vehicle as Loudoun 
County Schools property. 
 
2. All vehicles are to be operated in a safe manner in accordance with applicable laws. 
 
3. Persons assigned vehicles on a work-to-home basis understand that such an assignment is made 
with the provision that the employee is "subject to call" and is required to respond at the direction of 
the appropriate supervisor. Additionally, vehicles are assigned to certain administrators in order to 
enable that administrator to respond to various work locations daily and to attend night meetings and 
activities as required.  
 
4. Personal use of School Board vehicles shall be confined to those stops of short duration that are 
readily adjacent to the employees daily work route. 
 
5. All mechanical failures or equipment deficiencies shall be reported immediately to the Department 
of Transportation. (Including MTC Fleet Vehicles) 
 
6. Vehicles are to be regularly maintained based upon the schedule established by the Department of 
Transportation. 
 
7. Additional regulations governing Maintenance and Transportation vehicles shall be developed by 
those departments because of the specialized use required of those vehicles. 
 
8. All operators of School Board vehicles shall take appropriate steps to secure said property when 
not in use and park assigned vehicles in a safe, lighted area when possible. 
 
9. All accidents, involving any School Board vehicle must be reported immediately to the Department 
of Transportation and the immediate supervisor of the driver. All information regarding persons in said 
accident shall be secured by the School Board driver. Examples of such information are names, 
addresses, social security numbers, insurance, phone numbers, etc. Additionally, names, addresses, 
and phone numbers for all witnesses shall be secured. (Including MTC Fleet Vehicles) 
 
10. Passengers must be School Board employees, School Board members, volunteers, clients of a 
School Board program, or persons representing a private firm or other governmental unit conducting 
business with the County. Any deviation from the above shall be approved by the immediate 
supervisor of the driver. 
 
11. Seat belts must be used by all occupants of School Board vehicles. 
 
12. No smoking will be allowed in any School Board vehicle. 
 
13. Alcohol must not be transported (or consumed) in any School Board vehicle. 
 
14. Parking and moving violations are the responsibility of the driver of a School Board vehicle. 
 
C. Penalties for Noncompliance 
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Failure to comply with any of the above regulations shall be considered cause for dismissal, or other 
disciplinary measures as deemed appropriate by the Division Superintendent. 
 
E. Mode of Transportation 
All student trips involving more than three students shall be taken in a bus provided by the 
Transportation Department or by the local school activity bus. Trips for one to three students may be 
taken in school system sedans that meet all FMVSS (FEDERAL MOTOR VEHICLE SAFETY 
STANDARDS AND REGULATIONS specifications. 
 
OA-24 STUDENT ORGANIZATIONS 
Participation in student organizations is a part of curriculum.  Teachers are advisors to their 
respective student organizations and as advisors are expected to prepare, promote, and participate in 
developing student interest in these organizations.  This would include participation in local, district, 
state, and national events where eligible.  All teachers will implement the policies and practices of 
their student organization within their classroom routine.  
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CDE-1 PREFACE 
The programs at Monroe Technology Center address the career and technical education needs of the 
students. These courses, along with the courses offered by the home schools, comprise the total 
curriculum that is designed to prepare students to become employed by business, labor, industry, or 
government. It provides technical skills to assist in achieving further education. Certain programs may 
provide the students with all the requirements needed for state certification and or licensing. 
Beginning in the 2012-2013 school year, rising ninth grade students are REQUIRED to obtain a 
CTE credential in order to meet graduation requirements.   
 
CDE-2 WORKPLACE READINESS SKILLS (Teacher’s Responsibility) 
 Become informed about the career uses of the skills/concepts that are being taught and the level 

of proficiency that is needed for each of the careers. 
 
 Inform students about the potential uses of the skills and concepts as they are being taught. 
 
 Teach skills that are needed in the subject for success in various career, educational, leisure, and 

home management activities. 
 
 Arrange for class speakers and field trips to enhance the instructional program. 
 
 Conduct class activities that meet instructional as well as career education objectives. Request in-

service training as needed. Without bias or stereotyping, apprise students of the career options 
that exist. 

 
 Assist students in assessing their abilities, interests, temperaments, and work habits. 
 
 Build each student’s self-image by accentuating his/her strengths, attributing dignity to all careers, 

and adjusting teaching practices to enable all students to achieve maximum success. 
 
 Teach to reinforce good decision-making skills. Provide opportunities for interested students to 

become engaged in off-campus learning activities that will enable the students to use the 
skills/concepts that are being taught by the teacher and to explore and experiment with the 
occupations they are considering. 

 
 Inform students of educational options that are available, especially those in the subject areas that 

are offered by the public school system. 
 
 Evaluate and complete the Workplace Readiness Competency List for each student on an 

ongoing basis. 
 
 Provide the necessary data to complete the annual reporting process. 

 
 Administer the Workplace Readiness Skills Assessment 
 
CDE-3 COURSES 
Refer to the Program of Studies/Student Agendas 
Program of Studies 
 
CDE-4 EXAMINATIONS 
Mid-term and final examinations will be given in all courses to all students including adult students. 
Exams will be given at the end of each semester.  The semester exam will count 20% of the semester 

http://www.lcps.org/cms/lib4/VA01000195/Centricity/Domain/1/program%20of%20studies%20English%202012%20corrected%203-2012.pdf
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grade. Teachers must submit a copy of each of their semester exams to Mr. Grier prior to 
administering tests. Exams are due by 9:30 a.m. on January 16, 2014 for 1st semester and May 
30, 2014 for 2nd semester.  Seniors who have a minimum 77.0 numerical average for the class and 
have not missed more than 2 days in the second semester can be exempt from taking the final exam. 
 
CDE-5 GRADING 
Teachers are required to keep a record of the work done by each student using CLARITY. 
 
