










Miscellaneous Activities and Services





Assemblies – All assemblies must be entered on the Master Calendar in Ms. Lockett’s office.  Requests for assembly dates are submitted on the “Request for Master Calendar” form in the Main Office ten days in advance of the scheduled assembly.  Ms. Lockett will approve or adjust the date and calendar the activity.  Ms. Lockett will also coordinate the details for the assembly with the teacher or sponsor as follows:


Prepare schedule and seating arrangement of classes attending the assembly


Prepare teacher supervision schedule


Prepare special bulletins as needed with sponsor





Audiovisual Equipment – The primary objective of the Audiovisual Services is to serve the needs of the teachers at LACES as promptly and efficiently as possible.  To make the fullest use of the equipment we ask that you follow the procedures outlined below:


All requests for AV equipment and for audiovisual services are to be made through AV Coord., the audio-visual coordinator, and should be made in writing.  Request forms are available in the coordinator’s mailbox.


Please let AV. Coord. know at least the day before that you want such equipment so he has time to arrange for delivery.  Note that some types of equipment are in greater demand than others.  It may not always be possible to check a particular piece of equipment out for the entire semester.  Equipment will be delivered by a T.A., otherwise send a student (or come in person) to pick up equipment.  Return the equipment as soon as possible.


Should bulbs burn out, springs break, etc., send the equipment back to Mr. Accardi immediately.  It is the responsibility of the teacher to whom the equipment is checked out to provide proper storage and security of AV equipment.


Closing Procedures for AV Equipment - All AV equipment must be returned to the coordinator prior to the last week of school in June.  The coordinator keeps a complete inventory of audiovisual equipment.





Clubs and Organizations – the Student Body and faculty of  LACES sponsor many school clubs for the benefit and enjoyment of students.  The special interest club program is under the direction of Ms. Lockett.


.All clubs are organized under the provision of the Student Body Constitution and must cooperate in accordance with both student body and school administrative policies and regulations.


NOTE: A club is a group of students who have a special mutual interest, whereas an organization performs service for the whole school.


Every club must have a faculty sponsor who is responsible for all supervision.  The sponsor must be present at all meetings and activities.


Clubs must meet only at the times calendared and dates approved by Ms. Lockett.


Membership in any special interest or activity club shall be based on the interest of the individual applying, as evidenced by his willingness to abide by the club constitution and by-laws, and not by a vote of the membership.


Dues, if any, for clubs shall be limited to a minimum assessment per member per semester, as stated in the approved club constitution.


Expenses of the club may be covered by voluntary contributions of the members.


No money is to be collected from club members without prior approval of the principal.  Individual numbered receipts must be issued or a numbered receipt sheet used.  Such forms are obtained from the Financial Manager in the Student Store.


All contributions shall be deposited with the Financial Manager in the Student Store.  Withdrawal of funds shall be by Purchase Order form (obtained from the Financial Manager), which shall bear the sponsors’ signature.


Each club is responsible for developing a constitution and submitting this constitution to Student Government for approval.  This should be accomplished within the semester in which the club is organized and reviewed each September.  


Each club member should have a club membership card.


To form a club - Submit in writing to Ms. Lockett a formal request, purpose, membership plan and a list of interested faculty members for sponsorship.  All clubs must be formed by OCTOBER, 2008


To obtain recognition for official status - Obtain a faculty sponsor through the approval or appointment by the principal.  Compile a constitution (see Ms. Lockett for the necessary information) then submit the constitution, with a list of members attached, to the Student Government for ratification.


Disbanding a club – When a club is to be disbanded, the sponsor should notify Ms. Lockett and the sponsor of Student Government in writing.
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Library – All teachers are invited to come to the library and talk with the librarian about what materials are available for use. 


A teacher may check out any library material for an indefinite period of time for classroom use.  Semester-long loans are not made except in unusual cases, and the teacher is expected to return the material as soon as possible.  All materials are to be returned at the close of each school year and the teacher’s library record cleared.


Classes may be scheduled in the library.  The reservation sheet is on the librarian’s desk and teachers are expected to honor another teacher’s prior request.  Arrangements for two lasses in the library for the same period should be made with the librarian and with the teacher who made the prior reservation.


Classes may either meet in the library or come with the teacher from the classroom.  Normal class routine should be kept to a minimum.  The teacher is expected to accompany his/her class and to remain with the class for the entire period and be responsible for the behavior of his/her students in the library.


 Students may be sent to the library for individual work or to obtain needed materials.  Not more than 5 students are to be sent by a teacher at one time and each student must have a pass.  The time of arrival and departure will be noted on the pass by the library staff and the pass will be returned to the student when he/she leaves the library.


Although some books have a limited circulation period most books are checked out to students for two weeks with the privilege of renewal.  Encyclopedias, magazines and pamphlets circulate for one week.  Audiovisual materials are for library use only.  Special arrangements may be made with the librarian for a reference shelf with a specialized collection for a class.


Overdue notices are placed in the homeroom teacher’s box and should be given to the student.  If there is a mistake or a prolonged absence, please return the notice with an explanation.





Late Bus Passes – Late buses are provided every day, except PD Tuesdays and minimum days.  Teachers who hold after-school tutoring sessions or have club/activity meetings are responsible not only for the supervision of those students, but also for providing passes so these students can take the late bus home.  Late bus passes may be obtained from the attendance office before 4pm.  Because the color of the late bus pass changes from week to week, teachers are reminded to use the current late bus pass.  Teachers should not send students to the attendance office for these


passes.











