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DEPARTMENT CHAIR JOB DESCRIPTION 
Primary Function�: Appointed by the Principal with input from the department, each Department Chair is responsible                 
for the growth and improvement in curriculum and instruction within the department. He/She coordinates classroom               
instruction, works with administration and carries out the administrative routine of the department in the following areas:  
Curriculum 

● Support the implementation of Common Core State Standards and Frameworks 
●  �Work with the department to develop short and long term department goals. 
●  �Assist grade level teachers align their curriculum with the District’s Pacing Guide. 
● Maintain a positive relationship with the principal and AP responsible for the department. 
● Work with administrators to create Department Meeting Agenda.  
● Invite and work with administrators during Department and Course Alike Team meetings.  
●  �Communicate professionally with administration and staff. 
● Provide Department and Course Alike Team meeting minutes to administrators.  
●  �Work with the District to develop courses of study and pacing guides. 
●  �Maintain a file of curriculum guides. 
●  �Be prepared to respond to subject area sections of accreditation reports. 
●  �Assist in promoting college-going behaviors and testing. 

 �Business 
● Work with the administration in the establishment of the department budget.  
●  �Work with department members in selecting instructional materials. 
●  �Work with department members in managing their budget allocations. 
●  �Assist department members with requests for maintenance and repairs of buildings and equipment. 

 �Operations and Liaison 
● Represent the department at school-wide department chair meetings 
● Call and organize regular department meetings to communicate from the chair meetings and coordinate 

department matters; provide minutes. 
●
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Special Education Students ï Accommodations, Behavior Plans, and Testing:  
1.  Accommodations are written into the IEP for regular class work. 
2. These same accommodations are given during all testing situations, including end of semester             

assessments, quizzes, chapter tests, etc. 
3. The Special Education Teacher and instructional aides will provide all IEP’s and behavior plans              

electronically to each teacher who has a special education student in a class. They will also provide all                  
IEP’s to the Assistant Principal. 

4. Teachers and instructional aides should read all of their students’







Speedy Delivery: Office Depot and Southwest School Supplies offers a service called "Speedy Delivery".              
Supplies may be ordered by filling out a requisition to Office Depot or Southwest School Supplies for an Open                   
Purchase Order not to exceed the amount needed for the year. The District will issue a P.O. Once the P.O. is                     
received a "Speedy Delivery Form" (D-14) �can be processed. When Supplies are received and inventoried               
sign the packing slip and return to accounts payable immediately. 
 
Repair Work 
1. Some repair work can be accomplished by our custodial or grounds personnel. If you feel the repair                 
work you need to have done falls in this category, obtain a Custodial Request Form from the assistant                  
principals' secretary and complete it and return it to Brian Pope, Assistant Principal. 
2. All CJUSD Maintenance and Operations work orders must be entered electronically. Work that needs to               
be done by District or contract personnel can be done by emailing your request to either Brian Pope or his                    
secretary.  
3. For portable equipment that needs repairing such as audiovisual equipment, bring it to the office and                
complete the necessary forms available from the assistant principals’ secretary. 
 
GRADES AND CREDIT 
Credit in any course is based upon satisfactory participation in the activities of the classroom, satisfactory                
achievement in the subject, educational growth, and satisfactory attendance. 
 
Class Drop Policy 
A student may drop a class without penalty up to 20 days into the semester. Students need to see their                    
counselor if they wish to drop a class. 
 
Grade Records 
Your grade records become a part of the school's permanent record, so please keep your records as updated as                   
you can. Your grade records are to be recorded in Zangle at the end of each progress report/grading period.                   
The grade each student received on his/her report card should have supporting documentation such as test                
grades, absences, homework credit, quizzes, etc. There should be at least weekly grades recorded, and it is                 
desirable to have recorded grades more often if possible. The name of each student who has been assigned to                   
your class must appear in the records no matter how short a time he/she may have been there.  
The following entry should be made for all students having your class: 
 
Grades for Transfer-In Students - Procedure 
1. When a student enters Bloomington High School from another school, his transcript is mailed directly to                

BHS from the school previously attended. 
2. Upon receipt of the transcript, the Records Office sends you the transfer-in grade corresponding to the   

course being taken at BHS, withdrawal date from former school, and entry date to BHS. 
3. You should average the grade c
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Make-Up Work� See. (Ed. Code 48205 10b) (Board Policy 4105) 
1. �Excused Absences�: Students shall be given the opportunity to make up schoolwork because of an excused                 
absence, and to receive full credit if the work is turned in according to a reasonable make-up schedule. 
 
2. �Other Justifiable Personal Reasons (Education Code 48205): A student shall be excused from school for                
justifiable personal reasons, including but not limited to an appearance in court, observance of a holiday or                 
ceremony of his/her religion, or an employment conf



 
Students Transferring Out ï Procedure 
1. When a student transfers out of school, a request for grade will be emailed by the records office. 
2. The teacher should provide the records office with a check out grade within 5 business days 
 
SCHOOL ACTIVITIES/ATHLETICS 
 
ACTIVITY AND ATHLETIC CODE 
Extra-curricular activities are a privilege and any student wishing to participate must comply with the               
following code�: 

1. A student on a team or in an organization must attend his full schedule of classes on the day of any                     
athletic contest or organization activity, unless an exception is made by administration for valid              
reasons. 

2. A students must have a 2.0 GPA (“C” average), and have passed at least four classes at the last                   
grading period, in order to be eligible to participate on an athletic team, in any school club, school                  
organization, and/or any activity sponsored by ASB, any school club, and/or school organization.             
Students who do not meet this criteria, may not participate in any way until the next grading period                  
is concluded, at which time eligibility will be reassessed. 

3. Students who have discipline and/or attendance problems will not be able to participate on a team or                 
in any activity organization or attend an activity. This will be an administrative decision and can                
vary from temporary suspensions from the activity to removal from the team, or organization.  

 
ACTIVITY CHECKLIST 
In order to operate more efficiently in the area of extra-curricular activities, it  
is important to follow this checklist:  

1. Present activity proposal to Misty Wright, Activities Director, who will present the proposal to   �
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