The purpose of evaluating pupil progress is to inform the student and his/her parents of his/her 
progress in school.  It is an evaluative report used by prospective employers to determine 
employability. Evaluation should not be an end in itself, but rather a means of diagnosing students’ 
achievement and a basis for further planning. Achievement should be the most important item 
recognized in determining the grade. Teachers should use a variety of formative assessments to 
guide their planning.   
 
Evaluation is based upon attainment of the instructional and especially performance objectives. The 
objectives may include daily assignments, class participation, task completion, safety performance, 
work initiative, laboratory etiquette, work attitude, homework, quizzes, projects, tests and 
examinations. 
 
Nine-week grades will be a composite of all evaluations made during a grading period. This should 
include a variety of instructional tasks, daily assignments and work attitude, class participation, 
homework, quizzes, projects and tests. There must be at least nine (9) grades per grading period; no 
grade in a grading period may count more than one-fourth of the total nine-week’s grade. All grades 
should be recorded within one week of the assignment due date.   
 
The final grade will be determined by averaging the two semesters. 
 
Teachers will record numerical grades.  All grades will be entered into StarWeb via a computer using 
CLARITY.  Verification sheets must be checked to assure that grades correlate to the letter grades 
issued to the students on report cards according to the grading scale given below. 
 

Effective 2009-10 School Year the following  
Ten-Point Grading Scale has been adopted for  

Loudoun County Public Schools 
Numeric Value Letter Grade Quality Points  

(before weighting) 

98 - 100 A+ 4.3 

93 - 97 A 4.0 

90 - 92 A 3.7 

87 - 89 B+ 3.3 

83 - 86 B 3.0 

80 - 82 B 2.7 

77 - 79 C+ 2.3 

73 - 76 C 2.0 

70 - 72 C 1.7 

67 - 69 D+ 1.3 

63 - 66 D 1.0 

60 - 62 D 0.7 

0 - 59 F 0.0 
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CDE-6 INTERIM REPORTS (Subject to change) 
During each nine-week grading period, approximately midway, teachers are to prepare interims for 
each student, noting the student’s progress and current grade point average.  Teachers will send 
home one copy of the interim to parents.  Interims can be generated through CLARITY. See MTC 
calendar for dates.  
 
CDE-7 REPORT CARDS 
Report cards are distributed four times per year. These cards are issued to the student approximately 
one-week after the end of each marking period. Time during a class period should be devoted to any 
discussions of overall grades. It is noted that an individual’s grades are confidential and the teacher 
should respect a student’s rights by discussing confidential individual grades in the privacy of the 
teacher’s office or aside from the rest of the class.  
 
Letter grades (not numeric grades) are recorded on the report cards. Space is provided on the report 
card for teacher comments. A written comment on a separate comment sheet is required for all 
grades of “D” or “F”.  Correct grammar, spelling, and terminology are imperative. The teacher should 
initial any written comments to authenticate it and turn them in to Mr. Grier. 
 
CDE-8 ATTENDANCE  
§8-17 Attendance: Absence and Tardiness (see School Board Policy) 
A. Attendance. 
All students have a responsibility to attend all scheduled classes and other assigned activities unless 
excused by the principal. Appropriate disciplinary measures may be taken against students who fail to 
accept this responsibility. 
 
Principals shall excuse students who are absent for any of the following reasons: 
1. personal illness 
2. death in the family 
3. medical or dental appointments 

4. court appearances 
5. religious holidays 

 
In addition, Principals may excuse students who are absent for any of the following reasons: 
6. illness in the immediate family that requires 
the student to be absent 
7. emergencies that require the student to be 
absent 

8. trips or activities that enhance or extend the 
student's education, when approved by the 
Principal in advance. 

 
CDE-9 FIELD TRIPS 
Field trips integrated into regular class activities can greatly enhance the students’ learning 
experiences.  The following points are made as general guidelines to be followed: 
 

1. The school nurse needs to be informed a minimum of 1 week ahead of time to prepare 
for field trips.  Medication clearance must be obtained from the school nurse before 
field trip departure. 

2. Field trips must be carefully planned to assure maximum educational benefits. 
3. All field trips shall have sufficient adult supervisors.  The person in charge must be a 

school board employee.  A 1:10 supervision ratio of adults to students must be 
maintained at all times.  The teacher or sponsor of the trips is expected to ride the 
bus with students to and from the event. 
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4. The school or the Board of Education will not be responsible for the cost of overnight 
field trips. Other organizations desiring to sponsor such trips must obtain prior Board 
approval. 

5. It is recommended that students who are planning to participate in field trips have 
student insurance. 

6. Submit requests for “Day Field Trips,” “Extended Day Field Trips,” and “Overnight Field 
Trips” to the main office NO LATER THAN SEPTEMBER 30, 2012. 

7. Field trips should be scheduled between the hours of 9:15 a.m. and 2:00 p.m. Any 
exceptions must have administrative approval. 

8. The teacher must take a copy of the student emergency card for all students on 
the field trip. 

9. Form 10-9c, field trip roster, must be submitted to the secretary on the day of the field 
trip, prior to departure. 

10. A list of all possible participants must be submitted to the home school administration 
three (3) days before the field trip on form 10-9c. 

11. Any expenditure of school funds on the field trip must have the prior approval of 
the administration. 

12. Teachers should ensure that students are appropriately dressed and well-groomed for 
any trip. 

 
§5-11 Field Trips 
The Loudoun County School Board believes that field trips can provide excellent educational 
experiences for students by enriching the curriculum and by making learning experiences of the 
classroom more meaningful. 
 
To be educationally beneficial, a field trip requires thoughtful selection, careful advanced preparation 
of the class, and opportunities for pupils to assimilate the experience during and following the trip. To 
this end, teachers and principals will be expected to consider the following factors in the selection of 
field trips: 
 
1. value of the activity to the particular class 
2. relationship of the field trip activity to a particular aspect of the curriculum 
3. suitable distance traveled in relation to the age level 
4. availability of transportation 
5. time away from the regular instructional program 
 
These regulations supplement policy §5-11 by providing for planning, conducting, and financing field 
trips in support of the instructional program. 
 
 
A. Types of Field Trips 
1. A “Day Field Trip” begins and is completed during regular school hours. 
2. An “Extended Day Field Trip” begins and/or ends outside the regular school hours. 
3. An “Overnight Field Trip” requires overnight lodging away from the students’ homes. 
 
B. Requirements in Planning for Field Trips 
 
A field trip will be considered for approval after the request has been submitted on the appropriate 
forms and within the time frame explained elsewhere in the policy. 
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The trip must make a unique contribution to the accomplishment of specific objectives of the course 
of study, classroom activity, or co-curricular club activity and/or provides special training that can be 
accomplished best at a location away from school. 
 
Whenever possible field trips should be scheduled to minimize absence from school. 
 
Fundamental to the success of a field trip are the planning before and the follow-up after the trip.  
 
a. When planning for a field trip the teacher shall 
 
(1) gain the approval of the principal prior to any announcement of the trip to students and parents  
(2) confirm that the trip is part of a planned sequence of educational activities and is appropriate for 
the age of the students 
(3) complete a site visit or other reasonable preparations 
(4) provide a chaperons at a ratio of no less than one chaperone per each ten (10) students 
(5) complete and submit to the principal the field trip request form 
(6) complete and submit a transportation request form 
(7) collect completed parent permission forms 
 
b. Planning with pupils shall include establishing the purpose(s) of the field trip 
 
(2) assigning the information to be obtained and features to be observed 
 
(3) reviewing previous classroom experiences which provide background for the visit 
 
c. Evaluation of the field trip shall include 
 

(1) appropriate activities for students following the field trip 
 

(2) student and teacher assessments to determine if objectives of the trip were met 
 
5. At the middle and high school level three additional areas that must be considered when planning a 
field trip are 
 
a. the number of students who will be missing direct instruction by the teacher who is on the field trip 
b. the number of classes that are disrupted because of the absence of students who are on the field 

trip…. 
 
d. the time students and teachers on the field trip will be missing from classes 

 
1. Parents must be provided with the date(s), destination, mode of transportation, and an itinerary for 

each field trip. The permission slip signed by a parent or guardian must be received for each 
student who participates in the field trip. 

 
7. Student accountability, supervision, and safety are of utmost importance. 
 
a. One teacher, coach, or staff member shall accompany each class or group of students on a field 
trip or when traveling to a contest or competition. 
 
b. Additional adult chaperones should be provided on the basis of at least one adult to each ten (10) 
students. 
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c. Elementary students should have no unsupervised time while on a trip. 
 
d. Middle and high school students may have limited unsupervised time while on a trip. 
 
8. Provisions for substitutes are as follows: 
 
a. Substitutes will not be provided for elementary field trips unless the trip does not include a 
teacher’s entire class. 
 
b. Substitutes may be provided with proper justification for middle and high school field trips. 
 
C. Procedures for Approval of Field Trips 
 
1. Requests for Day Field Trips shall be submitted on the appropriate form to the principal at least 
four weeks in advance for approval. 
 
2. Requests for Extended Day Field Trips and Overnight Field Trips (except those covered in section 
F below) approved by the principal shall be submitted to the Assistant Superintendent for Instruction 
or his/her designee for approval at least five (5) weeks in advance. The “Request for Field Trip 
Transportation” form should also be sent to the Assistant Superintendent for Instruction to be 
approved and forwarded to the Transportation Department. 
 
D. Procedures for Requesting Transportation Services 
All requests for transportation for field trips will be submitted by the principal to the Director of 
Transportation. The procedures for requesting field trips are described on the “Request for Field Trip 
Transportation” form. 
 
E. Mode of Transportation 
All student trips involving more than three students shall be taken in a bus provided by the 
Transportation Department or by the local school activity bus. Trips for one to three students may be 
taken in school system sedans that meet all FMVSS (FEDERAL MOTOR VEHICLE SAFETY 
STANDARDS AND REGULATIONS specifications. 
 
OVERNIGHT TRIPS 
Field trips must be in direct relationship to the instructional area. Requests for such trips should be 
submitted by September 30, 2012. The requests must contain the reason and educational purpose of 
the trip and the principal’s recommendation. 
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MI-1 ANNOUNCEMENTS 
Announcements will be made over the public address system at the beginning of the day and at other 
times as needed. It is the responsibility of the teacher to maintain order and silence during these 
announcements. If an teacher desires to have an announcement made, he/she should bring a copy of 
the announcement to the office. Every effort will be made to minimize interruptions to the instructional 
time. Announcements may also be found on the monitor in the front hallway.   
 
MI-2 BLACKOUTS OR LIMITED LIGHT PROCEDURE 
This school is equipped with emergency electrical generating equipment. Within  
15 seconds of a power failure, emergency lights will come on in all areas of the facility. Therefore, in 
case of a power failure, immediately turn all power switches to the off position or press an emergency 
off switch. Then, all personnel and the students must remain quiet and stay in their respective areas. 
There should be minimum movement in unlighted areas. Teachers must keep proper order, account 
for all of their students, and patiently wait for the emergency lights to come on. When the emergency 
lights come on, the classes, under close supervision, may move to safe areas, continue class 
discussion, and wait for further instructions to be given over the public address system. 
 
MI-3 INTERNAL FUNDS 
Each instructional area has its own internal fund in the central school treasury. This fund is separate 
from the instructional money given to each department by the School Board to purchase instructional 
supplies.  The following guidelines should be used in making purchases out of your internal fund: 
 
1. All purchases must be approved by the principal’s office by using the P-card and expenditure 

request form. No purchase shall be made without a purchase order number. 
 
2. Each teacher will be called on occasionally to handle various sums of money, and it is very 

important that accurate records be kept of money received. Payments for services and/or 
products are to be received by the bookkeeper and a receipt for that amount shall be written to 
the individual customer. 
 

3. Transmittal slip—when depositing money through the office, a transmittal slip with the following 
information must be filled out and turned in with the money: 
 
a. Your department (or organization) 
b. Amount to be deposited 
c. Name to whom the receipt should be written 
d. What the money is for 
e. Your signature 
 
When depositing several checks, please list the checks separately, by listing the last name on 
the check and the amount. 
 

4. When a check is requested for payment, an expenditure request form may be obtained from 
the bookkeeper and should be attached to the bill or invoice. This form is left in the office, and 
the check will be cut as soon as possible. Expenditure requests should be turned in to the 
bookkeeper a day before the check is needed. 

 
5. Teachers and students should realize that all money collected by any group or 

organization belongs to the Loudoun County School Board. 
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6. ALL MONEY MUST BE TURNED IN DAILY TO THE BOOKKEEPER BY 2:30 P.M. FOR 
AUDIT PURPOSES. 

 
MI-4 EMERGENCY EVACUATION PROCEDURE (Fire, Bomb Threat, Etc.) TORNADO 
WATCH/WARNING PROCEDURES 
The statutes of the Commonwealth of Virginia dictate the minimum number of drills to be executed 
each month. These drills will be held without warning (except the first), and all personnel will 
evacuate the building according to prescribed routes. Please know these routes, and review these 
procedures with your students. An emergency response plan will be in effect. 
 

2. When the intermittent buzzer alarm is sounded, all personnel and students should leave the 
building without stopping for books or coats. Walk rapidly, but do not run. Talking and pushing 
are prohibited. All school personnel are responsible for maintaining proper order and discipline. 

 
3. The teacher will leave the room last. All windows and doors should be closed, but not 

locked. A well-prepared teacher could have previously assigned duties to the students to 
hasten their evacuation. 
 

4. Teachers are responsible for the proper evacuation of their students. They must either take roll 
or account for each student once assembled in the proper area outside of the building. The 
teacher must watch the building or be alert for further directions to move his/her class. Keep 
order, and do not congregate in large unmanageable groups. 
 

5. All driveways must be kept clear for access of emergency vehicles. 
 

6. At the conclusion of the evacuation, the students will be waved in. This is the all clear signal 
for all personnel and students to return to the building via the same route as used to evacuate 
the building. 
 

7. Individual room evacuation procedures are posted in all rooms specifying the exit, route, and 
assembly area to be used by the respective personnel. Be familiar with these procedures. 
 

8. Should an evacuation occur between classes, during break time, during a conference, or non-
class time, then all personnel and students must proceed in an orderly manner through the 
nearest exit to a point at least fifty (50) feet from the building. Exit signs are clearly posted 
above or near all exits. 
 

Tornado Watch/Warning Procedures 
 

1. The Safety and Security Specialist will monitor radio/television stations and receive telephone 
messages regarding a tornado watch or warning. (Radio stations WAGE, WMZQ, WTOP, 
WMAL, and television stations 9, 7, 5, and 4). 

 
2. An announcement will be made over the PA system to warn of a tornado-warning situation. A 

back-up announcement, in case of power failure, will be made either by telephone, intercom, 
or bullhorn. 

 
3. In case a warning is not given and a tornado is sighted, the teacher should take immediate 

action. 
 

a. If a tornado is heard or seen, the teacher should not wait for the warning signal. Instead, if 
there is time, the students should move to their designated interior evacuation location. 
If there is not time, the students should kneel face down, against an interior room wall or 
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move to an interior closet, draw their knees up under them, and cover the back of their 
heads with their hands 
 

b. If students are outside when the alarm is sounded, the teacher should bring them to the 
shelter. If there is not time to return to the building, the students should be escorted to a 
nearby ditch or ravine and made to lie face down, hands over heads. 
 

c. Students should remain in the shelter until the all-clear signal is given. 
 

d. Remember that there may not be time for a tornado warning before a twister  
strikes. Tornadoes form suddenly. 
 

e. It is important to remember that a tornado usually comes from the southwest; therefore, 
shelters should not parallel this path. 
 

f. Shops, auditoriums, or other rooms with wide, free-span roofs should never be used as 
shelters. 

 
g. Specific areas of the building shall be used as shelter areas. When a warning is given 

teachers and students should proceed, in an orderly manner, to the corridor and take a 
seat on the floor next to the interior wall, remain totally quiet, and wait for further 
instructions. In each corridor caution should be taken to remain approximately 50 feet 
away from the exterior door (refer to map for these points). When seated in the corridor 
each person should have his/her back to the wall, draw knees to the chest, and cover the 
back of his/her head with his/her hands until the all-clear signal is given.  
 

4. SCHOOL BUS SAFETY:  
Generally speaking, school buses should continue to operate during tornado watches. During 
tornado warnings certain geographical sections of the county may suspend bus operations. 
  

5.  TORNADO FACTS: 
Tornado Watch - This means there is potentially dangerous weather with damaging winds. Be 
on the lookout for the danger signs listed below and be ready to move quickly to safety if the 
Warning Signal is given. 
 

 Tornado Warning - This means a tornado has been sighted nearby and that you should go to 
the designated interior evacuation location. If you see or hear the tornado coming, do not 
wait for the Warning Signal…go to your assigned designated interior evacuation location 
immediately if there is time. If there is not time, kneel face down against an interior room wall 
or move to an interior closet, draw your knees up under you, and cover the back of your head 
with your hands. 
 

 Danger Signs –  
Severe Thunderstorms (Thunder, lightning, heavy rains, and strong winds). 
   
Hail - (Pellets of ice from dark-clouded skies) 

 
Roaring Noise - (Like a railroad locomotive, a crashing thunderous sound) 

 
Funnel - Dark, spinning “rope” or column from the sky to the ground. 
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MI-5 ENERGY CONSERVATION 
It is the responsibility of each teacher to conserve as much energy, be it light, heat, cooling, water, or 
physical, as possible. Always be conscious of this in whatever you do on school property. 
 

An energy saving device has been installed on most light switches in the school. It turns on 
sufficient lighting, but not all of the lights. Please use this switch whenever possible. Do not 
turn both switches to the “ON” position. 
 
If the air conditioning or the heating system is on in your lab, please leave the doors closed. 
The large garage doors, when open, will waste much of the controlled air temperature. 
Exhaust facilities have been installed wherever needed and should be used rather than leaving 
the doors open. Please see to it that all students follow this policy and also close hall doors 
behind them. 
 
Paper, chalk, and water should also be used sparingly. If possible, plan ahead so that you can 
duplicate papers on both sides. Use the blank sides of previously used paper for scratch 
paper. We will all benefit from your conservation efforts. 
 

MI-6 MAILBOX 
Each teacher will have a mailbox located in the teacher lounge. Your mailbox should be 
checked in the morning, at noon, and after school. Clean out your mailbox each day, so that 
important notices will not be misplaced. Please do not tamper with other people’s mail. 

 
MI-7 MONEY – FUND RAISING 
All money belongs to Loudoun County Public Schools. The following guidelines shall be observed 
in raising and spending monies for club and classroom activities: 

 
Club and Classroom Activities 
 
1. All activities must have administrative approval in advance. This helps facilitate efficient 

scheduling. The fundraising activity may be a combined effort with another department. 
ALL fundraisers will be posted on the Fundraising calendar in the main office to 
minimize competition among fundraising parties.   
 

2. All food for sale must   be prepared in a commercial setting or purchased and resold in 
its original packaging.  Food related fundraisers may not take place between the hours 
of 11:15 and 1:15 daily.   
 

3. The raising and expending of activity money by students and student organizations 
should be done only to promote the general welfare, education, and morale of all the 
students and to finance the normal legitimate extra-curricular activities of the student 
organization. 
 

4. Before raising money for school purposes you must have an approved goal in mind for 
spending the money raised. 
 
 

5. Money spent from any fundraising activity must be spent on club, organization, or 
school materials or school-related functions. 
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6. All money raised must be deposited in the activity account of the central School 
Treasury on the day that it is received. 
 

7. Any expenditure from activity funds must have advance approval and must be paid by a 
school check. 
 

8. Any questions regarding activity funds and fundraising activities or spending should be 
brought to the attention of the administration. 
 

9. The management of student activity funds shall be in accordance with sound business 
practices, including sound budgetary and accounting procedures and thorough audits. 
 

10. Student activity business shall be conducted in such a manner as to offer minimum 
competition to local merchants. 
 

11. Money raised cannot be spent for personal gain. 
 

Departmental Funds 
1. Departmental money may be raised through the sale of projects or services done by 

students for the public. 
 

2. These projects or services must be related to the students’ field of training and part of 
the department curriculum. 
 

3. The sale of items made in the shop or services should offer minimum competition to 
local merchants. 
 

4. Revenue from the sale of projects or services shall be placed in the internal account for 
that specific department for the purchase of future equipment or supplies. 
 

5. All purchases from the internal account of a specific department must have prior 
approval of the administration. 
 

6. No projects or services shall be contracted with the public unless that project or service 
can be completed within the school calendar year. 
 

7. All money collected becomes part of the funds of the Loudoun County School 
Board. Large account balances are not expected to accrue unless an approved goal 
has been established. Authority for large expenditures rests not with the teacher only, 
but with teacher recommendation and administrative approval. 
 

All money that is collected should be turned in to the office overnight each day. Money is not to be 
kept in your department or possession overnight. Funds collected after the Bookkeepers 
departure should be logged on the clipboard and dropped in the safe in the teacher work 
room.  
 
Each teacher should follow this procedure in handling money for field trips: 
 

1. Field trips will not be approved unless they are in direct relationship to the instructional 
area that you are involved in. 
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2. Requests for such trips must be submitted through the principal’s office and forwarded 
to the Superintendent office or designee. 
 

3. Watch your money being counted and wait for your receipt. 
 

4. Keep all of your receipts. 
 

5. Coin wrappers are available from the bookkeeper for teachers depositing large amounts 
of change. 

 
MI-8 POSTAGE 
Stamps are available in the main office for school related correspondence. Contact the secretary or 
bookkeeper when you need them.  Outgoing mail should be placed in the letter tray on the counter in 
the office. 
 
MI-9 LUNCH 
Teachers will have a half hour lunch break.  
 
MI-10 TEACHER’S PARKING 
Teacher’s parking is located at the west end of the Center. This parking lot is suggested for teachers 
for the safety of their vehicles. Teachers and students are not allowed to park in the lab parking 
areas; these areas are to be used for 5 to 15-minutes for loading and unloading supplies only. 
 
MI-11 PROFESSIONAL DECORUM 
Socializing, Discussions, and General Conversations in the main office and public areas should be 
kept to a minimum. Visitors need to be greeted and telephones answered in a professional manner 
without excessive background noises.  Please monitor your tone and content appropriately. 
 
MI-12 TELEPHONE USAGE 
Telephones are available in program areas for instructional assistance. Long distance calls are 
permitted but should be kept to a minimum. Personal long distance phone calls are discouraged by 
the School Board. 
 
Students should not be permitted to use the telephone unless it is part of their instructional training. 
Students should be sent to the main office if they need to make a personal call. 
 
MI-13 TEACHER’S OFFICE 
Each teacher has access to an office in his/her instructional area. This office is off limits to students. 
Teachers should only allow students in their office for conference purposes; otherwise the office 
should remain locked. Each teacher should set an example of neatness for his/her students by 
keeping his/her office neat and orderly at all times. 
 
MI-14 EMERGENCY CLOSING CALLING PROCEDURE 
In case school is closed because of inclement weather, a calling system will be used to notify you 
about the closing. 
 
MI-15 INTERRUPTIONS 
To enable the teacher to spend the maximum time possible in the teaching/learning process, there 
should be minimal disruptions and minimal time students are out of class. Teachers should use their 
planning time periods for telephone calls, ordering supplies, and talking with salespeople and visitors. 
During class time, when students are present, total concentration should be given to instruction.  
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MI-16 EMERGENCY PROCEDURE GUIDELINES 
There are occasions during the school year when emergencies may arise. The following are 
guidelines for teachers to follow when such a situation occurs in a particular instructional area: 
 
1. Notify the office immediately about the emergency situation by either calling or sending a 

student. 
 
2. If appropriate, bring the student to the office. If not appropriate, do not move the student and 

keep him/her calm. 
 
3. The front office will determine the need for a rescue unit. 

In an extreme emergency, the teacher may call 911 and then notify the office immediately. 
 
4. The emergency card will be used for specific information. 
 
5. Parents will be notified immediately. 
 
6. In emergency situations, the accident report, form #H7, shall be initiated by the front office. 
 
7. A copy of all accident reports, form #H7, must be kept on file by the teacher with the original 

submitted to the front office for filing. 
 

MI-17 DAILY OBSERVANCE OF ONE MINUTE OF SILENCE   
In order that the right of every pupil to the free exercise of religion be guaranteed within the schools 
and that the freedom of each individual pupil be subject to the least possible pressure from the 
Commonwealth either to engage in, or to refrain from, religious observation on school grounds, the 
Loudoun County School Board establishes the daily observance of one minute of silence in each 
classroom of the division in compliance with section 22.1-203 of the Code of Virginia. 
 
During such one-minute period of silence, the teacher responsible for each classroom shall take care 
that all students remain silent and make no distracting display so that each student may, in the 
exercise of his/her individual choice, meditate, pray, or engage in any other silent activity which does 
not interfere with, distract, or impede other students in the like exercise of individual choice. 
 
MI-18 ATTENDANCE/TARDY POLICY 
Employers consider regular attendance essential for quality work and service to clients and 
customers. Since MTC is preparing students for the workforce, we consider attendance to be of the 
utmost importance. 
 
Students who are absent must, upon the day of return, bring a note from home, signed by parents or 
legal guardians, explaining the reason for the absence(s). Notes should be given to the MTC 
attendance secretary in the main office. (A copy of the note given to the home school is acceptable). 
If medical/court excuses are applicable for absences, the official documentation must be submitted to 
the MTC attendance secretary. Students will be issued an absence excuse to be shown to their 
teacher. Failure to bring a note after being absent will result in an unexcused absence. 
Students who consistently return to school without notes and/or are consistently absent are 
subject to administrative referral, and/or failure and a loss of three credits. 
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Step Number of 
Unexcused 
Absences 

Duty/Assignment 

1 2 Teacher Phone Call Home 
Referral form completed and sent to MTC Administration 

2 3 Teacher Referral to Administration 
Letter to Parents mailed by Main Office 

3 4 Teacher Referral to Administration 
Building Conference  
(Counselor, Administrator, Student, notify Attendance 
officer—scheduling & mailing handled by Main Office) 

4 5 and more Administrator Conference for Referral (Counselor, 
Administrator, Student, Parent, Attendance Officer – 
Scheduling handled by Main Office) 
Notify Attendance Officer 
Diversion and/or Disciplinary Action 

 
 
School Board Policy §8-17 Attendance: Absence and Tardiness 
All students have a responsibility to attend all scheduled classes and other 
assigned activities unless excused by the principal. Appropriate disciplinary measures may be taken against 
students who fail to accept this responsibility. 
 
Absence from school for any period of time will result in loss of learning; it is 
important for each student to be present whenever possible to take full advantage of the 
educational opportunities offered by the school. All students who are absent will be required to make up all 
significant work missed, except as provided by the principal for suspension absences. 
 
Excused absences. 
There are circumstances that may prevent a student's attendance in school. Such absences, when justifiable, 
are classified as excused absences for which there is no 
penalty. Principals shall excuse students who are absent for any of the following reasons: 
 
1. personal illness 
2. death in the family 
3. medical or dental appointments 
4. court appearances 
5. religious holidays 
 
In addition, Principals may excuse students who are absent for any of the following reasons: 
 
6. illness in the immediate family that requires the student to be absent 
7. emergencies that require the student to be absent 
8. trips or activities that enhance or extend the student's education, when approved by the Principal in 
advance. 
 
Unexcused absences. 
All absences not excused by the Principal or caused by a student's suspension from school are classified as 
unexcused absences, which shall result in appropriate disciplinary measures. 
 
Suspension absences. 
Absences caused by a student's suspension from school are classified as suspension absences. Principals 
shall establish procedures to be followed in their schools regarding suspension absences. Students removed 
from school may or may not be required to make up school work missed depending upon the length of the 
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suspension, other individual considerations and circumstances and the policies established by the principal for 
such suspension absences. 
 
C. Make-up work missed because of absence. 
Whenever a student is absent, whether an excused or unexcused absence or 
a suspension absence, if the principal requires make-up work, a reasonable amount of time, consistent with 
the length of the absence, will be given the student to make up the work missed. Upon return from absence, 
the student is responsible to initiate immediate action to make up the work. Upon such request of the student, 
the teacher is responsible to provide assignments, tests, and other work that must be made up and to inform 
the student clearly when make-up work for which grades will be given is due. Failure to complete such make-
up work within the time allowed will result in a failing grade for those assignments, tests, or other work. Make-
up work turned in within the time allowed will be graded on the same basis as other work. 
 
D. Truancy. 
Truancy is the willful action of a student to absent himself or herself from school or from an assigned class or 
other required activity. Truancy is an unexcused absence but should be distinguished from other unexcused 
absences that are due to circumstances that may cause a student to be absent but which are not allowable 
excuses under this policy. Truancy is a serious offense that warrants stern corrective action on the part of the 
school and the parents or other adults having control of the student. All cases of truancy shall be reported to 
parents. 
 
E. Tardiness. 
A student is tardy when he or she arrives at an assigned place after the time his or her school schedule 
requires him or her to be there. Tardiness may be caused by many things, and teachers and administrators 
should always determine the reason for tardiness. Occasional tardiness for valid reasons is not a serious 
offense and should not be dealt with harshly. Repeated or habitual tardiness, however, encourages the 
formation of undesirable personal habits and disrupts the orderly instructional process of the school. Therefore, 
corrective action is required and the principal and/or teacher should employ appropriate disciplinary measures. 
 
MTC Policy – On the third (3) tardy, the student should receive a referral for disciplinary action. Disciplinary 
action can vary between Verbal Warning, Parent Conference, Detention, In-School Restriction or additional 
actions as needed. 
 
 
§8-17 Attendance: Absence and Tardiness 
Absences 
All absences should be investigated by each teacher as far as possible. A written excuse from parents must be 
required in case of absence. Teachers will report through the principal to the Attendance Officer problem cases 
involving conduct and attendance. In many cases, a short talk with parents will secure better attendance or 
correct habits of tardiness. 
 
Truancy 
All cases of truancy should be promptly reported to the parents. Students 18 Years of Age or Older 
Students who are 18 years of age or older are not required by state law to attend school. If they choose to 
enroll, however, they are expected to be in regular school attendance under Policy §8-17. 
 
Any such student whose attendance record shows a pattern of violation of the attendance policy shall be 
warned in writing that continued failure to attend school regularly will result in disciplinary action. If his or her 
attendance following that warning is still unsatisfactory, the principal shall notify the student in writing that he or 
she must come to the principal's office for a hearing on his or her violation of attendance regulations. If 
reasonable and acceptable explanations of absences are not produced at this hearing, or if the student does 
not appear for the hearing, the principal may take disciplinary action as authorized under Policy §8-27, 
Disciplinary Action by the Principal. 
 
Unless the student is no longer under parental control, the notices, warnings, and hearings required by this 
regulation shall be given to both the student and his or her parents or guardians. 
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CURRICULUM & INSTRUCTION (POLICY §5-31) 
§5-31 Adult Day-Time Students at the Monroe Technology Center 
Some adult students may be admitted to the Monroe Technology Center.  Rules for application and 
admission to these programs, attendance, and behavior of such students will be established by the 
Monroe Technology Center administration. 
 
A. Tuition 

1. Adults shall be charged a tuition fee. 
2. Tuition is due and payable prior to the beginning of each semester. 
3. The tuition charge is non-refundable. 

 
B. Application 

1. Application for entry into a program shall be made at the Monroe Technology Center (MTC). 
2. The Applicant must use the standard application form which is available at MTC. 
3. Prior to acceptance into a program, adults will be required to have a personal interview with a 

MTC administrator. 
4. Acceptance into a program will be determined by (1) the Principal of MTC and (2) the 

Placement Coordinator of MTC. 
 
C. Enrollment 

1. Adults shall be admitted on a space available basis. 
2. Adults shall hold a high school diploma, a GED Certificate or be enrolled in an approved GED 

program. 
3. Adults accepted into a program shall initially enroll in the first level of that program. 

 
D. Schedule 

1. Adults shall attend classes at the MTC during the regularly scheduled time period designated 
by the Center. 

2. Adults shall attend classes 5 ½ (five and one-half) hours per day, every other day, over a one 
or two year span, depending upon the course. 

 
E. Rules and Regulations 

1. Adults shall be subject to the same rules and regulations as the high school full-time day 
student. 

2. Adults shall be responsible for providing clothing or specialty items related to the occupation. 
3. Excessive absenteeism could result in an adult student being dropped from the program. 

 
F. Postgraduates (PG) 

1. PG students have completed their graduation requirements and are no longer enrolled at 
home high school.   

2. These students enrolled as seniors in the first level of a program and shall be permitted to 
enroll in the second level of the same program as post-graduate (PG). 

3. There shall be no tuition charge for these post-graduates. 
4. They shall be on roll in their home school but report directly to the Monroe Technology Center 

each day. Attendance will be reported to the home school by the MTC administration. 
5. The post-graduate student shall be subject to the same rules and regulations as the regular full 

time student. 
6. The post-graduate student shall follow the time schedule designated for his/her level in the 

program. 
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§7-2 Sexual Discrimination/Harassment 
A. Policy 
The Loudoun County Public Schools shall maintain a working and learning environment for its 
employees and students which provides for fair and equitable treatment, including freedom from 
sexual discrimination and harassment. No employee or student, male or female, shall discriminate on 
the basis of sex or harass another employee or student by making unwelcome sexual advances or 
requests for sexual favors or engaging in other verbal or physical conduct of a sexual nature, 
including: 
 

1. submission to or rejection of such conduct is used as a basis for employment or academic 
decisions affecting the employee or student, 

 
2. such conduct creates an intimidating, hostile, or offensive working or learning environment; or 

 
3. submission to such conduct is made either explicitly or implicitly a term or condition of the 

individual’s employment or participation in school programs. 
 
§7-3 Complaints - Injury, Wrong, Unfairness 
An employee who claims injury, wrong, or unfairness, or who seeks equity in the application of any 
rule, regulation, or order; or who has any complaints with regard to employment, whether personal or 
professional, may follow normal administrative channels to resolve the issue at the lowest 
administrative level possible. The administrative channel is (1) Principal or other immediate 
supervisor, (2) Appropriate Senior Staff member, (3) Assistant Superintendent for Personnel 
Services, (4) Division Superintendent, (5) School Board. 
 
STUDENT CONDUCT 
§8-30 Corporal Punishment Prohibited 
No employee of Loudoun County Public Schools shall subject a student to corporal punishment. 
This prohibition shall not be deemed to prevent: 
 

1. The use of incidental, minor, or reasonable physical contact or other actions designed to 
maintain order and control. 

2. The use of reasonable and necessary force to quell a disturbance or remove a student from 
the scene of a disturbance which threatens physical injury to persons or damage to property. 

3. The use of reasonable and necessary force to prevent a student from inflicting physical harm 
on himself/herself. 

4. The use of reasonable and necessary force for self-defense or the defense of others. 
5. The use of reasonable and necessary force to obtain possession of weapons or other 

dangerous objects or controlled substances or paraphernalia which are upon the person of the 
student or within his/her control. In determining whether a person was acting within the 
exceptions above, due deference shall be given to reasonable judgments at the time of the 
event which were made by a teacher, principal, or other employee of the School Board. 

 
For the purposes of this policy "corporal punishment" means the infliction of, or causing the infliction 
of, physical pain on a student as a means of discipline. 
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MTC Bell Schedule: SY 2013-2014 

Monroe 
Technology 

Center 

A-Day 
(2nd year  
Students 

B-Day 
(1st year 

Students) 
1-hour Delay 2-hour Delay 

 
 

Exam Days 

Teacher  
Arrival 

8:30 a.m. 8:30 a.m. 

9:00 a.m. 
(Arrive 1/2 hour 

later than normal 
reporting time) 

9:30 a.m. 
(Arrive 1 hour  

later than normal 
reporting time) 

 

Student  
Arrival 

9:15 a.m. 9:15 a.m. 10:15 a.m. 11:15 a.m. 
 

Late  
Bell 

9:25 a.m. 9:25 a.m. 10:25 a.m. 11:25 a.m. 

 

 

1st  
Lunch 

 

11:15–11:45 
CO, CU, NA, 

WE, HV, BC, MA 

11:15–11:45 
CO, CU, WE, 
HV, BC, MA 

 
11:45 – 12:15 

CO, CU, HT, NA, 
VT, WE, HV, NU, 
AJ, MA, RE, VA 

 
 

12:00– 12:30 
CO, CU, HT, NA, 
VT, WE, HV, NU, 
AJ, MA, RE, VA 

 

 
 

11:15 – 11:45 

2nd  
Lunch 

 

11:55–12:25 
AJ, FE, MED, 
NU, HT, VT 

11:55–12:25 
AJ, FE, MED, 
NU, HT, VT 

 
12:25 – 12:55 

CD/CE, CN, CS, 
GC, TV, AS, AC, 

MED, BC, FE 

 
12:35 – 1:05 

CD/CE, CN, CS, 
GC, TV, AS, AC, 

MED, BC, FE 

 
 

11:55 – 12:25 

3rd  
Lunch 

 

12:35–1:05 
 CE, CN, CS, 

GC, TV, AS, AC, 
RE, VA 

12:35–1:05 
CD, CN, CS, 
GC, TV, AS, 
AC, RE, VA 

N/A N/A 

 
 

N/A 

Morning  
Break 

10:15-10:30 10:15-10:30 No Breaks No Breaks 

 
No Breaks 

Afternoon 
Break 

02:00-02:15 02:00-02:15 No Breaks No Breaks 
 

No Breaks 

      

Dismissal 
Bell 

3:10 p.m 3:10 p.m 3:10 p.m 3:10 p.m 

Early 
Dismissal 
12:45 p.m. 

Lunch Times by Class Key Code:
 AC=Auto Collision 

AJ=Admin of Justice 
AS=Auto Servicing 
BC=Building Construction 
CD=Digital Animation 
CE= Engineering  
CN=CAN 
CO=Cosmetology 
CS=CST 

 

CU = Culinary Arts 
FE=FF/EMT 
GC=Graphics 
HT=Horticulture  
HV=HVAC 
MA=Masonry 
Med=Hospital Classes 
NA=Nail Design 
NU=Nursing 
 

 

RE=Resource 
TV=TV Production 
VA=Assessment 
VT= Veterinary Science 
WE=Welding 
 



42 of 42 

 

 CHAPTER 5 
STUDENT RULES AND REGULATIONS 

 
Teachers are provided with a copy of the Student Handbook and should be familiar with 
the Student Rights & Responsibilities information on the Loudoun County Public 
Schools website.  Administration will review with the students the contents of the 
Student Handbook during a school assembly.  However, we ask teachers to review with 
their students certain sections to highlight the following areas: 

 
The same Rights & Responsibilities Handbook issued annually at the home 
school, and through the Loudoun County Public Schools, applies to Monroe 
Technology Center.  These policies include but are not limited to: 

 

Alcohol, Drug & Tobacco  

Appropriate Dress and Safety Code 

Attendance/Tardy 

Authority 

Beepers, Personal Communication 

Devices and Laser Pointers 

Behavior & Conduct 

Bell Schedule 

Breaks 

Cell Phone Use 

Co-curricular 

Clubs/Competitions/Activities 

Defacing School Property 

Dishonesty in Assigned Work 

Driving/Riding to School 

Emergency Cards 

Emergency Drills 

Fighting 

Gang Activity 

Hazardous Materials 

Insurance 

Internship 

Lockers 

National Technical Honor 

Society 

Parent Concerns 

Passes within the hallways & 

classrooms 

Pregnant Students 

Parking Procedures 

Post-Graduate Notification 

Report Cards 

School Bus Conduct/Missed 

Bus Protocol 

School Investigations & 

Searches 

School Work Missed 

Student Dress/Grooming 

Student Medication 

Suspension/Removal from 

School and In-School 

Restriction 

Visitors to the Building 

Weapons 

Work Assignments as 

Disciplinary Measure 

 


